UNIT 7: WORD PROCESSING ‘
CUT, COPY AND PASTE
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can find the cut, copy, paste tools under the Home tab.
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Fill in the blanks.

s T i [ — tool is used to cut selected text.
2. The ............... tool is used to copy selected text.
3. The oenins tool is used to paste cut or copied text.

4. The keyboard shortcut for cutis ....................
5. The keyboard shortcut for copy is .........ccevvvnns

6. The keyboard shortcut for paste is ........c...cee.....
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