Computing

Word Processing & Typing
Key Question: Can I create and present a

piece of work?

Symhbol

A charucter that is not a numher or a letter.
Eg.@ £ %

Shift

The Shift key allows you to change a single
capital letter and change the top number to a
symhol.

The key on the keyhoard that allows you to
leave @ space hetween words.

The bullet point button ~—

— The numbering button
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The letters are darker and heavier than normal.

— o= . |1 Tt Direction -

<ctrl> +b / = -
Click on the little down None :
I arrow for more options. a N [
5 . . . (Take care with the options o
Ttalics Italic The letters are slanted slightly to the right. 25 it very easy for things o
<ctrl> +i to get messy,) . p '
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Underline The letters have a line undemeath them. T o
Urdrine Keyhoard shortcuts
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@ B A key on a computer keyhourd used to move — ERR
the cursor hackwwrds and delete a character. Undo Cut Copy Paste Select All
<ctrl>+z  <ctrl>+x <ctrl>+c¢ <ctrl> +v <ctrl>+a
Delete Delet To remove or erase something such as the text
or an image. Q p B [ U
Save Redo Bold Italics Underline
M A mouse moves the on-screen cwrsor to <ctrl>+s  <ctrl>+y <ctrl>+b <ctrl> +i <ctrl>+u
ouse different items on the screen.
[
A shape on screen that shows where actions Key strands
Cuwrsor made with the keybowrd or mouse will make a
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I know how totype using both. hands to type with.

T know how to use hold, italics:and underline.

I know how to use cut; copy and. paste to quickly duplicate and,

I know how to align the text.

my document more engaging. (Change font, colour + images)

Objectives:

I know how to edit the style and effect of my text and, images to make

orgasnise text.

I know how to bullet point and use numbering.

T know how tor use keybonsd shortcuts to complete: tasks. more. efficiently.

Lesson 1 - Can I identify

ways to stay safe online?

Tell a responsible

adult it you feel
worried of

uncomfortable.

May not be who
they seem to be.

Lesson 2 — Can I screenshot and create a secure

password?

Password
[ tLtWandtW

Lesson 3 — Can I change
the case between lower
and upper case?

Bulles poine 1 1o Number point 1

Lesson 5 - Can I bullet
<« point and number key facts?

Bullet poins 2 2 Number point 2

Bullet poine 3 3. Number point 3

Lesson 6 - Can I present my work using skills
taught?




