Module 3 Handout 3.3 Copy and Paste Web Image and Text into MS Word Document
You will have two windows open to complete this activity:

Open MS Word

Open a Web Page

Go to: http://www.berkshirehiking.com/hikes/mt_greylock.html 

Copy and Paste a Web Image

1. Right click on the image of the Mount Greylock War Memorial
2. Select, “Copy”

3. Leave the Mt. Greylock Web page open

4. Go to your MS Word blank document
5. Click on the Edit menu | click on “Paste”

6. After pasting the image, tap the “Enter” key 2 times


7. Leave MS Word document open

Copy and Paste Web Text

1. Return to the Mt. Greylock Web page

2. Select* the second paragraph “The highest peak in Massachusetts…and a wide swath of uninterrupted forest.”

3. Click on the Edit menu | Click on “Copy”

4. Return to your MS Word document

5. Click on the Edit menu | Click on “Paste”
6. Save your document to your 3 ½ Floppy (A:) disk

You have successfully copied and pasted an image and text from a Web page.
* Select Text 





Place your cursor in front of the first word of the text you want to copy.


Hold the left mouse button down


Drag your mouse to the end of the text you want to copy.


Release the left mouse button


The text should now be marked for copying.
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