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1. Open Internet Explorer

|rternet
E =plorer

or Netscape Communicator.

2. Using a search engine, saved bookmark, or URL entered in the LOCATION box
of the Web browser, find information on the Internet that you wish to copy.

3. Left-click and drag the mouse across the text to be copied so that it turns another
color. This is called highlighting or selecting the text.

4. In the menu bar, select EDIT > COPY, or use
the copy-and-paste shortcut by holding down
the control key and pressing “C” (CTRL-C).

@ Microsoft Office Small Business Tools *

Microsoft Excel
Microsoft Cutiook, 6
Microgoft Fublisher

4 Microsoft'Word
a
Ty

=3 Cutloaok Express

C-R-E-A-T-E for Mississippi

Copyright ©2001. All rights reserved.

Eile | Edit Miew Fawortes Tools K

* (Bt i [l
Hian

Easte Sl e
B dres

Select Al Chrl+,

C Find [on Thiz Page)... Chl+F

% o cro°mofies Tools : 5. Open a new word-processing document by
& ot Explorer selecting START > PROGRAMS >
Microsoft Access MICROSOFT WORD.

. In the word-processing document, place the
mouse cursor where you want the copied
MSN Messenger Service information to be located and click.
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7. Inthe menu bar, select EDIT > PASTE, or use the Edit | ¥iew Insert Format
shortcut by holding down the control key and pressing |
“V" (CTRL-V). ¥
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8. The information that you copied should now be |@ Paste Y
displayed in the word-processing document.
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9. The copied information can now be edited, saved, and/or printed just like any
other word processing document can be. Be sure to explore the issue of
copyright and plagiarism when teaching this skill to your students!
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