
 
 

 
 

How To Copy and Paste on a Tablet 

There are four basic steps to copy and paste whether it is on a computer, a tablet, or a 
smartphone. 

The 4 Basic Steps to Copy and Paste 

 Highlight 

 Copy 

 Activate 

 Paste 
 

In Chapter 17 “Advanced Email” I show how to copy and paste using an iPad tablet. You’ll 
see those steps at the end of this document. Below are the steps for how to copy and paste 
with an Android tablet.  
 
 
To Copy and Paste with an Android: 
 

Highlight -  
 

1. Hold your finger down on the text you would like to copy. 

2. Two arrows will appear. 

3. Tap and drag the top arrow to the beginning of the desired text. 

4. Tape and drag the bottom arrow to the end of the desired text.  

5.  

Copy –  

Tap Copy . 

Activate –  

Go to where you want to paste the text and click to activate that area. That may mean 

opening a new email or opening a document.  

Paste –  

Tap Paste . 
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(Excerpted from Chapter 17, page 280) 
 

To Copy and Paste with an iPad: 
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