   [image: image1.jpg]P BB



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 2: Pupil File 1: ‘Sorting out Aberdeen’ file
· Internet access (optional)


	Outline of Activities
(2 activities)
	Children are shown how to use the icons on the formatting toolbar to copy, cut and paste.  Once they are confident using these then the keyboard shortcuts can be used:

Highlight
Ctrl C
 Copy
Highlight
Ctrl X
 Cut
Highlight
Ctrl V 
 Paste
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.  

Children can practise their skills on this website:

http://www.educationict.org.uk/pdf/formattingtutorial.doc
 It goes beyond what the children are expected to do at present but the first page is relevant.  They can save what they have done and complete the rest once they know how to do them.  Alternatively it will give you ideas for giving the children practice.
Children should be given plenty of practice in using these skills in their class work. 

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 from menu using copy and paste.




Activity 1: Any Number of Green Bottles!
To save time when typing text where much of the text is similar, like in verses of a song, you can use the copy and paste method.
1. Type the verse:
Ten green bottles hanging on the wall,

Ten green bottles hanging on the wall,

And if one green bottle should accidentally fall,

There’ll be nine green bottles hanging on the wall.

2. Save with an appropriate name.

3. Highlight this verse. (Click and drag cursor or put cursor in margin till you see an arrow then click 3 times quickly.)
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4. Click on Copy icon on toolbar.     

5. Move the cursor below the verse you have typed.  You will have to press the Enter key twice to leave a space after the first verse.

6. Click on Paste icon on toolbar.

7. The verse will now be copied below the first one.  Click on paste a few more times.  Three or four will be plenty.
8. Now all you need to do is change the numbers in the verses after the first one by moving the cursor after the word, backspacing and typing the correct number.  A quicker way of doing this is to double click on the word to be deleted.  This highlights the word.  Type the new word and the highlighted word is deleted as you go.
	In this activity you will learn to:

· insert and delete text from menu using copy and paste.




Activity 2: Sorting out Aberdeen

A class was listing interesting places for visitors in Aberdeen.  They then arranged and numbered them into the best order for visiting.
1. Load Pupil File 1: ‘Sorting out Aberdeen’.

2. Highlight place numbered 1.  (The easy way to do this is to put the cursor in the margin beside number 1. and click once.)

3. Click on Cut icon on the toolbar.

The line disappears.  It’s not lost.  It has been saved on the computer’s clipboard for you to paste in elsewhere.


4. Move the cursor to above the first place in Aberdeen listed and click on Paste icon.
The line you cut should now appear at the top of your list. 

5. Follow the same procedure to cut and paste the other places into the correct order.
6. You may wish to try using these keyboard shortcuts for:

Copy

Ctrl C

Cut

Ctrl X

Paste

Ctrl V

© Aberdeenshire Council 2005

                C&P Text Handling Level B Stage 4    V 1.1

2

