Copy and Paste
Open Word.

While leaving word open, start Windows Explorer and get on the internet.

Find something you would like to place into a document.  It could be a picture or a certain amount of text.

· Pictures-

· Place your cursor over the object you wish to insert into a document

· Right click on the object and you should get a menu

· Choose “copy” by left clicking on it

· Go back to your word document by clicking on it a the bottom of the computer screen

· Now right click in your document and you should get a menu

· Choose “paste” by left clicking on it

· The item you copied from the internet should appear on you document

· You can now move and resize this object

· Text-

· Highlight the text you want to copy by:

· Placing your cursor in front of the first word, holding down the left mouse button, and pulling the cursor down and across the page until all of the desired text is copied

· Now right click with your mouse on the highlighted text

· A menu will appear, choose copy

· Go back to your word document by clicking on it a the bottom of the computer screen

· Now right click in your document and you should get a menu

· Choose “paste” by left clicking on it

· The text you copied from the internet should appear in your document

Click here to go back to the start up sheet
