Digital Inclusion Project Guide to:

Paste and Cut

1. To paste selected information, you firstly need to copy the
information you would like to paste. You do this by highlighting
the selected amount of information you’d like, like so;
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If you are struggling to pay your rent or household bills, a range of financial help, support and advice is
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Arrears Policy [351Kb]
Paying your rent on time is a key obligation of your Council tenancy. If you fail to pay your rent, the arrears that W) (R - i e Py
will develop may lead to you losing your tenancy. [268Kb)]

2 Rent 1st- Struggling to pay your
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Perth & Kinross Council does not want to evict its tenants and as such, eviction for any reason is a last resort. If
Jyou are having difficulty paying your rent, please contact us as soon as possible to discuss your situation. You may
be entitled to housing benefit which could help with the cost of your rent. If you already have rent arrears, we may
be able to agree an affordable repayment plan which will prevent the loss of your tenancy.

However, if you have already received a Notice of Proceedings from the Council, please contact us as soon as
possible to discuss your situation. You can use the following links to contact us:

o Rent - HousingRents@pke.gov.uk
» Housing Benefit - HBenquiries@pke.gov.uk
o General Enquiries - Area housing teams

Ifyou are having trouble paying your rent please speak to your Area Housing Office or emall
HousingRents@pke.gov.uk straight away. It's always better to seek help before debt becomes a problem.
Not paying your rent could ultimately lead to you losing your house.

2. Once you have highlighted the selected amount of
information, right-click on the highlighted information, then a
menu of options should appear. Click on ‘copy’.

& € ® Mot secure | www.pkc.gov.uk/article/14036/Rent-arrears-and-advice w 8
If you are struggling to pay your rent or household bills, a range of financial help, support and advice is

-
. ) . 2 Current and Former Tenant Rent
available in Perth and Kinross.

Arrears Policy [351Kb]

Paying your rent on time is a key abligation of your Council tenancy. If you fail to pay your rent, the arrears that B Rent 1st - Eviction Notice Poster
will develop may lead to you losing your tenancy. [268Kb]

T Rent 15t - Struggling to pay your
rent Poster [217Kh]
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* Rent - HousingRents@pke.gov.uk
+ Housing Benefit - HBenquiries@pke.gov.uk
+ General Enquiries - Area housing teams

Ifyou are having trouble paying your rent please speak to your Area Housing Office or email
HousingRents@pke.gov.uk straight away. It's always better to seek help before debt becomes a problem.
Not paying your rent could ultimately lead to you losing your house.



3. After the information has been copied, you can then paste this

information by going on a blank document and right-click on

the blank document, like shown;
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Heading Styles.

4. Then click on the left picture under ‘Paste Options’
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then paste you’re selected information.
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Perth & Kinross Council does notwant to evict its tenants and as such, eviction for
any reason is a last resort. If you are having difficulty paying yourrent, please
contact us as soon as possible to discuss your situation. You may be entitled

to housing benefit which could help with the cost of your rent. If you already have
rent arrears, we may be able to agree an affordable repayment plan which will
prevent the loss of your fenancy.




And that’s the selected information officially been pasted.

Cut Guide:

1. To get rid of information that you no longer want or need, you
will need to ‘cut’ the information. First step is to highlight the

information you would like to get rid of.
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2. Once you have highlighted the information right-click on the
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Click on option ‘cut’.
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3. The highlighted area will then automatically be cut from your
document.
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