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HOW TO USE E-TEXT TO PROMOTE LITERACY 
This tutorial describes how to import e-text stories into the word processor, add a picture 
and then distribute your material to students. 
 
 
1) Visit the Virtual Library  www.k12vlibary.org    
 
2) Click on the Book Menu Icon   
 
3) The Book Section Page will appear in the Frame 
below.   Select a Site. 

 
 
4) Choose a Book by Subject or Author 
 

 
5) I selected Author Benjamin Franklin and his story “The Whistle” 
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Note: E-Text does not contain formatting.  This means you can bold key vocabulary 
words, enlarge sentences you want to emphasize and control the look of the story just like 
the big publishers, all from your word processor. 
 
 
6) COPY-Select the e-text 
(highlight and hit CTRL +C). 
 
Open your Word Processor 
 
7) PASTE- Click on Paste 
(or hit CTRL+V) 
 
 
 
 
8) Use the Word Processor to format your Story with bold, Italics, change the font type, 
style – you are the boss.   Almost all e-text is public domain and as a teacher you are 
exercising the FAIR USE provision of US COPYRIGHT LAW that entitles you to 
present information to students in your classroom. 
 
9) Find a picture to illustrate your 
story.  Use an online picture 
search. Save the picture or click 
on COPY image. 
 
10) Click on Insert, Picture  
Or if you copied the picture, 
Click on Paste inside your word 
processor. 
 
 
TIP:  If you are going to use 
more than 2-3 pictures you 
should save your images rather 
than using copy and paste to 
reduce the size of your finished 
document. 
 
 
11) Save and Print your finished 
document.  Look at my example.  Now you have learned how to use E-text.  You can do 
this with entire stories or parts of a story like a sonnet from Shakespeare.  Practice this 
and soon you will be comfortable sharing millions of online books with your students. 


