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Collecting You have seen how Word pastes the last item that you either cut or
and PaStl ng copied. Word can, however, collect the items that you cut or copy
Multiple (up to 24) so that they can be pasted all together or separately.
Items
1. Be surethe Show/Hide Paragraph button is
activated, Normal is chosen on the View menu, and
the Word settings match those on pages xiii - xv.
2. If Quotes 1 is still open from the last lesson, close
it. When asked to save, click No.
3. You are going to open a fresh copy of Quotes 1.
Click the File menu.
Remember, at the bottom of the File menu Word
displays the last documents that were opened.
Notice Quotes 1 on the list.
4. Point to Quotes 1 and click.

Quotes 1 is again opened.

The Clipboard task pane is used to collect and paste items. In
Lesson 1, you learned that task panes are used to coordinate
activities associated with certain functions.

You are going to display the Clipboard task pane.

1.

On the View menu, choose Task Pane.

The task pane appears. Usually it will be on the right
side of your screen, but it could be above your
document window. Most likely, the Getting Started
task pane will be displayed, but it could be any task

ane. ——
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10.

11.
12.

Paste Clear

All All
The Clipboard task pane |
appears. Notice that it
has two buttons. Also [ e al]
notice that there is an lick an item to paste:
. . SIR WINSTOM CHURCHILL | #*
icon for each item you = {1874-1965). Ta 51t T
. Winston: "Sir, if you were
haVe cut or Copled. If my husband, I'd poison ...
there are no items, you ] HaRRY 5. TRUMAN
(1884-1972). When they
3 told me yesterday what had | =
have not cut or COpled happened, Ifelt like the ...
anything during this ] DWIGHT DAYID
. ' EISENHOWER, {1890-1969),
session of Word. Don't In the councils of

government, we rusk gu. ..

be concerned. B} GEORGE SAKD ) |

{1804-1576), Art For the

H ke of th d and thy
You are going to clear the beauiful, that s the ait..
items on the Clipboard and W] Art For art's sske is an
empky phrase,

then place new ones there
by cutting and copying.

| ¢

Click the Clear All button.

Because the Clipboard is now empty, Paste on the
Edit menu is also dimmed.

Drag over BENJAMIN DISRAELI (1804-1881) and the
period and space following it.

Cut it by any method you wish.

Notice the icon and text that were placed on the
Clipboard task pane.

Drag over NATHANIEL HAWTHORNE (1804-1864) and
the period and space following it.

Cut it by any method you wish.

Notice the second icon and text on the Clipboard
task pane.

Drag over GEORGE SAND (1804-1876) and the
period and space following it.

This time you are going to copy it.
Click the Copy button on the Clipboard task pane.

Notice the third icon on the Clipboard task pane.
Remember that the Clipboard will hold up to 24
items.

Use CTRL/ END to go to the end of the document.

On the Clipboard task pane, click the first icon.

Notice that it has been pasted at the insertion point.
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Note: You may have accidentally clicked the arrow
to the right of the icon and text. This simply displays
a menu that allows you to paste the text or delete it
from the Clipboard.

13. Click the Paste All button.

Notice that all the items have been pasted. They are
not on separate lines because paragraph marks were
not included when you highlighted them.

14. Close the Clipboard task pane by clicking its Close
(X) button.

Note: You can also open the Clipboard task pane by
choosing Office Clipboard on the Edit menu or by
using CTRL/C+C (tapping the letter C two times).

Remember: The Paste command pastes the last item
you cut or copied. By using the Clipboard task pane,
you can paste any cut or copied text you choose.

I
Drag-an d- Another way to move and copy text is to use Word’s drag-and-drop
Drop Editing editing feature. When you use drag-and-drop editing, the text is
not copied to the Clipboard.
1. You are going to open a fresh copy of Quotes 1.
Close Quotes 1 without saving.

2. On the File menu, choose Open.

3. Verify that FLS Word2003 Student Files is displayed
in the Look in box.

4. In the list box, double-click on Quotes 1.

A fresh copy of Quotes 1 appears. Word has not
saved the changes from the previous version.

5.  You are going to verify that the drag-and-drop feature
ison.

On the Tools menu, choose Options.

The Options dialog box appears.
6. Click the Edit tab.
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7.

8.

Notice the Editing options.

| Security || Spelling & Grammar || Track Changes |
| User Information " Compatibility " File Locations |
| View || General | Edit | Prink || Save |

Editing options

Use smart paragraph selection
Lo q Use CTRL + Click ta Fallow hyperlink
[ use the INS key for paste ‘when selecting, automatically select

[ overtype tade entire word

Use smart ciksoring [ Prompt to update skyle
PiCture_editor' Keep track of formatting
|_Micrnsnft Office Wk{d pr | [ Mark Farmatting inconsistencies

Insert/paste pictures\s:
|In lire: with ket \ v |

\

Verify that the Drag-and-drop text editing option is
selected (there should be a check mark in its box).

Click the OK button.

Using drag-and-drop editing, you are going to cut Benjamin
Disraeli’s dates and paste them at the end of the paragraph.

1.

Select (1804-1881). Include the space before the
dates and the parentheses. Do not select the
period after the dates.

Position the I-beam anywhere on the highlighted
text.

Notice that it turns i s
into a pointer ————FortrERErCige - that, Trom-the-people, s

In the following instructions, do not release the mouse
button until you are instructed to do so.

Hold down the mouse button and drag down and
off the highlighted text. (Do not release.)

Notice the pointer has been placed in a small box.
Also notice the dotted vertical bar it is
pointing to.

1

must-exist
1
NATHANIEL-HAWTHCORIME-{1804-1864), .19

wear one-face-to-himself -and-anotherto-the-mul
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Drag around the screen and notice that the pointer
is always pointing to a dotted vertical bar as
illustrated in the previous example.

When you release (do not do it yet), the selected text
will be pasted at the position of the dotted vertical
bar.

Position the dotted vertical bar at the end of the
Benjamin Disraeli paragraph, as in the previous
illustration. It should be after the period following
exist.

6. Release.

The move is complete. Benjamin Disraeli’s dates
should be at the end of the paragraph.

Tip: The drag-and-drop feature is not recommended
for moving or copying text across multiple screens
because once you cross a screen it may start scrolling
out of control. Drag-and-drop editing works best
within one screen of text.

Note: If you hold down the CTRL key while
dragging, the text will be copied instead of moved.

Note: If two documents are side by side on the
screen, you can drag-and-drop from one to the
another.

Notes

Since Clipboard is a Windows feature, not a Word feature,
whatever is on the Clipboard remains in it after you exit
Word. The contents remain until you empty the Clipboard or
shut down Windows. Therefore, not only can you cut, copy
and paste between Word documents, you can do the same
between documents of different applications such as Excel
and Access.

You can also display the task pane by pointing to any toolbar
and right-clicking. A shortcut menu will appear with Task
Pane on it.

You can replace selected text with an item on the Clipboard.
First select the text, then click the item you want in the
Clipboard task pane.
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Word provides an option on the Edit tab of the Options
dialog box called Use smart cut and paste. When this option is
selected, Word will try to maintain proper spacing between
punctuation and words when you paste text. For example, if
you paste a word and it ends with two spaces, Word will
automatically adjust the text so that there is only one space
(and not two) following the pasted text.

|

The Undo Word’s Undo command allows you to “undo” actions, and its Redo
y

and Redo command allows you to put back changes you have undone. The

Commands wording of the commands changes to reflect your most recent
action. For example, if your last action was to cut text, the
command might read Undo Cut. If it was typing text, the command
might read Undo Typing.

You are going to use the Undo and Redo features.

1. Quotes I should still be on your screen. If not, open
it.

2. Select aword by double-clicking on it.
3. Tap the DELETE key.
4. Click the Edit menu.

Notice that the first command
) Undo Clear Ctr4Z
reads Undo Clear, because that T

Repeat Clear  Chrl+Y

was your most recent action.

5. dick Undo Clear.

Notice that the word you cut a moment ago is
restored.

6. Click the Edit menu.

Notice that the command is now dimmed and reads
Can't Undo. To undo what you just did, you can
choose the Redo Clear command, which is now
active.

7. Choose Redo Clear.

Notice that the text is again removed from the
screen.
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You are going to type some text and notice how the Undo

command name changes.

1.

Click an insertion point anywhere and type your
name.

Click the Edit menu.
Notice the Undo command now reads Undo Typing.
Click Undo Typing.

All the typing done since your last action has been
removed.

On the Edit menu, choose Redo Typing and watch
the typing come back.

The Undo and Redo commands Undo Redo
have toolbar alternatives. button  button

On the Standard toolbar, click the ! 1
Undo button (it looks like an arrow ) - (¥~
that is curved counter-clockwise).

The typing is removed.

On the Standard toolbar, click the Redo button (it
looks like an arrow that is curved clockwise).

Notice that the typing returns.

Note: Be aware that text is undone at its original
location regardless of the position of the insertion
point. This can be very convenient in instances
where you are not sure where text was originally
located.

Multiple
Levels of
Undo

Word’s Undo feature is versatile, allowing you to undo a great

many of your previous editing commands. This means that if you
realize that you accidentally deleted text several steps earlier, you
can still use the Undo feature repeatedly until your deleted text is

recovered.

You are going to open a new document and use the multiple levels
of the Undo feature.

1.

On the Standard toolbar, click the New Blank lj
Document button to open a new document. -
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2. Type the following name and address. Be sure to
tap the ENTER key to end each line of the address.
Olivia Leary
325 Mill Street
Colchester, VT

3. You are going to delete each line of the address, one
by one.

Select the line containing the name, including the
paragraph mark at the end.
Note: Positioning the pointer in the selection bar
next to the first line and clicking is the easiest way to
select a line.

4. Tap the DELETE key.

The first line has been deleted. (If a Smart Tag
appears, ignore it.)

5. Highlight and delete the line containing the street
address.

6. Highlight and delete the line containing

Colchester, VT.

Only an empty paragraph mark remains in the
document.

The Undo drop-down list box on the Standard toolbar lets you
undo all of your deletes and other actions.

1.

You are going to undo all of the actions that you just
performed. Although you could repeatedly use the
Undo command on the Edit menu (or the Undo
button) to do this, it can be easier to use the Undo
drop-down list box.

On the Standard toolbar, click the Undo Iq -
drop-down list box. Be sure to click ]
the down arrow.

Notice the contents of the list box. There are four
items, each representing an action that you
performed on the document. They are listed in
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chronological
order — with the  |Clear
. Clear
f1r§t one (Clear) Typing "Olivia Leary”
bemg the most Unda 1 Action

recent.

Notice that there are three Clear items listed, one for
each of the address lines that you deleted. The last
item on the list, Typing “Olivia Leary”, represents the
typing of the entire address. This is because when
you typed the address, you did not interrupt your
typing with other editing commands.

Also notice that Word automatically highlights the
first item in the drop-down list box. At the bottom of
the list box, notice the message, Undo 1 Action.

Click the first item of the list box, Clear.

The list box closes and the Colchester, VT line is
restored to the document. Since deleting this line
was the last action that you performed, this is the
first thing that is restored.

Click the Undo drop-down list box again.

Notice that there are now only three items in the list
box because you already “undid” one of the original
four.

The ARROW keys let you select multiple items.

Tap the DOWN ARROW key to highlight the first
two items of the drop-down list box.

Notice the message at the bottom, Undo 2 Actions.

Tap the ENTER key.

Notice that the first and second lines of the address
reappear. They appeared above Colchester, VT
because this was their original location. Remember,
it does not matter where the insertion point is
located when you choose Undo, because the item
will be returned to its original location.

Only one more item remains in the Undo drop-down
list box.

Click the Undo drop-down list box.
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Notice the remaining item, Typing “Olivia Leary”.
Selecting this will undo the typing that you did to
create the address.

7. Onthe drop-down list box, choose Typing “Olivia
Leary”.

Notice that the 3-line address disappears. It has not
actually been cut, but the typing action has been
undone.

Tip: The keyboard command for Undo is CTRL/Z.

Word also allows you to perform multiple levels of redo.

1. dlick the Redo drop-down list box.

Notice the same
four items that
you saw in the
Undo drop-down Redo 1 Action
list box. The items
are listed in chronological order, starting from the
most recent (Typing “Olivia Leary”).

2. dick Typing “Olivia Leary”.

Notice that the address has reappeared. Your most
recent action — the undo of the typing was redone
by Word.

3. Click on the Redo drop-down list box.

4. Point to the second Clear in the list box.

Notice that the first Clear remains highlighted. Word
does not let you skip over an item.

5. dick the second Clear in the list box.

Notice that the first two lines of the address have
been cut. Word has redone the cuts that you had
undone earlier.

The Repeat The Repeat command on the Edit menu lets you repeat your last

Command action. It alternates with the Redo command when you make any
change to your document. It is particularly useful when your last
action is a complicated formatting command.
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Click an insertion point anywhere and type your
first name.

Click the Edit menu.
Notice the command, Repeat Typing.
Click Repeat Typing.
Notice that your name is repeated.
You can repeat a command multiple times.
On the Edit menu, choose Repeat Typing.
Word repeats your name again.

The keyboard command for the Repeat feature is
CTRLY.

Use CTRL/ Y.

Notice that your name is repeated.

The item is repeated at the position of the insertion
point.

Click an insertion point at a different location in
the document.

On the Edit menu, choose Repeat Typing.

Notice that your name is repeated at the new
location.

Tip: The Undo, Redo, and Repeat commands allow
you to try out different formats on your document
without worrying about ruining its appearance.
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Exercise:
The
Qipboard

The exercise on the next page contains a variety of moves and
copies. Use any methods you wish to perform the actions — Edit
menu commands, toolbar buttons, keyboard shortcuts and
drag-and-drop editing. To copy the three FAMOUS AMERICAN
QUOTES to the end of the document, either collect and paste them
using the Clipboard task pane or copy and paste them
individually.

1.

Open Clipboard Exercise.

This is similar to Quotes 1, but not the same and the
text is all on one page.

Perform the moves and copies as indicated on the
next page.

When finished, close all open documents. From
now on, if you think you might want to repeat an
exercise, do not save the changes when you close
the document. We'll leave the decision up to you.
Always save the changes to a new document, of
course.
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FAMOUS QUOTES

BENJAMIN DISRAELI (1804-1881). I repeat . . . that all power is a
trust; that we are accountable for its exercise; that, from the people,
and for the people, all springs, and all must exist.

NATHANIEL HAWTHORNE (1804-1864). No man, for any
considerable period, can wear one face to himself, and another to the
multitude, without finally getting bewildered as to which may be the
true.

CHARLES DICKENS (1812-1870). It was the best of times, it was
the worst of times.

JOSEPH CONRAD (1857-1924).) He was spotlessly neat, apparelled
Fn immaculate white from shoes to hat, and in the various Eastern
ports . . . he was very popular] His voice was deep, loud, and his
manner displayed a kind of dogged self-assertion which had nothing

aggressive in it. It seemed a necessity, and it was directed apparently
as much at himself as at anybody else.

ABRAHAM LINCOLN (1809-1865). With malice toward none, with
charity for all . . .

LEARNED HAND (1872-1961).f“l beseech ye in the bowels of
rChrist, think that ye may be mistaken.’fl should like to have that
written over . . . every legislative body in the United States. I should

like to have every court begin, < Copyohel‘e

FAMOUS AMERICAN QUOTES

QCPY thefollowin arag':ahstohere:
Nathaie[Hawthorne
Abraharhincoln
Learned Hand

End of Lesson 7



