Keyboard & Microsoft Word Lessons
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Part 6 :  Finishing Touches
Learning Objectives
· To insert text frames.
· To change background colours and patterns.
· To create borders.
· Revise all skills learnt in previous lessons.  
Resources Required

· Copies of Work Sheet 7 – make sure that they are colour copies.
Lesson Plan
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1. Ask the children to switch on the computer.

2. Ask them to open a new Word Document.

3. Give each a copy of Work Sheet 7.

4. Show the children how to insert text frames into a document.

5. Show how to resize the frame.
6. Get the children to create a Text Frame.
7. Ask the children to select “Comic Sans; 14” and copy out the story.

Part 2 -  Editing Text Frame

1. Border:
Show the children how to create a border around a text frame.  Go through various options, e.g. line colour, dashed, e.t.c.  Ask the children to insert a border around their text frame.

2. Fill Colour:
Show the children how to fill the text frame with colour.  Go through various options.  Show Gradients, Texture and Pattern.  Ask the children to fill in the colour of their frame using gradients, two colours, centre.

Part 3 – Finishing Touches
1. Ask the children to insert the Word Art Title.

2. Ask the children to insert the picture from the folder.

3. Ask the children to put a border around the picture.

4. Ask the children to save and print their work.
















