Keyboard & Microsoft Word Lessons
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Part 3 : Cut, Copy and Paste
Learning Objectives
· To cut and paste text.
· To copy and paste text.
· Revise Highlighting pieces of text.
· Revise changing text appearance.
· Revise opening a saved document
· Revise saving and printing work.
Resources Required

· Copy of Worksheet 3 – Cut and Paste – on Network Master.
· Copy of Worksheet 4 – Copy and Paste – on Network Master.
Lesson Plan

[image: image2.wmf]Part 1 – Cut and Paste
1. Ask the children to switch on the computer.  Do they remember the correct procedure?  Recap previous lesson.

2. Ask the children to open up the “Roman Forts” Worksheet from the Network Master folder.

3. Cut:  Show the children the cut icon.  Can they guess what this icon does? Show that this tool works in the same way as a proper scissors.  Show example to the children by highlighting some text and cutting.  Stress that they can only cut once they have highlighted text.

4. Alternative ways:  Show the children that there is an alternative way of performing this operation.  Show them the mouse right-click shortcut.  Show them how you can select cut from the edit menu on the toolbar.   Show them that you can also use the Ctrl + x key on the keyboard.  The children should use the one they prefer.

5. Paste:
Show the children the paste icon.  Can they guess what this icon does? Show that this tool works in the same way as glue.  Show example to the children by pasting previously cut text.  Stress that they can only paste text that has been cut.  
6.  Alternative ways:  Show the children that there is an alternative way of performing this operation.  Show them the mouse right-click shortcut.  Show them how you can select paste from the edit menu on the toolbar.   Show them that you can also use the Ctrl +  v key on the keyboard.  The children should use the one they prefer.

7. Worksheet 3:
Ask the children to complete the activity on Worksheet 3 (which is stored in Network Master).  Ask the children to save and print their work on Network printer.

Part 2 – Copy and Paste
1. Ask the children to open Worksheet 4 – Copy and Paste (also stored on Network Master).
2. Copy:
Show the children the copy icon.  Can they guess what this icon does? Show that this tool works in the same way as a photocopier.  Show example to the children by highlighting some text and copying.  Stress that they can only copy once they have highlighted text.  Also stress how the original doesn’t disappear as it did when cutting.

3. Alternative ways:  Show the children that there is an alternative way of performing this operation.  Show them the mouse right-click shortcut.  Show them how you can select copy from the edit menu on the toolbar.   Show them the Ctrl + v on the keyboard.  The children should use the one they prefer.

4. Paste:
Show example to the children by pasting previously copied text.  Show how you can paste more than once.  

5.  Worksheet 4:
Ask the children to complete the activity on Worksheet 4 (which is stored in Network Master).  Ask the children to save and print their work on Network printer.

