USING SCRAPS

WHAT IS A SCRAP?

A scrap is a selection of text or a graphic*.  This unit can be dragged from a document to the desktop and later dragged into another location in that document, another Word document, or a document in another supported application. 

WHY WOULD I WANT TO USE THIS FEATURE?

Suppose you want to re-use a portion of a document--for example, you want to use the same paragraph in letters to several different recipients.  

If you copy the paragraph to the clipboard, it will be deleted if you copy anything else to the clipboard.  (Unless you use the Office clipboard.) If your computer is turned off, the copied paragraph will disappear.

If you drag the section (scrap) to the desktop, you can later drag it into several other letters, even if you have used the clipboard for other text or graphics.  You can even name the scrap and file it in a folder.  The scrap will hang around until you delete it.

HOW CAN I CREATE AND USE A SCRAP?

1. Open a Word document that contains text (or a graphic) you want to re-use.

2. Adjust the size of the window so you can see your desktop.

3. Select what you want to re-use.

4. Place your mouse pointer on the selection and drag it to the desktop.
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An icon similar to this will appear on your desktop. 

You can rename it and file it in another folder.

5. When you want to include this text (or graphic) in another location, just drag it into the document.  The original scrap will remain where you stored it.

*Graphics must be in-line (not floating) graphics. 
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