Keyboard & Microsoft Word Lessons
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Part 1 : Getting Started

Learning Objectives
· To name and identify the different parts of the computer.
· To name and identify the different icons on the Desktop.
· To understand how to use the mouse correctly.
· To open the “Talking First Word” program.
· To understand how to use different keyboard keys.
· To save their work in “My Documents”.
Resources Required

· Copies of Work Sheet 1 – Keyboard Skills
Lesson Plan
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1. Show the children, with Year 4 demonstrating, the correct way of putting the computer on and off.  Discuss the different technical names for the different parts of a computer, e.g. monitor, mouse, keyboard, e.t.c.
2. The Opening Screen
Discuss with the children the various terminologies, i.e. Desktop, Icon, Start Button, Mouse Pointer and Task Bar.  
3. Using the Mouse
Discuss what we use the two buttons for.  Discuss what the various mouse icons mean.
4. Opening A Program

Ask the children to open “Talking First Word”.  Discuss what the various levels mean.  
Part 2 – The Keyboard


1. Show the children the big poster of “The Keyboard”.   Discuss the various keys:
I. Letters:
Show the general layout of the letters, including full stop and comma.

II. Shift and Caps lock:
Discuss and show how we use the Shift key to make one letter capital and the Caps lock key to make numerous capital letters.

III. Enter:
Discuss and show how we use the Enter key to go to a new line and leave spaces. (N.B. Stress that you don’t have to press this key if you’re writing sentences because the next word will automatically go to a new line.)

IV. Space Bar:
Discuss and show how we use the Space Bar to leave one gap between each letter and two gaps after a full stop or comma.

V. Backspace and Delete:
Discuss and show how we use the Backspace and Delete keys to erase the last letter.  When grasped you can also show how we can use the Control Button (Ctrl) and Backspace to delete the last word.

VI. Numbers:
Discuss and show how we can use the numbers in the top to type numbers OR the separate number pad when Number Lock key is active.

VII. Cursor Keys:
Discuss and show how we can use the Cursor Keys to move round a document, e.g. if we find that we’ve left out an earlier word or sentence.

VIII. Upper Commands:

Discuss and show how we can use the Shift key to access the upper commands, e.g. Shift + 1 = !
IX. Other Keys:
Discuss and show how we can use Insert, Page Up and Page Down.

Ask the children to complete the Work Sheet 1 – Keyboard Skills to practice.
Part 3  -  Saving Work and Shutting Down
Saving Work
Show the children the “Saving Work” Poster (Poster 4).  Show them how to save their work on the computer.  The children then save their work on the computer “My Documents” folder for today.

Shutting Down
Show the children how to log off and turn off the computer in the correct manner.  Make sure that the children realise the importance of shutting down correctly.  

