format change the Lay out and
appearance of a
document with purpose

thhLLght select text (words,
sentences, Iaaragra,ahs )

Cut remove information to

Ctrl + x put somewhere else

Copy make a copy of

Ctrl + ¢ information to put
somewhere else

Paste p[ace the information

Ctrl + v you have cut or cop,Led

Text can he formatted to he clear for the person my document is
intended for

The shortcuts ctri+a” (select all), “ctri+c ( copy ) and “ctri+v
( Iaaste) can he used to shorten processes

/m.ages can he inserted into Govg[p, Docs (either from cLLIaart, or

from Govg[e /nw,ges using copy ,o,asbz)

/m,ages can he foma,tted to- aid with interest and
cLa,n;ty for the dotument reader 7719,3 can he
resized, crop,o,ed or rotated.




