Three ways to Copy, paste and cut
First – always, always HIGHLIGHT OR SELECT the text

To copy:

1- Use the copy Icon from the Home tab or
2- Right click on copy or

3- Crtl C 

To paste:

1- use the paste Icon from the Home tab OR

2- Right click, click on paste or
3- Crtl V

To cut:

1- use the cut Icon on the Home tab

2- right click, click on cut

3- CRTL X

