C3d.  Edit an Existing Document – Cut and Paste Text
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To learn how to cut and paste text in another part of a document.

Lesson Duration:

15 minutes

Pre-Instruction:
Instructor must be sure that the learner has successfully created and saved a simple document while completing Technology Level B.

Familiarity with the purpose of the cut and paste function.

Prepare text to be used for demonstration during the presentation/procedure session.

Make copies of Worksheet #1 – “Create a Simple Text Document” (quotations) from Lesson B3. 

Make copies of Handout -  “Cut Text and Paste to Another Part of a Document” (on paper or overhead transparency) (optional). 

Materials Needed:
Computer for each learner.

Floppy/Diskette.

Copy of a document with sample text.

Copies of Lesson B3 Worksheet #1 – “Create a Simple Text Document”.

Copies of Handout – “Cut Text and Paste to Another Part of a Document” (optional).

Overhead or LCD projector (optional).

Learning Objective:

Learner will be able to correctly cut text and paste the text to another part of the document.

Presentation/Procedure:

· Ask the learners if they have ever started writing a letter (or essay), realized that the facts were out of sequence, and then had to start over or erase what was already written.

· Explain to learners that text can be rearranged in a document without retyping it.  

· Explain that you can move a word, a sentence, a paragraph, or entire pages within a document

· Discuss the difference between copy and cut.  Copy is used to repeat the information in more than location in the document.  Cut is used to take information from one spot and move it to another.  

· Review the steps for coping text from Lesson C3c by asking a learner to describe or demonstrate the procedure.

· Explain that the procedure for cutting and pasting text to another location in a document is similar to the procedure for copying text.

· Explain that first you highlight text you want to “cut out” of the document.  You place the cursor at the beginning of the area to be cut.  Then left click on the mouse and hold the index finger down as you move the cursor over the text you want to cut.  Demonstrate highlighting on the selected text you have prepared or refer to transparency on overhead projector.

· Demonstrate cutting and pasting text:

· Click on Edit on the Menu Bar

· Then click Cut
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· Move the curser to the location where you want to insert the text

· Click on Edit on the Menu Bar

· Click on Paste.   



Practice:
· Have learners type one or two quotations from Worksheet #1 (Lesson B3). 

· Have learners follow cut text and paste portions of the text to a different area within the quotation.

Evaluation:
Have each learner open a document created in Technology Level B.  Tell him/her to cut a portion of the text and paste it to another location within the document without help from the instructor or using handouts.  

Closure:  

Review the procedure for cutting text and pasting the text to another part of a document and discuss observations made during the evaluations.

Vocabulary:

(See Glossary for definitions)

cut, select, paste, copy, cursor (insertion point), Menu bar, edit

Resources:

Teknimedia Corporation.  PC 140-Editing Text.  Bethesda:  Teknimedia Computer Literacy Series, 2000-2001  www.teknimedia.com
Microsoft Work Tutorial.  Retrieved Nov. 19, 2002, from BayCon Group: http://www.baycongroup.con/wlessons0.htm
Instructor Comments:  

· Learners will probably be excited to see that they can make many changes to the document without retyping it.  Since our learners are likely to type slowly, this skill will be valuable to them. 

· If a learner is having difficulty during the practice session, you can provide a copy of the Handout – Cut Text and Paste to Another Part of a Document for additional assistance.  However, the use of the handout is not a substitute for instructor-led delivery and monitoring of learner skill attainment.

Instructor Reflections: 

I used the quote to teach this lesson.  It would be a good idea to use a longer document for this exercise so that the learner could practice moving longer pieces of the document.  For example: if a short business letter were used, an entire paragraph could be moved to a new location.  This would probably make a greater impact on the learner.

Learners are often confused about the difference between copy and cut.  You will need to give them enough practice with these so that they can use them effectively.
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