
Lesson 6








Cut and Paste

My name is:

Watch your teacher’s demonstration. Ask questions, review with your partner, and practice with this lesson.

Practice One:  Read the ten sentences below. At the end of each sentence, you see another word that you can add to the sentence. Cut the word and paste it in the best, correct place inside the sentence.

1. Select the extra word, an adjective or adverb.

2. Open the Edit menu. Choose Cut.

3. Move the cursor to the place inside the sentence where you want to paste the word. Click one time.

4. Open the Edit menu. Choose paste. Now the computer puts the word in this new place for you.

5. Repeat for the other sentences.

Add an Adjective or Adverb

1. I would like a computer.




newer

2. He bought a printer.





quieter

3. I have questions about this class.



usually

4. My partner gave me some very good help.

recently

5. I have taken a class with computers before.

never

6. We understood the problem.




finally

7. You asked some questions yesterday.


intelligent

8. I feel crazy with this computer sometimes.

really

9. Our classmates taught us the last lesson.


politely

10. I was nervous on the first day in class.


terribly

Practice Two: Now you are going to cut and paste sentences to put a story about a day at work in order by time. 

1. Read the ten sentences. Work with a partner and decide the correct order.

2. Select the first sentence.

3. Open the Edit menu. Choose cut.

4. Paste the sentence at  the bottom of the page.

5. Select the second sentences. Paste it after the first sentence at the bottom of the page. 

6. Continue so you have ten sentences in order. 

7. Save and print your document.

An Out of Order Day at Work

I had a quick lunch outside in the fresh air with a good friend.

I turned on the computer and checked my email. 

Later in the afternoon, I had a chance to print my work.

I answered five important messages, but then the phone rang.

I turned off the computer and went home.

The printer wasn’t working, but I saved all my morning work.

After my phone call, I worked on some documents and letters.

At home, I was happy to find my family, my dog, and no computers!

The other morning, I arrived early at my desk.

We laughed, ate, and hurried back to work.

A Regular Day at Work

(paste the story here in order)

Written by Venette Cook, City College of San Francisco
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