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	Microsoft Word buttons (keyboard shortcuts)
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	New file
	(Ctrl+N)
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	Bold text
	(Ctrl+B)

	
[image: image4.png]



	Align left text
	(Ctrl+L)
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	Centre text
	(Ctrl+E)

	
[image: image6.png]



	Justify text
	(Ctrl+J)
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	Cut text
	(Ctrl+X)
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	Copy text
	(Ctrl+C)
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	Paste text
	(Ctrl+V)
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	Spellchecker
	(F7)

	
[image: image11.png]



	Undo last action
	(Ctrl+Z)
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	Print preview
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	Print
	(Ctrl+P)
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	Save
	(Ctrl+S)


	
[image: image15.png]



	Word Processing 

Task 1
	
[image: image16.png]





	1. Write two sentences, in your own words, about a hobby or interest. Give your words a heading at the top of the page.
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	2. Open Microsoft Word:
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	3. Now type your words into the computer: 
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	4. Use the spell check to check through your work and correct any mistakes:
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	5. Save your work:
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	6. Close Microsoft Word:
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	Word Processing 

Task 2

Design a poster
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	1. Design a poster. Give your poster a heading at the top of the page.
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	2. Open Microsoft Word:
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	3. Now type your words into the computer: 
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	4. Use the spell check to check through your work and correct any mistakes:
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	5. Change all the words to a different font:
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	6. Change all the words to a different size:
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	7. Change all the words to a different colour:
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	8. Save your work:
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	9. Close Microsoft Word:
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	Word Processing 

Task 3
Design an advert
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	1. Design an advert with at least two lines of words. Give your advert a heading at the top of the page.
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	2. Open Microsoft Word:
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	3. Type your words into the computer: 
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	4. Select (highlight) your second sentence:
	
[image: image43.png]Bicycle for Sale

First person to see will buy.

Price = £30.






	5. Click on Copy:
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	6. Move the cursor so that it is under your heading:
	
[image: image45.png]Bicycle for Sale

First person to see will buy.

Price = £30.






	7. Click on Paste:
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Extension activities:

	1. Use the spell check to check through your work and correct any mistakes:
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	2. Change all the words to a different font:
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	3. Change all the words to a different size:
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	4. Change all the words to a different colour:
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5. Save your work

	a. Click on Save:
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	b. Give your work a name, such as advert:
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	c. Click on Save:
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	6. Close Microsoft Word:
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	Word Processing 

Task 4

Insert a Clip Art picture
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	1. Write two sentences about what you did last weekend. Give your words a heading at the top of the page.
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	2. Open Microsoft Word:
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	3. Type your words into the computer: 
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4. Insert a Clip Art picture

	a. Click on Insert:
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	b. Click on Picture:
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	c. Click on Clip Art:
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	d. Type a word, such as computer, into the Clip Art search box:
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	e. Click on Search:
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	f. Click on a Clip Art picture to insert it:
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Extension activities:

	1. Use the spell check to check through your work and correct any mistakes:
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	2. Select (highlight) your bottom sentence:
	
[image: image68.png]Computer work

On Saturday | used Microsoft Word







	3. Click on Copy:
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	4. Move the cursor so that it is under your heading:
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On Saturday | used Microsoft Word

On Sunday | used Microsoft Paint.






	5. Click on Paste:
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6. Save your work

	a. Click on Save:
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	b. Give your work a name, such as last weekend:
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	c. Click on Save:
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	7. Close Microsoft Word:
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	Word Processing 

Task 5
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	1. Open My Documents:
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	2. Open the work (file) you saved last week:
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	3. Print your work:
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	4. Close Microsoft Word:
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	5. Close My Documents:
	
[image: image83.png]





_1127802812.bin

_1127803127.bin

_1161346757.bin

_1161346825.bin

_1161347012.bin

_1161973372.bin

_1161973399.bin

_1161973002.bin

_1161346795.bin

_1160852089.bin

_1160852143.bin

_1160852178.bin

_1161346670.bin

_1152454755.bin

_1158952266.bin

_1160851748.bin

_1158952118.bin

_1127803145.bin

_1127802894.bin

_1127802936.bin

_1127802958.bin

_1127802983.bin

_1127802921.bin

_1127802852.bin

_1127802873.bin

_1127802835.bin

_1125724284.bin

_1125724355.bin

_1125773556.bin

_1126289133.bin

_1126289583.bin

_1126804075.bin

_1127802697.bin

_1127802754.bin

_1126804111.bin

_1126289683.bin

_1126376386.bin

_1126804011.bin

_1126289774.bin

_1125773409.bin

_1125724330.bin

_1095232412.bin

