How to Copy and Paste
1. Highlight the information that needs to be copied.

a. To highlight: Place the mouse arrow at the top of the item or information that needs to be copied.

b. Next, left click on the mouse and hold it down.

c. Drag the mouse over all of the item or information that needs to be copied.

(The entire area should be covered in black.)

2. After the item or information is highlighted, right click on the mouse. Select copy.

3. Next, go to the place you wish to paste the item or information. 

4. Click the spot, then right click and select paste.

How to Change the Font of a Selected Passage

1. Highlight the passage that needs to have the font changed.

2. Go to the tool bar at the top of the document, the font being used will be shown on the tool bar. Click the ( beside the font name. Then select the font you wish to use. 

3. Next, you will click the ( beside the number. (Font size) Then select what size you wish to make the font.

****Another way to do this is to click on Format at the top of the screen.  

        Then select Font.  Click on the Font and Size you wish to make the 
         text.

