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The clipboard is a temporary holding area outside the program.  It can hold any amount of text, but only one item at a time.  It can be thought of a notice board that can hold only one notice, regardless of size.  While on the notice board the notice can be viewed time and time again, but must be removed to display a new notice.  So with the clipboard; text placed on it remains there until further text is copied or cut, regardless of whether the new text is one word or a whole document.  
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The ability to move and copy text within or between documents is fundamental to editing and using Word 97 is extremely easy to do.   Its importance is recognised by the number of methods available to you.   Only the three most user friendly and therefore most commonly used methods are discussed here.  Others can be found using the Help facilities within Word.
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The action of moving text is called Cut And Paste and the action of copying text to new position is called Copy And Paste.  The action in both cases is in two stages.  The text is cut or copied to the clipboard and then pasted into its new location.
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Moving or copying text to a new location is done in two stages.  First the text is cut (or copied) to the clipboard it is then pasted from the clipboard into the document.
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While the text is on the clipboard it can be pasted to a new location at any time and can be pasted many times.  Because the clipboard is a Windows feature, rather than being under the control of Word, the contents can be pasted into any application.  This means that Word documents can be pasted into an Excel spreadsheet, or vice versa, and PowerPoint graphics can be pasted in to Word etc.. 
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