Cut, Copy, Paste and Move
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1. CTRL X
2. Right-click Cut
3. Use Cut command on the Home tab, Clipboard group on the Ribbon.
4. Right-click Delete, choose to shift cells up, down, left or right.
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	1. CRTL C
2. Right-click Copy
3. Click on the Copy button in Clipboard group
4. CTRL D to duplicate the cell(s) above selected cell(s)
5. CTRL R to repeat the cell(s) to the right of selected cell(s)
6. Select cells to copy then use CTRL drag and drop. 

Extra*
Use Format Painter to copy formatting or special attributes on selected cells(s)
Use AutoFill and select Copy from the AutoFill options tag.

	PASTE
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	1. CTRL V
2. Right-click Paste then choose the paste option you need: there are many to choose from
3. Press Enter on keyboard
4. Click on the Paste button in Clipboard group 
5. Click on the drop-down arrow on Paste button in Clipboard group to select a different paste option 
6. Click on item to paste from Office Clipboard if it is open

Extra*
CTRL ALT V to open Paste Special and use any option
Use Format Painter to paste formatting 
Right-click Insert Copied Rows or Insert Copied Columns or Insert Copied Cells.

	MOVE
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2. Select cell(s) to move and drag and drop to new location. 
3. Right-click Delete then shift up, down, left or right.



* These methods are listed just in case anyone wants to know more about this topic.
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