
 (Creating Your Own Professional Documents)     

Regular Copy & Paste 
 First, start by opening up your MS Word Document.  Using 

windows 95/98/Me/XP switch back to The Geometer’s 

Sketchpad or any program that is to be copied from by 

clicking on it in the taskbar at the bottom.   

 Using the selection or arrow tool, drag a box around the area that 

is to be copied into MS Word.  To create this type of selection box 

shown at the right, click and hold down in a blank part of the 

sketch.  While the mouse button is held down drag the mouse and 

a selection box will be created.  Everything within the box will 

become selected or highlighted.  Single click on any additional 

items that should also be included in the copied items and single 

click on items that were accidentally highlighted to deselect them. 

 After all of the items are selected, select Copy under the Edit 

menu at the top. 

 Next, switch back to your word document. Put the cursor in the 

general area that the portion of the sketch is to be pasted too.   

Finally,  while in MS Word select Paste under the Edit menu.  

 This should paste the item into the text as shown at the right.  For 

several additional options including text wrapping, try right 

clicking on the picture and selecting Format Picture… or 

Format Object… 

 This will bring up an option window.  Click on the tab at the top 

that is labeled  Layout.  Try starting by selecting the Square option and then, click  OK.  Then, try experimenting with the other 

layout options. 

 Notice how the text now wraps around the copied picture.  Experiment with 

moving around the picture in the word document to see how the text wrapping 

changes.  Also, try going back and experimenting with other Layout options (try 

selecting Tight). 
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The print screen 
key is usually 

located in this area 
on most keyboards.

Screen Capture Copy & Paste 
 Using a screen capture is sometimes preferable when helping a student work through an activity in sketchpad. A student has a 

clearer understanding of exactly what their screen should look like.  First, start by opening up your MS Word Document and a 

paint program such as the basic one found on any MS Windows operating system.  Usually the paint program is located by going 

to the MS Windows Start Menu.  From the start menu Select GPCS Applications → Accessories →Paint (If you are more 

familiar with Adobe Photoshop it may be easier).   Using 

windows 95/98/Me/XP switch back to The Geometer’s 

Sketchpad or any other program that you are using  by 

clicking on it in the taskbar at the bottom.   

 First prepare the your desktop so that you are ready to a “picture” of the screen as it is.  

Once you have your sketch looking exactly as you would like it to later appear in 

your word document press the Prnt Scrn or Print Screen Key on the keyboard it 

is usually located in the top right hand corner of the keyboard. This will take a 

picture of your entire desktop.  You can also press Alt and Prnt Scrn at the 

same time to capture just the current active window. 

 Switch back to untitled - Paint by clicking on it in the taskbar at the bottom.   

 While in the Paint program select Paste from the Edit menu. This should paste a picture of the entire desktop into the paint 

program. Be careful to notice which part of the screen is actually your real desktop now and which is the picture you took of 

your desktop.  In the paint program provided with MS Windows it will be necessary to deselect the picture that was just pasted. 

Click on the selection button,         .This will be necessary so that 

only the desired selection is copied and pasted into the word 

document. Now, using your cursor drag a box around just the area 

that is to be copied. After selecting the sketchpad window, select 

Copy from the Edit menu in the Paint Program. 

 Next, switch back to your word document. Put the cursor in the 

general area that the windowed sketch is to be pasted too.   Finally,  

while in MS Word select Paste under the Edit menu. Notice the 

difference between this paste and the previous paste. Here the entire 

window is included.  Once again, by right clicking on the object that 

was just pasted in the word document select Format Object… or 

Format Picture… to experiment with text wrapping options. 

Another option that may add an extra professional touch is to 
include a shadow around the pasted object in word.  First, make sure 
the “Drawing” toolbar is turned on by pressing the button at the top 

that looks like :  .  This button toggles on/off the “Drawing” 
toolbar at the bottom of the screen.  Then with the picture in the 

document selected click on the shadow button that looks like . 
Experiment with the types of shadows and shadow settings. 

 
 

Be careful not to be confused by 

the picture of your desktop.  

These icons are not real. They 

are only part of a picture.
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