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Module 1
Starting with Text

Learning Objectives

Student is able to: Pass/
Merit
1 |Enter simple words using keyboard or P

other input devices

2 |Select and edit text P

3 |Select basic icons (e.g. print, save or P
spellcheck) using the mouse

4 |Name, save and retrieve documents M

5 |Use appropriate methods to check text M
is error free

Starting with Text 1
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1.1 Letters Learning Objective: 1

Start MS Word Iz \
1. Microsoft Office

° C"Ck é to open the Start menu. E Microsoft Office Access 2007

e Select » All Programs. (& Microsoft Office Excel 2007

['7: ) ) [@, Microsoft Office Groove 2007
® Select FZ icrosoft Ofice Word 2007 ! Microsoft Office InfoPath 2007

E‘." Microsoft Office OneMote 2007

[ Microsoft Office Outlook 2007

- \ (@ Microsoft Office PowerPoint 2007

= E Microsoft Office Publisher 2007
E Microsoft Office Wor 7

/You can also start Microsoft N
Word by clicking the shortcut
on the desktop of the
computer. Look for the logo
and the label Microsoft Office

| Word 2007 f=).

=

»  AllPrograms

Open Microsoft Office Word
Y, 2007 by clicking here.

Letters on screen \

o Tap the key . ™ s Rt y - Documentl - Microsoft Word - = b4

\L_ﬂ —
. You W|" See the Sma" |etter a On the | Homel Insert Page Layout References Malllngs Review  View

. % | |calibri (Body) 2o -l

screen. |B I U ~ abe x, x|
Paste b7 - A e A I~ Palaglaph Sl]rles Edmng

I

e Tap < Enter ) E_'.'_D_laﬂ_a_'_d Bl EEESEE ron T -
, e - R |
e [f MS Word automatically changes 1A o
ato A, it has been set to change -
the first letter of a sentence to a | Sdfghjk
capital letter. - :

e Tap the letters sdfghjk and tap
. Only s changes to S. —

Delete \

e Use the mouse to click the cursor | at the

E -5 )+ Documentl - Microsoft Word — = x
back Of the IaSt Ietter k' > L-E:‘ | Home l lnse.rt Page Layout References Mailings Review  View @
Backspace . =) 4 || Calibri (Bacy) MEIN ) : :
e Tap [ il once. The letter k is deleted. LB u .xI= | This is where you

click the mouse
| before you delete
the letter k.

Back i Eh;
e Tap pace until all the letters are deleted. ___,___| ,
e Make a new list of 10 letters.

e Use the mouse to click the cursor I next to a y
letter in the middle of the list. | Sdfghjk I

Back
e Tap to delete the letter. |

¢ What would you do if you wanted to delete ——
all the letters?

'EEEEE
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1.2 Words

Learning Objective: 1

Type words

\

Type these words:
crash
bang
ping

:—' Enter

Tap to start new lines.

Add other noisy words like hiss, boom
and tock.

Add other adjectives like tall, good

x
e Page layout R @
T }

Documentl - Microsoft Word - =

B'ackspace
4—

delete all your
words when
you’ve finished.

Write your name

and fun.

Type your name.
Type it four times.

. Tab B;a_ckspace

to delete your name.

Make a list

\

Type the name of a friend.

Type the name of anothe r friend . Insert  Pagelayout References  Mailings  Review  View
i Eallbll (Body) i =
1 H 1 B 7 U- ah x, x°
Type a list of five friends. o | ) ﬂu
Cllphuald ] Font

Documentl - Microsoft Word

— = x

Page:1of1l | Words:5 | 5 |

Joy
Khalid
Kate
Ling
Mina

Write lists of
other names.

Make a number list \

A
<
Tap numbers and to

make a number list.

Try lists of odd
and even
numbers.

|+ Documentl - M D
= Hm"l rt‘l’g Laye |Rﬂelan(!‘hllallll\gs‘ﬁnlm‘\hm‘@
=[]

Styles  Editing
rd T . "
= RS EEEERRRE RRRRT
- 1 &y
T2
|3 %
14
5
|6
17
8 +
19 K
Page:1 of1 |
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1.3 Capital letters

Learning Objective: 1

Shift key

* Tap the key E
* Hold . Tap the letter

e Put pairs of letters in a list.
aA
bB etc.

again. » Delete your pairs of letters.
* This puts a capital letter on the
screen.
o Tap | *F"™ o start a new line.
Symbols \
| |+ Delet irs.
* Tap . : elete your pairs
. | i
e Hold 18" Jand tap | 1 ] again. ; When you hold
- 7 ! 4shitt | you
e Hold | Shift §ang tap_/ Jtogeta i |th:byl %
question mark. | the ;y’;';bo rno
¢ Put pairs of numbers and symbols in a : © number
list. ;
Caps Lock \

o Tap Tlaps Lock |
* Look for the caps lock light on the keyboard.

o Tap |9@PsLock| again. The light goes off.
* Tap letters when the light is on. These will be

Do) H9-40 - Documentl - Microsoft Word = = x
h) —
| Home l Insert Page Layout References Malllngs Review @
dE |Ca\|brl[Body] | E -4 w % Y |
B I U ~ahe x, X .
[ Paste Il = Quick Change ||Editing
| I MIA_AI |l “ Styles ~ Styles - | -
|Clipboard ’. S e 0 1 o sl e _Shyles 5|

* Tap the space bar.
¢ Type your family or second name.

My name is
Metal Man.

capitals. : O.FVJTNSJCDJ EOWPWMCMTPPS
e Tap numbers with the light on. These are still  ||7] 7435768314283528347598398302 i
numbers. 4
Page:lof1 | Wordsi2 | 35 | [EEEEE
Capital name \
e Type your first name.
* Remember the capital to start. P

4 Starting with Text
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Learning Objectives: 1, 2

Insert words \

e C(Click in front of your name.

* Tap the space bar.

The new words

i ' -4 | w
e Type My name is. @H—
yp y w Insert Page Layout

Documentl - Microsoft Word = =] x

References

Mailings  Review View @

Calibri (Body)

B J U-

characters.

Use capital
letters to start.

e Click the cursor I in front of the first

B
line and tap 2 times.

e Move the cursor back to the first line.
e Type atitle to the list.
e (Call the list Top Five TV.

push your
name across
N the page.
Page:1 of1 | Words:5 | o | EEEES
TV names \
* Make a list of your five favourite DT

Page:1of1 |

H9-0 -

O Home! |1nsm | Page Layout | References | Malllngs | Review ‘ View |@

Calibri (Bady)

Top Five TV

Bart Simpson
Scooby Doo
Mickey Mouse
Bugs Bunny
Pink Panther

Exx

Places you know \

* Type the name of the place where
you live.

¢ Type the names of other places
that you can visit.

* Putthem in a list.
* Type atitle at the top.

You can type cities vx/
or countries.

Documentl - Micresoft Word -

O H9-0 )+
Home | Insert | Page Layout | References ‘ Mailings | Review |V|ew ‘.

China

New Yo
New Ze
London

Page:1of1 |

Calibri (Body)

Places to go
Kuala Lumpur

United Arab Emirates

rk
aland

EEEE

Palagraph smes Edllmg
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1.4 Sentences

Write a sentence

\

Learning Objective: 1

* Type this sentence: In my family
there are children.

e (Click in front of children.

¢ Type the number of children there
are in your family.
*

@ H9-4 )+ Documentl - Microsoft Word
)
L= | Home l Insert Page Layout References Malllngs

Review

= = x

.

Paragraph I}

Qul(k Change Edrtmg
Styles = Slyles
Styles

Change the sentence
to In my family there is

Write another sentence

one child if you are the
only child.

* Write another sentence:

In my family there are pets.

¢ Type the number of pets you have.

How many pets
do you have?

Write sentences

¢ Write sentences about you and
your family.

nsert  Pagelayout  References

oo H9- 0
i) P l ]

o My name is

o lam years old.
o lama (boy or qirl?).
o llivein

o My favourite food is

4 && *
* Use your own words. "
Remember to T Mo farmite Tves i Erunt.
: y amily lives in Egyp
add full stops | Ihave a pet fish.|
at the end of :
sentences. —I —
More writing
e Write about yourself by completing o |have brothers and sisters.
the following sentences:
o My petis

o My favourite game is

Try these sentences in your
computer. Don’t put a space

before the full stop. Put the
space after it.

6 Starting with Text
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1_5 Save Learning Objectives: 1, 3, 4

Save \

¢ Write a sentence about your house.
My house has a nice garden.

* Ask your teacher to create a folder on the /
desktop of the computer for you (using A
your name) if you have not got one.

~ [ 4 ][ search Metattan

2]
E-/' Mew folder = @

(Use the drop-down\
box to select your

odified Type

°°°°°°°°° Local Disk (C3)

s Local Disk (D:) fO/del’

[ :I |[ 1
e Click H to save your work. %E% My initials are MM, e :
e Select your folder. e | therefore | save my |———
e Give your work a name you can easily SM:;:’,:E;\WW k as MMHouse./:
remember (e.g. MMHouse) and click

Carry on working \

* Write more sentences about your

house. Click H to save

your work when

¢ Every few minutes click L—_‘ to save you have finished

your work.

A new piece of work \

Asif has two sisters.

e Click j to start a new piece of work.
My friend Asif is very nece.

e Write a sentence about a friend.
My friend Asif has brown hair. e Click H

e (Click H after the sentence.

* Make sure you select your folder each time Type with the
you are saving your work. Type MyFriend as spelling mistake

the filename. nece. You will
e Click [_sa_]. learn how to
e Write two more sentences. correct it later.
Open your saved work\
e Click L7,
e Choose the file you want to work

on.

Look! The
flenames
are here.

] s - i ]

,
File name: MyFriend ~  [AllWord Document s -

e Click or double-click the
file to open it.

Starting with Text 7
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Learning Objectives: 2, 3, 5

Select text

\

¢ (Click the cursor next to the word @g — R RN m——
or the text you want to select and = ] Home | Insert  Papeloyout  References  Malings  Revew  View @
drag across it. i““;‘%;ﬂ — ':"'.' =

Pa;te 87 - =

Double-click to m— = it.'m”*‘ |

select a word. e

Triple-click to f

select a line. £ giszyag e e )
Page:1of1 | Wordsi1/7 | <5 EEEEE -

Add a big title \

¢ Open the file MyFriend that you have @W MyFriend - Microsoft Word Lo [ s
saved in the previous exercise. {mllﬂ "awvj"'. e ~hoose a number here

* Type atitle on the top line. . @ [z u-sx s -|I§ to make the title bigger.

avsle b7 . = = e g .
My friend Asif et ® Yo |9 The bigger the number,
. . . . EI R 12 ! H
. Tr|pIe-cI|ck the title to select t. r the larger the text size.
My friend Az

Viak — My Friend Asif héis.\ brown eyes

,a e sure itis | Asif has two sist %

highlighted! : 5 \ :

Checking spelling \

Click the Review tab.

Click v . This checks your spelling and
find words that are spelt incorrectly.
Some words like names are spelt
correctly, but the computer doesn’t know
them. Click if your spelling
is correct.

The word nece was detected as a
spelling mistake.

nice was highlighted as a suggested
replacement.

Click to accept and change.
s

Spelling: English (UK)
Not in Dictionary:

My friend Asif

Ignore Once:
Ignare All
Add to Dictionary

Suggestions:

Change
Change Al

best

AutoCorrect

g
i g

here.

Choose the

suggestion

H292-6 )+

S Home I Insert

Page Layout

MyFriend - Microsoft Word

References Mailings Review

Calibri (Body)

Ea&

T -l

B r o~

Page:1ofl | Words:1/6 | 3 |

E Qul(k Change Edmng
Styles ~ styl-s
gl Styles

Not in Dictionary:
My friend Asif is very | (o= |
Ignore All
nece. lic—==
Suggestions:
]zﬁ
s
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1.6 Writing poems Learning Objectives: 1,

2

Counting rhyme \

e Copy this poem:

]
)

Snake rhyme

One, two, three, four, five,

Tap at the end

of each line to move the ‘ et
cursor to a new line.

Once | caught a snake alive.
Six, seven, eight, nine, ten,
| let go of it again!

Remember to use a capit
letter at the start of a line.

:

Change the title \

e Triple-click to select the title.

* Arial

B I U -abs x,
qu
————f

Clph ard =

the title.

' ﬁ\,ﬂ 2 = Click a number here
o to change the size of

Page:1of1 | Words:3/16 | 5 |

Click here to chang
the colour.

s

- abe X, x|.

Pa I

Aa-||A" &

THTE
\cta

&
Ii' Automatic

AL
Ed) EEEEEE
1) | More Colors...

Align the title

¢ Triple-click to select the title

« Click = to align the title to the right.

el ' e Click|= to align it back to the left.
e Click & = to align it to the middle.

Print preview \

o
e Click @ to open Office
menu. Snake rhyme

One, two, three, four, five,

o Hover the cursor L overthe | cme . cuen s seako aive.
5] 2 - Six, seven, eight, nine, ten,
tO see the & i e . | let go of it again!

You can click ,
®)
directly on | Q Q

to see the print =
preview.

Print preview

shows what your
work will look like
when it is printed.

e Click H to save your poem.
Click kg

‘ to print a copy of the poem.

Starting with Text 9
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1.7 Changing a Story Learning Objective: 2
Insert a word \
* Here is the start of a story. Type it. H@9-0 Documentl - Microsoft Word —_—
\L_ﬂ | Home l Insert Page Layout References Mailings Review View @
Once upon a time there were bears. % |l[carori Bogs) E
L 'Pl G ||[B 2 1 ek x| [E|
T [ A A A N
. Clipboard ™= Font
Click the cursor before -
the word bears and
type three.
Auto word wrap \
e Do not tap . Tap the space bar once | gy H9-0 - S ——— S——
. & Home  Insert Pagelayout  References Mailings Review | View @
and continue to type the next sentence of the I — Q - gm,m,,,,', ‘
H l H—‘J‘ |3 outline | ([0 || 3 Arrange All
story. When the line reaches the end, Word s 2 0% o zo0m o | 20 w.m u
will automatically bring the cursor to the next ——— — =
line. | Once upon a time there were three bears. Daddy bear was a i
Daddy bear was a bear. Mummy bear was a | big bear. Mummy bear was a medium bear. Baby bear was a i
bear. Baby bear was a bear. : mall bear. :
e Add these words as shown: p—
big, medium, small.
Change a word \
e Now add this sentence: @-.g S TR —%
. . . S o e e @
They lived in a cave in the woods. —J - P :
. 1 AEBbCCD(l AaBbceDc AaBbCi 5 %
- fiMormal | 1 No Spaci... Headingl — Cl';alz\sue
Double-click the word = s
. lix]
cave to select it. Once upon a time there were three hears. Daddy bear was a i
big bear. Mummy bear was a medium bear. Baby bear was a i
* Type the word house. small bear. They lived in a house in the woods. :
This replaces the : 4
word cave. Page: 1 of 1 - EEEEE _:;
Change another word \
. H ] .
Add this sentence: e Double-click the word food.
e Change it to porridge.
Mummy bear made some food.
e Look for another word: woods.
e Change it to jungle.

10 Starting with Text
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