


120 Microsoft Excel 2003 - Beginning and Beyond

Copying,
Cutting, and
Pasting

In the last lesson, you used the Copy command to copy formulas to
other cells. In this lesson, you will use it to copy text and values.
You will also use the Cut command to move information. When
you copy information, the original is not removed from its location.
When you cut information, the original is removed from its location
and placed elsewhere.

When you cut or copy information, it goes to a section of memory
called the Clipboard. When you choose the Paste command on the
Edit menu, the contents of the Clipboard are pasted in the
workbook.

The Clipboard is a Windows feature. This makes it easy to cut,
copy, and paste information between applications. You can, for
example, cut information in an Excel workbook and paste it into a
Word document. When you shut down Windows, the Clipboard is
emptied.

Note: If the Clipboard Task Pane appears during the following
instructions (it will probably be on the right side of the worksheet),
either close it by clicking its Close (x) button or ignore it. It will be
explained shortly.

Copying

You are going to copy a range of cells in a column and paste it
somewhere else.

1. Open Miller’s shoes 5.
2. Select B6:B19.
3. On the Edit menu, choose Copy.

The flashing marquee indicates that the range is in

the Clipboard. = T
|1 MILLER'S SHOE DEPAR
2
% Jan Feb
5]
| 6 | Children a0 | {100}
7 hlen 2,000 2500
8 fmen 3,500 3,000
4. Go to Fé6. 5]
| 10 |Total $5,900 $5,400
= 11
5. On the Edit [ 12 |Expenses 4,000 3500
13
menu, choose Paste. el s1om| 5100
15
The copy is complete. (5 |Divisions 3 3
| 17 |Average 1967 1,800
. . [18|Highest 3500 3,000
6. Click in any cell to remove  [12]iowest 400 (100

X
=]

the highlight.
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flashing marquee

Notice that the formats were also copied. The
marquee is still flashing, indicating that the
information can be pasted again with the Paste
command. You can ignore it.

| 3 | Jan Feh tlar Total

4
| 5 |Footwear | |
| 6 | Children) 4003 (100) (50 250 400
| 7 | Men) 2,000} 2500 3,000 7,500 2,000
| 8 | anena 3,500 3 3,000 4000 10,500 3,500
EN | ;
|10 | Total E $5‘SDDE $5.400 56950 7 $18,250 6,900
1 ) 3
| 12 |[Expenses E A‘DDDE 3500 3,000 10,500 4,000
EEl | :
| 14 [Profit I BDDE $1.900 $3.950 $7.750 $1,900
15 : !
|16 |Divisions \ 3 3 3 3
|17 |Average E 1,967 1,800 2317 1,967
| 16 |Highest ! 3,500 3,000 4,000 3,500
| 19 [Lowest L0} (100} (&0 400
- !

pasted range

You are going to copy a range of six cells.

In the following step, do not worry that the marquee
will continue flashing around the old range. The
marquee will go to the next range when you choose
the Copy command.

Select B6:C8.

On the Edit menu, choose Copy.

The information in B6:C8 is copied to the Clipboard,
and the marquee is flashing around the new range.

Go to B21.

This time you are going to tap the ENTER key to finish
the procedure. When you tap the ENTER key, the
marquee disappears and the item cannot be pasted
again.

Tap the ENTER key.
The copy is complete and the marquee is no longer
flashing.

Click in any cell to remove the highlight.

Remember: If you choose Paste to finish the
procedure, the marquee remains and the
information can be pasted again. If you tap the
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ENTER key, the marquee is removed and the
information cannot be pasted again.

Notes

The Insert
Paste
Command

If there is information in the range to which you are pasting,
it will be overwritten by the new information.

As with most Microsoft Office applications, the following
buttons are on the Standard toolbar, which are alternatives to
the menu commands:

$ s [
/2N

Cut Copy Paste

The Cut, Copy and Paste commands are on a Shortcut menu
when you right-click.

Probably the easiest method to cut, copy and paste are with
the keyboard commands CTRL /X (cut), CTRL/C (copy), and
CTRL/V (paste).

Until now, you have been pasting the clipboard contents to empty
cells. As stated, if you paste to cells with information, the
information will be overwritten. If you do not want to overwrite
text, choose Insert Paste on the Insert menu, rather than choose the
Paste command. Rather than overwrite text, cells with information
are pushed to the right or down.

1. Open a fresh copy of Miller’s shoes 5.

2. You are going to copy the Jan numbers and put them
before the Total numbers. You might want to do this if
you were starting an April column with numbers similar
to those of January.

Select B3:B19.
3. Click the Copy button.
4. Go to E3.
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5. On the Insert menu, choose Copied Cells.

The Insert Paste dialog box
appears. Notice that you
can shift the highlighted
cells to the right or down. O Shift cells dawn
Also notice in the workbook
that Excel highlights the
E3:E19 range.

Insert Paste

Insett

[ Ok J[ Cancel ]

6. Verify that Shift cells right is chosen, and click OK.

Notice that the Total column was shifted to the right.
The marquee is still flashing around B3:B19,
indicating that it can continue to be pasted. It will be
removed when you copy something else.

A I B ] c ] D I E ] F [
N MILLER'S SHOE DEPARTMENT
2
El T Feb Iar Jan Total
14| ' H
| 5 [Footwear: ' H
[ 6 | Children} 4004 (100 )] Eli 280
17| len} 2,000} 2 500 3,000 2000 7500
ER WWomen! 3500 § 3,000 4,000 3500 10500
19| \ )
|10 | Total | §5900% 5400 §5,350 $5900 | §18.250
11 ' H
[ 12 [Expenses | 4000} 3,500 3,000 apoof 10,500
73] ! !
| 14 |Profit | §19m03%  §1900 §3 850 §1.900 57 750
15 : |
(76 | Divisions : ! 3 3 3
|17 |Average ! 1,967 ! 1,500 2317 1967
|18 |Highest ] 3500 3,000 4,000 3500
18 | Lowest e 4004 (100) (50) 400
-

Notice the Smart tag triangles in cells with formulas.
As with inserting rows and columns, always be
aware of the effects the procedure will have on
formulas. Check the results carefully because in
some situations there can be unexpected
consequences. In this case, Excel is alerting you to
the fact that the new column E is not included in
formulas in column F.

You are going to see what happens when cells are shifted down.

1. Select B6:B8.
2. Click the Copy button.
3. Go to C6.
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On the Insert menu, choose Copied Cells.

Choose Shift cells down and click OK.

Tap the ESC key to remove the flashing marquee.

Notice that the existing cells

were pushed down.

The procedures to cut and paste

information are almost identical to those

used to copy and paste information.

Jan

Feb

400

400

2,000 2,000
Y 3500
[100)
$5,.900 2,500
3,000
4,000
" §5400
§1,300
3,500
3
1867 7 §1,500
3,500
400 [ 3
" 15
" 30m

r

(1o

Mar

(50)
3,000
4000

56 550
3,000
53,550
3
2317

4000
(50)

Open a fresh copy of Miller’s shoes 5.

You are going to move information in column B.

Select B3:B19.

On the Edit menu, choose Cut.

Go to F

On the Edit menu, choose Paste.

3.

An empty column remains where the information
used to be. The newly located range is highlighted.
The numbers in the Total column (column E) have
changed because column B is now empty.

B c b | E [ F ]
1| MILLER'S SHOE DEPARTMENT
2
I Feb Mar Tatal Jan
L4 |
| 5 |Foctwear:
16 | Children (100 (50) (150) 400
17 | Men 2500 3,000 5500 2,000
15 | Warmen 3,000 4,000 7.000 3500
E]
110 [Total §5.400 $6.950 [ §12,350 $5.900
1
|12 |Expenses 3500 3,000 & 500 4,000
E]
|14 |Profit $1,800 $3,950 $5 550 $1.900
15
|16 | Divisions 3 3 3
| 17 |Average 1,800 2317 1967
|18 |Highest 3,000 4,000 3500
19 |Lowest {100 50 400

b
il

Note: Unlike copying, you can paste only once after
cutting, because no flashing marquee remains. If you
want to paste more than once, you can use the Copy
command and then delete the original version when
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finished or you can use the collect and paste feature
described later.

You are going to move another range of cells. This time
you will use the shortcut menus.

Select C6:C8.

Point anywhere in the selected cells and
right-click.

Choose Cut.
Go to G6 and right-click.

On the Shortcut menu, choose Paste.

The move is complete.

You are going to move a row. This time you will use the Cut button

on the Standard toolbar.
1. Select A16:F16.
2. On the Standard toolbar, click the Cut button. h
3. Go to A20.
4. This time, you will tap the ENTER key to complete the

procedure. Because the marquee does not remain
when cutting information, there is no difference
between using the Paste command and tapping the
ENTER key.

Tap the ENTER key.

The move is complete and the flashing marquee has
disappeared.

If you do not want cells that have been cut to overwrite existing
data, do exactly what you did when copying — once you have
chosen the Cut command, click the Insert menu and choose Cut
Cells, which will have replaced Copied Cells. Then make the
appropriate choice on the Insert Paste dialog box. There is one
difference, however between this and the Copy procedure. When
you insert cells in the same rows or columns from which they are
cut, Excel will automatically move the remaining cells.

Open a fresh copy of Miller's shoes 5.
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Select B3:B19.
This time, use CTRL/X to cut.
Go to E3.

Click the Insert menu.

Notice that Cut Cells has )I':sertCuI—t Ejlr:at T
replaced Copied Cells. / EDWS_

Notice, however, that an Colurmns

ellipsis does not follow the workehest

command, which indicates that
a dialog box will not appear.

Choose Cut Cells.

Notice that the Insert Paste dialog box did not
appear as it did when you chose Copied Cells. This is
because the pasted cells remained in the same rows
from which they were cut.

The move is complete. The cut cells have been
placed before E3 and the other cells have moved one
column to the left to fill up the gap.

A [ B [ C [ D [ E [
|1 ] MILLER'S SHOE DEFPARTMENT
2
Z Feb Mar] Jan Total
| 4 |
| & [Foaotwear.
| B | Children (100) (50) 40| (150)
|7 ] Men 2500 3,000 2000 5500
ER Women 3,000 4,000 3500 7000
]
|10 |Total §5 400 $6,950 5900 |  $12,350
11
[ 12|Expenses 3,500 3,000 4000 6500
13
| 14 |Profit §1,900 $3,950 $1,900 $5 350
15
| 16 [Divisions 3 3 3
| 17 [Average 1,800 2317 1967
[ 15| Highest 3,000 4000 3,500
[ 15| Lowest (100) (50) 400

You are going to move A16:E19 before A5. It is in the
same column, so Excel will move the other cells out of
the way.

Select A16:E19.
Use CTRL/X.
Click A5.

On the Insert menu, choose Cut Cells.
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The move is complete.

Because you clicked in a cell vertically above the
selected cells, Excel moved cells vertically down.
Before, you clicked in a cell horizontally to the right
of the selected cells and Excel moved cells
horizontally to the left.

A X B8 | c | oD E |
11| MILLER'S SHOE DEPARTMENT
2
| 3 | Feb Mar Jan Total
4
| § |Divisions 3 3 3
| B |Awerage 1,800 2317 1967
| 7 |Highest 3,000 4,000 3,500
8 |Lowest {100} (50) A00
| 9 [Footwear.
1 10 | Children (100} (B0 400 " (160}
111 Men 2,500 3,000 2o00 5,500
|12 | Women 3,000 4,000 3500 7,000
13
| 14 |Tatal §5,400 §5,950 §5,900 512,350
15
| 16 [Expenses 3,500 3,000 400 5,500
17
18 |Profit §1,300 $3.950 $1,300 $5,850
10

Note: If you are not inserting in the same rows or
columns, the Insert Paste dialog box will appear as it
does when you are copying.

Remember: When you insert cut cells in the same
rows or columns from which they are cut, Excel will
automatically move the remaining cells.

You have seen how Excel pastes the last item that you either cut or
copied. Excel can, however, collect the items that you cut or copy
(up to 24) so that they can be pasted all together or separately.

1. Open a fresh copy of Miller's shoes 5.

2. On the View menu, choose Task Pane.

3. If the title of the Task Pane is not Clipboard, click
the downward pointing triangle to the right of the

title and choose

CII- board G_,z‘ EGetting Started | x
P - Getting Started

Help

Search Results

The Clipboard

Clip Art
Task Pane appears.

Research

Clipboard
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Notice that it has a little toolbar of its own with three
buttons.

If there are any items on the Clipboard, you are going
to clear them and then place new ones there by cutting
and copying. Even if the Clipboard is empty, perform
the following step for practice.

Click the Clear All button to empty the Clipboard.

Incidentally, since the Clipboard is empty, Paste is
dimmed on the Edit menu.

Select A3:E3.

Cut it by any method you wish.

Notice the icon that was placed on the Clipboard
Task Pane.

Click in A4 and tap the ENTER key to complete the
cut and paste.

Notice that its icon is still on the Clipboard Task
Pane for you to paste it again.

Point (do not click) to the icon and notice that a
down arrow appears next to it.

Click the down arrow.

Notice the options. Paste Clek an fem o paste:
. . ] Jan Feb Mar Tatal

pastes the item at the active E

cell, and Delete removes the 1

item from the Clipboard. ‘ T peste
X Delete

Select A10:E10.
This time, you are going to copy it.

Copy it by any method you wish. You will paste it
later.

Notice the item in the Clipboard Task Pane. The first
item in the list is the most recently cut or copied.

Select A14:E14.
Copy it by any method you wish.

Notice the third item in the Clipboard Task Pane.
Tap the ESC key to remove the marquee.

As you know, when the marquee is removed, you
cannot use the Paste command.
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15.

17.
18.
19.
20.

21.

22.

23.

24.

25.

You are going to paste the items.
Go to A21. You may have to scroll to get there.

In the Clipboard Task Pane, click the Jan, Feb, Mar
item.

Notice that it has been pasted.
Go to A23.
On the Clipboard Task Pane, click the Total item.
Go to A25.
On the Clipboard toolbar, click the Profit item.
Notice that all three items have been pasted.
You are going to paste all the items in one operation.
Go to A27.

On the Clipboard toolbar, click the Paste All
button.

Click anywhere to remove the highlight.
Notice that all the items have been pasted.

Close the Clipboard Task Pane by clicking its Close
(X) button.

One thing to keep in mind is that formulas cannot be
pasted in this way, only values and formats.

Click in B25:E25 and notice that they contain
values, not formulas.

Remember: To copy formulas, you must use the
Cut, Copy, and Paste commands (or the Fill handle
for adjacent cells), not the Clipboard Task Pane.

Often, the easiest way to move and copy a range is to drag it to its

new location.

1.
2.

Open a fresh copy of Miller’s shoes 5.

Select B3:B19.

Jan Feb
Point to any border of the

selected range until the .
400

pointer turns into a A b (100)
four-headed arrow. — ] 2,000 2,500
h 3,500 3,000

T
+

=
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Note: If the pointer does not turn into a four-headed
arrow, you should choose Options on the Tools
menu, click the Edit tab and verify that the Allow cell
drag and drop option is selected.

With the tip of the arrow on any border (but not
the Fill handle), drag to the right but do not
release.

Notice that you are dragging an outline of the range.
A ToolTip helps you locate the range.

When the ToolTip displays F3:F19, release the
outline.

The move is complete. Notice that the information in
the cell moved into the outline when you released.

By using the CTRL key when you drag, you can copy
ranges.

Select C6:C8.

Point to one of the range’s borders and hold down
the CTRL key.

Notice the + sign to the right of the pointer. This
indicates that you are going to copy.

Drag the outline somewhere into column G.

Release the mouse and then release the CTRL key.
If you release the CTRL key first, the range will be
moved, not copied.

The copy is complete.

On your own, practice drag-and-drop editing. You
will probably want to open fresh copies of Miller’s
shoes 5 after you drag and drop a few times.

By using the SHIFT key, you can insert a range, either one that you

have copied or one that you have cut. Suppose you want to insert
an April column that is like the Jan column. Because you want to
leave the Jan column where it is, you will copy it by holding down
the CTRL key along with the SHIFT key.

1.
2.

Open a fresh copy of Miller's Shoes 5.
Select B3:B19.
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3. Holding the CTRL and SHIFT keys, drag to the right
until you see a shaded bar between the Var and
Total columns like this:

Jan Feb Mar Total

400 (100) 50) %ﬁ%lm

2,000 2,500 3,000 7,500
in 3500 3,000 4,000 10,500

ERE

$a.200 $4,400 6,980 F13.2a0
4,000 3,500 3,000 10,500

1,900 $1.,900 $3.950 ¥7.750

3 3 3
1 967 1,800 2317
3 500 3,000 4,000
400 (100) {50}

4. Release the mouse button first, and then the CTRL
and SHIFT keys.

The range is copied, and at the same time, the Total
cells were shifted to the right. (Had you used only
the SHIFT key, the Jan column would have been cut,
and Feb and Mar would have shifted left to take its
place.)

5. You can also insert a range and shift cells down.
Select A6:A8.

6. Hold CTRL/SHIFT and drag the border down until
the ToolTip shows A76:A18 (the shaded bar should
be above Divisions).

7. Release the mouse button first, and then the CTRL
and SHIFT keys.

Notice that the cells below were shifted down.

Note: You can also do this with entire rows or
columns by clicking their headings, and then
dragging their borders.

The Undo

and Redo
Commands

Excel’s Undo command allows you to “undo” actions, and its Redo
command allows you to put back changes you have undone. The
wording of the commands changes to reflect your most recent
action. For example, if your last action was to delete the contents of
a cell, the command might read Undo Clear. If it was typing a value
into a cell, the command might read Undo Typing.
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You are going to use the Undo and Redo features.

1. Open a fresh copy of Miller's shoes 5.
Go to A5, which contains Footwear.

Tap the DELETE key to clear the contents.

P W N

Click the Edit menu.

Notice that the first command reads Undo Clear,
because that was your most
recent action.

#) | Undo Clear Chel+2
| Repeat Clear Chel+y

5. Click Undo Clear.

Notice that Footwear was restored.

6. To undo what you just did, you can choose the Redo
command.

Click the Edit menu.
7. Choose Redo Clear.

Notice that the text is again removed from the
screen.

8. You are going to type some text and notice how the
Undo command name changes.

Go to B3, type good feature and tap the ENTER key.
9. Click the Edit menu.

ice h h
Notice how the Undao Typing 'good Feature'in B3 Chrl+2
L)

Undo command

Repeat Clear Chrl+y

has changed.
10. Click Undo Typing “good feature” in B3.

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

11.  You are going to notice how the Redo command name
changed.

Click the Edit menu
and notice the
change.

¥} | Undo Clear Chrl+Z
(| pedo Typing 'good feature' in B3 Chrl4+Y

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

13. The Undo command also works with format
commands.
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Go to A6, which has Children.
14. On the Formatting toolbar, click the Bold button.

15. Click the Edit menu and choose Undo Bold.
Notice that the bold has been removed.

16. The Undo and Redo commands have toolbar
alternatives.

In A6, bold Children again.

17. On the Standard toolbar, click the Undo
b )
utton.

The text is no longer bolded.

18. On the Standard toolbar, click the Redo [
button.
The text is bold again.
Notes Not all commands can be undone. For example, you cannot

undo File commands. If the Undo command cannot be used,
Can’t Undo is displayed dimmed on the Edit menu.

Be aware that typing, cutting, copying, and pasting text are
undone at their original locations 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.

The Undo and Redo buttons have drop-down list boxes that
list previous changes.

End of Lesson 10



