Cut and Paste
Basics

While the idea behind cutting and pasting is easier to grasp than many computer concepts (e.g. email, the internet) it still involves many complicated concepts. You need to make two decisions, which method of cutting and pasting you want to use and which method of selecting/highlighting. If the students are only beginning literacy, the toolbar might be easier, but the menu might help with word recognition. We start students with double clicking words to select them, and then move to dragging the mouse. Bring props to help explain the most familiar aspects (scissors, paper, and glue), and then you can make the analogy to the computer a little easier. You can review the words for scissors, glue/paste, and paper if they are new. Once they understand the physical concepts, open a new blank document. Have the students type their full name. Select the first name, cut it, and then paste it at the end of the name. Repeat if necessary.

Ordering (numeric and alphabetical)
Open “123 cut and paste” as a class and look at the numbers. Ask the students the problem. Find “1” and select number one, cut, go to the first box, and paste. Repeat for the first few numbers until the students get it. Create your own worksheets with the alphabet or simple words. Make it hard by putting them in an order where you need to move each number multiple times. Open “words cut and paste” as a class. Read the words. Look at the table and find number “1,” look at the words and find number one. Select the words, cut, click next to the number, paste. Create your own documents with words you are learning as a class or words important to the students.
Sorting

Open “order clothes” as a class. Identify each article of clothing as a class. Scroll down and look at the boxes read the labels (summer, winter). Review what months are summer and winter. Go back up to the pictures. Find one (e.g. the hat) and ask what month people wear this. Click on the picture together and then cut, click the right box and then paste. Try one or two more pictures together and let them finish. Review afterward to ensure everyone understood and knew how to cut and paste. 
Ordering (sentences)

Read the story of “order cut and paste” to the class. Discuss the story to make sure they understood it. Open “order cut and paste” as a class. Identify as a class the first sentence. Select the sentence and then cut, click the beginning of the document and then paste. Repeat for one or two more sentences and then let the students finish. Read the story aloud as a class to check everyone’s document. “Story1” and “story2” are similar exercises that also include corrections. “Cut and paste letters” is practice spelling and another test of comprehension and skill at selecting only one letter, and getting only one letter per box.
Skills: dragging, selecting, spelling, numeracy, literacy, ordering, cutting and pasting, 
