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5-14 ICT in Learning & Teaching

Creating and Presenting – Text Handling

	Teacher Guide


	Attainment Target
	· Create and edit a piece of text, e.g. menu, invitation, story and print out work.

	Exemplification of Strand
	· Create a piece of text, e.g. menu, invitation or story.
· Using appropriate software, extend word processing skills by using additional text-handling features, e.g.:


insert/delete text using:



- mouse to position cursor



- arrow keys to position cursor


insert/delete text from menu using copy, cut and paste

edit text using font, style, size and colour


print out work

· Where appropriate, children may enter/edit text through a speech recognition package.

	Resources Needed
	· RM Window box PC

· Talking First Word – Red Level
· Activity 1:

Pupil File 1: ‘Where I Live’ file 
· Activity 2:

Pupil File 2: ‘What I like to eat’ file

· Activities 3 & 4:
Pupil File 3: ‘Menu’ file 

or, in any of the activities, another similar piece of text typed by 
teacher to suit class topic.

· The Wizard’s keyboard on Talking First Word Help is useful if required.


	Outline of Activities
(4 activities)
	These activities show how to make changes to text using the menu bar and drop down menus.  Children can also be shown how to use the icons on the formatting toolbar for font, size, bold, italic, underline, colour.  Once they are confident using these then the keyboard shortcuts can be used:
Highlight
Ctrl B
 Bold

Highlight
Ctrl I 
 Italic

Highlight
Ctrl U 
 Underline

Highlight
Ctrl P 
 Print
An easy way to highlight a single word is to double click on the word.  Moving the cursor to the margin and clicking once highlights a line, twice highlights a paragraph and three times the whole document.  
In these activities the Backspace key has been used to delete.  Children can also be told that the Delete key will delete text but it deletes to the right so has to be placed at the start of a word.
Children will use these skills often in their class work when typing and will need plenty of practice.
Children can add pictures to their finished work either drawing by hand or using Colour Magic.  See Graphic Manipulation Levels A, B, C.


	In this activity you will learn to:

· insert and delete text using the mouse to the position cursor.

· print out work. 




Activity 1: Changing Text Using the Mouse
1. Open Pupil File 1: ‘Where I Live’.  You should see :
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You are going to change what it says to suit you.  You should change the coloured words.
2. Change Aberdeenshire to the name of your town or village.  Use the mouse to move the cursor to the end of the word Aberdeenshire and click the mouse button.  Press the Backspace key until the word disappears.  Now type the name of your town.  Check that you have not deleted the space between the words or the full stop.  If you have, put them back in.
3. In the same way change big city to wherever you live e.g. small village.  Delete either beside the seaside or in the country.  Change castle to flat, bungalow, terraced house, etc. (unless you are lucky enough to live in a castle!) and correct the number of rooms.
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4. Print your work.  Click on the Print icon.  You get a preview of how your print out will look.  If it looks okay, click the Print icon again and click OK.  Click Close to return to your work.  You do not need to save if you have printed successfully.
	In this activity you will learn to:

· insert and delete text using arrow keys to position the cursor.

· print out work. 




Activity 2: Changing Text Using the Arrow Keys
1. Open Pupil File 2: ‘What I like to eat’.  You should see :
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You are going to change the words in colour to suit you.  
2. In the last activity you used the mouse to move the cursor.  You will now practise using the arrow keys.  When you need to move the cursor later you can use whichever method you find easier.
3. The arrow keys at the bottom right hand side of the keyboard allow you to move the cursor.
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          arrow keys
Move the cursor to the end of the word you want to change and press backspace until it is deleted.

4. Type in your word to replace the one you have deleted.  Repeat with all the coloured words and finish the last sentence.
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5. Print your work.  Click on the print icon.  You get a preview of how your print out will look.  If it looks okay, click the print icon again and click OK.  Click Close to return to your work.  You do not need to save if you have printed successfully.
	In this activity you will learn to:

· edit text size.




Activity 3: Designing a menu (1)
1. Open Pupil File 3: ‘Menu’.  You are going to make it look more attractive.
2. First make the title larger.  Put the cursor at the start of the title.  Hold down the left mouse button with your finger. Keep it down and move the mouse slowly towards the end of the title.  When all the words have gone dark like this take your finger off the mouse. This is called highlighting.
3. With the mouse click on Format on the menu bar at the top of the screen.
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4. You see the drop down menu:

5. Click on Font and a box opens:

In the box called Size you will see a number highlighted in blue.  In this example it is 12.  Click on the little black arrow pointing downwards (▼) and you will see bigger numbers.  Click on (20).  Click OK.  Your title should now be bigger.  Clicking anywhere off the title gets rid of the highlighting.
6. Repeat this procedure to enlarge the font sizes of Starters, Main Courses and Desserts to font size 16.
7. Save your work (File > Save As > Check file name and change if necessary  > Save) in your own work folder as you will use it again in the next lesson.
	In this activity you will learn to:

· edit text using font, style and colour.




Activity 4: Designing a menu (2)

You are now going to improve the appearance of your menu further by changing the font, style and colour.
1. Load your saved ‘Menu’ file from the last lesson.

2. Using the same procedure as you did for changing the size of the title and headings, change the font of the title.  (Highlight > Format  > Font > Arrow on font box to select required font  > OK).  The font is the style of the letters.  There are lots to choose from.  This is done in Arial and this is in Impact.  
3. In the same way, change the style of the headings Starters, Main Courses and Desserts to bold italic. (Highlight > Format > Font > Font style box, select Bold Italic > OK).
4. Now experiment with changing the colour.  (Highlight > Format > Font > Font colour box > select colour > OK).  You could make each course a different colour or just the title or headings.  You decide!
5. When you are happy with how your menu looks, print it out.
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