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First, select the text or image you wish to cut or copy (it will look similar to this: select 
 

or, using your mouse, place your cursor in the location you wish to paste information. (It 
will look similar to this: I_____________.) 
 

• Press the "Control" key. This may be abbreviated as "Ctrl" on your keyboard. 

(Command key on a Mac ) 
While continuing to hold down the Control key, press either X, C, or V at the same time to 
perform the following: 
 

CUT 
Keyboard   Command: Control (Ctrl) + X 
 
 
 
 
 
Remember "X" as  
The Cut command is used to remove text or images from the screen you are currently 
working on. "CUT" moves the information to your virtual clipboard, where it is stored until 
it is overwritten by the next "cut" or "copy" command. 
 

COPY 
Keyboard Command: Control (Ctrl) + C 

Remember "C" as  
The COPY command is used for just that - it copies the text or image you have selected and 
stores is on your virtual clipboard, until it is overwritten by the next "cut" or "copy" com-
mand. 
 

PASTE 
Keyboard Command: Control (Ctrl) + V 

Remember "V" as  
The PASTE command is used to place the information that you have stored on your virtual 
clipboard in the location that you have placed your mouse cursor. 

Cut, Copy & Paste 

Your computer experience will be 

much easier if you can remember 

the keyboard shortcuts for often 

used commands to perform "cut", 

"copy" and/or "paste" of text or 

images. These commands are 

often available to you via these 

keyboard shortcuts, even if they 

are not an option in the program 

or window in which you are work-

ing.  

When you “cut” either text or 

images, you remove them from 

their original location and “paste” 

them somewhere else.  “Paste” 

really means just to put them 

somewhere else. When you 

“copy” either text or images you 

leave the originals where they are 

and copy them somewhere else. 

An analogy would be pictures or 

text in a magazine. If you used a 

pair of scissors and cut an image 

from the magazine and then past-

ed it in a book, the original pic-

ture would no longer be there. If 

you photo-copied the picture, 

then cut it out and pasted it into a 

book, the original picture would 

still be in the magazine. This is 

how cut, copy & paste works. You 

can use commands from the file 

menu, but it is much easier to use 

shortcut keys—as follows: 
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          Computer Terminology Explained 
WAN 
Stands for "Wide Area Network." It is similar to a 
Local Area Network (LAN), but it's a lot bigger. Un-
like LANs, WANs are not limited to a single location. 
Many wide area networks span long distances via tel-
ephone lines, fiber optic cables, or satellite links. 
They can also be composed of smaller LANs that are 
interconnected. The Internet could be described as the 
biggest WAN in the world. You could even call the 
Internet a Super WAN BAM if you wanted to. Or 
maybe not. 
 

Web Browser 
You are probably using a browser to read this right 
now. A Web browser, often just called a "browser," is 
the program people use to access the World Wide 
Web. It interprets HTML code including text, images, 
hypertext links, Javascript, and Java applets. After 
rendering the HTML code, the browser displays a 
nicely formatted page. Some common browsers are 
Microsoft Internet Explorer, Netscape Communica-
tor, and Apple Safari. 
 

Web Host 
In order to publish a website online, you need a Web 
host. The Web host stores all the pages of your web-
site and makes them available to computers connect-
ed to the Internet. The domain name, such as 
"sony.com," is actually linked to an IP address that 
points to a specific computer. When somebody enters 
your domain name into their browser's address field, 
the IP address is located and Web site is loaded from 
your Web host. 
A Web host can have anywhere from one to several 
thousand computers that run Web hosting software, 
such as Apache, OS X Server, or Windows Server. 
Most websites you see on the Web are accessed from 
a "shared host," which is a single computer that can 
host several hundred Web sites. Larger websites often 
use a "dedicated host," which is a single machine that 
hosts only one website. Sites with extremely high 
amounts of traffic, such as apple.com or mi-
crosoft.com, use several computers to host one site. 
If you want to publish your own website, you'll need 
to sign up for a "Web hosting service." Finding a 
good Web host shouldn't be too hard, since their are 
thousands available. Just make sure the Web host you 
choose offers good technical support and ensures lit-
tle or no downtime. You'll usually have to pay a 
monthly fee that varies depending on how much disk 
space and bandwidth your site will use. So it's a good 
idea to estimate how big your site will be and how 
much traffic you expect before signing up for a Web 
hosting service. 
 

Web Page 
Web pages are what make up the World Wide 
Web. These documents are written in HTML 
(hypertext markup language) and are translated by 
your Web browser. Web pages can either be static 
or dynamic. Static pages show the same content 
each time they are viewed. Dynamic pages have 
content that can change each time they are ac-
cessed. These pages are typically written in script-
ing languages such as PHP, Perl, ASP, or JSP. The 
scripts in the pages run functions on the server that 
return things like the date and time, and database 
information. All the information is returned as 
HTML code, so when the page gets to your brows-
er, all the browser has to do is translate the HTML. 
Please note that a Web page is not the same thing 
as a Web site. A Web site is a collection of pages. 
A Web page is an individual HTML document. 
This is a good distinction to know, as most techies 
have little tolerance for people who mix up the two 
terms. 
 

Webmail 
There are two primary ways of checking your e-
mail – using an e-mail program like Microsoft Out-
look or with a Web-based interface called web-
mail. When you check or send e-mail via the Web, 
you are using webmail. Most free e-mail services, 
such as Gmail, Hotmail, and Yahoo! Mail offer 
webmail interfaces that allow you to send, receive, 
and organize your e-mail on the Web. If you own a 
domain name, many Web hosts also offer a web-
mail interface to use with your domain name or 
website. Some common webmail systems support-
ed by Web hosts include Horde, NeoMail, and 
SquirrelMail. 
Because webmail is run from a server, the messag-
es downloaded to your inbox are saved on the mail 
server. This is convenient since you can check your 
mail and browse old messages from any computer 
as long as you have an Internet connection. The 
downside is that, since the messages are not down-
loaded to your computer, you need an Internet con-
nection to view your messages – even ones that 
you have already viewed. 

If you only have one e-mail account, webmail may 
be the simplest way to check, send, and manage 
your e-mail. However, if you regularly use multi-
ple e-mail accounts, a software e-mail client like 
Microsoft Outlook or Mac OS X Mail may be a 
better choice. 
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