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The “clipboard” is where your computer stores copied text/images so you can use them again later. It’s 
one of the most helpful tools when it comes to moving text or images from one location to another. 
These functions will work in most programs. 
 

 
Copy 
The “copy” function saves text/images to the clipboard so you can use them later. 

1. Select the text/image you’d like to copy 
2. Right-click the text/image you’ve selected 
3. When the context menu appears, select the “copy” option 

 
Alternatively, you can copy by using a keyboard shortcut: Ctrl + C on Windows or Cmd + C on Mac. 
 
Cut 
The “cut” function simultaneously copies and deletes text/images. This is useful when you need to 
move text from one place to another in the same document. 

1. Select the text/image you’d like to copy 
2. Right-click the text/image you’ve selected 
3. When the context menu appears, select the “cut” option 

 
Alternatively, you can cut by using a keyboard shortcut: Ctrl + X on Windows or Cmd + X on Mac. 
 
Paste 
The “paste” function places what is currently in the clipboard (what you just copied) into your chosen 
location. 

1. Move the text cursor to the place you want your copied content to be 
2. Right-click in that exact location 
3. When the context menu appears, select a “paste” option 

 
Alternatively, you can paste by using a keyboard shortcut: Ctrl + V on Windows or Cmd + V on Mac. 
 
Tip: Pasting into the middle of a lot of text can cause confusion if you lose track of where the pasted text 
begins and where your previous text ends. Pressing Enter a few times will provide a blank space to paste 
into and help prevent that confusion. 
 
 

Context Menu 
(Microsoft Word - Windows) 

Context Menu 
(Microsoft Word - Mac) 
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(Google Docs) 
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Paste Options 
By default, Word and Docs will keep a text’s formatting when you paste—for example, if you copy 
bolded text, when you paste, the text will remain bolded. However, there are options to remove the 
previous formatting when you paste. (On Mac, paste options are available only through the toolbars—
see the next section for how to use the toolbars to paste.) 
 
Microsoft Word 
There are four common paste options in Word: 
 

Keep Source Formatting: Keeps the original formatting. 
 

Merge Formatting: Removes all formatting except things like bold, italics, and underlines. 
 

Picture: Turns text into a picture. 
 

Keep Text Only: Removes all formatting.  
 
You can also change the formatting option after you paste. A little clipboard icon will 
pop up near where you pasted. Click on it and you’ll see the available paste options. 
 
Google Docs 
The only paste options in Docs are with formatting (the default) or without formatting. To paste without 
formatting: 

1. Move the text cursor to the place you want your copied content to be 
2. Right-click in that exact location 
3. When the context menu appears, select the “paste without formatting” option 

 
Alternatively, you can paste unformatted by using a keyboard shortcut: Ctrl + Shift + V on Windows and 
Cmd + Shift + V on Mac. 
 
Using the Toolbars 
Instead of using the context menu, you can use the toolbar to access clipboard functions. 

 
Microsoft Word 
In Microsoft Word, click on the “Home” tab and find the clipboard options on the left—you’ll see the 
icons for cut, copy, and paste. These buttons function the same as using the context menu. 
 

Word Toolbar (Windows) 

Word Toolbar (Mac) 
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To find the paste options in the toolbar, click the drop-down arrow below 
the paste icon. The drop-down menu also includes an option for you to set 
default paste, which lets you choose which type of paste Word will 
automatically use when you use Ctrl + V, the paste button in the toolbar, 
or the clipboard sidebar. 
 
The Clipboard Sidebar (Windows Only) 
The clipboard sidebar allows you to see every item you’ve copied since 
turning on your computer. To open the clipboard, click the square with an 
arrow inside of it in the bottom-right of the clipboard section of the top 
toolbar. You can click on items in the sidebar to paste them or click on the 
drop-down arrow to the right of an item to delete that item from the clipboard. 

 
At the top of the clipboard, you will have two options: “paste all” and “clear all.” Paste all will paste 
everything in the clipboard into your paper. Clear all gives you the option to erase everything.  
 
Google Docs 
In Google Docs, the clipboard functions are in the “Edit” menu on the 
top toolbar. 
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