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Put it in Your Own Words 
3rd- 8th grade 

 

Teacher Directions: Model for the students the first row of information while following these instructions (You do it, as 
they follow along and do it as well). Then have the students work with a partner for the next set of information. Finally, 
have the students do the other sets of information on their own.  

Student Directions: 

A. Open a new document in Microsoft Word 
B. Change the Page Orientation to Landscape: Go to File, Page SetUp, and Click on Landscape 
C. Using WordArt, add the title “Put it in Your Own Words”  

a. Center align the title 
D. Type your Name 

a. Right align your name 
b. Highlight your name and change the Font to Comic Sans, size 12 

E. Click Enter and Center Align 
F. Insert a Table by going to the Table Menu, and selecting Insert Table 

a. Select 2 Rows, and 3 Columns 
b. Open the Table drawing toolbar by going to the Table Menu, and selecting Draw Table 

i. Color the Heading cells: Click in the first cell of the table and click and drag across the first row 
to select it, and select a light color from the drop down arrow next to the paint bucket in the 
table drawing tools 

c. Column 1 Heading: In the first cell, type “Cite the Source” 
d. Column 2 Heading: In the second top cell, type “ From the Internet” 
e. Column 3 Heading: In the third top cell, type “My own Words” 

G. HELPFUL HINT: Use the Tab Key to move from cell to cell, and to add additional cells at the end of the table 
H. Click in the first cell of row 2 and type “1.” 
I. Save: Save the Document as “My Own Words” in the your student folder and minimize it 
J. Go to the Internet and Search for a site on the class content 
K. Model for the students how to do a Key Word Search using content Essential Questions  

a. Model evaluating the sites using the evaluation forms 
b. Once they have found an authentic, reliable, and valid site, have them add it to the My Own Words 

template.  
L. Microsoft Bibliography Tools 

a. Choose References Tab 
b. Choose MLA Format 
c. Click on Manage Sources 
d. Click on New and Select Document from web site under  
e. Enter information from source 
f. Click OK and Close 
g. In the Cite the Source Column, click Insert Citation and add the parenthetical citation in the table for 

that reference 
h. Once you have all the sources entered, click at the end of the document, and click on the Bibliography 

command and select Insert Bibliography 
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M. Go back to the web site and find some important information about the topic, and copy some text and paste it 
in the second cell of row 2. 

a. After pasting, click on the clipboard icon that pops up and choose- Match Destination Formatting 
b. Copy 1-3 sentences 

N. Then in the 3rd cell of row 2, put the information you just pasted into your own words (Use words that are kid-
friendly or that you understand- it’s not just rearranging the words from the Internet. Use complete sentences!) 

a. Use the Thesaurus to find Synonyms of some of the words 
i. Highlight the word, Go to the Tools Menu, Select Language, and then select Thesaurus OR right 

click on the work and select Synonyms 
b.  Use the dictionary to look up words you need more information about in order to put it in your own 

words 
i. Go to http://www.wordcentral.com/ to look up the words 

c. Check the spelling of the sentences in your own words 
i. Highlight the sentences and go to the Tools menu, select Spelling and Grammar and follow the 

spelling wizard through checking your words.  
ii. Remember to always proof read the words yourself as well because you may have misspelled a 

word, and the spelling and grammar check may miss it. For instance, you may have typed their, 
but meant there.  

O. Click Tab to move down to add another set of text from the Internet 
a. First, copy and paste the citation information if you are using the same site. If you go to another site, 

cite that information in the cell.  
b. Then select another set of sentences from the Internet, copy it, and paste it.  
c. Finally, put it into your own words.  
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