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5-14 ICT in Learning & Teaching

Creating and Presenting – Text Handling

	Teacher Guide


	Attainment Target
	· Create and edit a document, e.g. card, calendar, school newspaper, using more advanced text-handling features.

	Exemplification of Strand
	· Create and edit a document, e.g. card, calendar, school newspaper.
· Using appropriate software, extend word-processing skills by using a range of advanced text-handling features, e.g.:

- position graphics and text wrap

- tabs


- margins



- line spacing


- spell check



- thesaurus


- print preview



- columns


- search and replace

Where appropriate, pupils may continue to use a speech recognition package.

	Resources Needed
	· RM Window Box PC
· Talking First Word – Red Level
· Newspaper article planned or written and an actual newspaper for reference. (Activity 1)
· Pupil File 1 (Activity 2)
· Pupil File 2 (Activity 3)


	Outline of Activities
(3 activities)
	The children have to design and write one page of a newspaper.  This could be either a class/school paper or an imaginary one linked to an environmental studies topic (e.g. Fraserburgh bombed by Germans) or R.M.E. (e.g. Jesus arrested in Gethsemane). They should first set up their page with 2 columns and then type in their text and add pictures. (Link to Graphic manipulation – Level C)  
If pupils have got a document already typed and saved they can load it first and then follow steps from 2 onwards, missing out step 5.
Websites with newspaper templates and suggestions for using them are:

http://kotn.ntu.ac.uk/teachers/downloads/HSnewspaper.doc
- has good suggestions for content when writing a school newspaper.

http://208.183.128.3/tutorials/classnews.html
- has a template for a newspaper page which might be easier for some children to use.
In activity 2 the children can practise using Search & Replace and changing margins so that they know how to do this on their own documents when required.  The file supplied is a paragraph on Japan but this could be substituted with a different one.
In activity 3 the children can practise using tabs to arrange information in columns.  Once they have tried this activity they should be able to use this technique in other documents they produce.  Show them the difference between using tabs for making columns and trying to do the same thing with the space bar.  (It is impossible to get text to line up accurately due to differing sizes of letters.)

Show them the use of the Tab key for indenting paragraphs too.


	In this activity you will learn to:

· use columns when writing a newspaper.




Activity 1 : Writing a Newspaper
You are to layout and type a newspaper front page.  You should either have your article planned or a draft version written.

1. Open Talking First Word – Red level.
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2. Click on the Columns icon. 
3. Drag the cursor along until you have highlighted 2 columns and click.
4. Type your newspaper article.  Leave your headline out for now.  You may want to add some pictures to your work once you have typed the article.  Save your work regularly.
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Most newspapers have their text justified.  To do this highlight all the text and click on the Justify icon. 

6. Now put in a headline.  Click in the top of the left column and type your headline.  Press Enter and highlight the headline.  
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7. Click on the Columns icon  and drag the cursor to select a single column.  You can now centre your headline and change the font and size to fit the space.
8. To make your document look more like a newspaper you might want to add lines to separate columns or sections of the text.
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Do this by clicking on the Drawing icon and selecting the Line tool  from the toolbar that opens up.  You should then be able to draw lines to suit.  An easy way to put a line down the centre of the columns is to select Format, Columns, then click in the Line between box and click OK.
9. Check the appearance of your article by using Print Preview.  When you are happy with the appearance, print your work.
	In this activity you will learn to:

· use margins.

· use search and replace.




Activity 2 : Searching and Replacing Text and Changing Margins
1. Load Pupil File 1: Search and Replace.
2. You are going to find and replace all the nices with a better word.  Click on Edit and select Replace.  In the top line beside Find what type nice and click on Find next.  When the word is found type in the second box a better word that you could use to replace nice.
3. Click on Find Next again and repeat the process until all the nices are replaced.

4. Try experimenting with different margin settings.  The easiest way to do this is to use the grey markers on the ruler.  Highlight a paragraph and click and drag the grey rectangle at the left side of the ruler in towards the centre a bit then let it go.  Your paragraph should have moved in too.  Try doing the same at the right side by moving the grey pointer.  You could try changing the whole document the same way.
5. Save and print once you are happy with the appearance.
	In this activity you will learn to:

· use tabs.




Activity 3 : Practise Using Tabs
This activity gives you a chance to see what you can do with the Tab key.  It allows you to line up text in columns.

1. When studying Latitude & Longitude as part of your Japan (P7) or Developing Country (P6/7) study you can put your information in columns using the Tab key.  Load Pupil File 2: Latitude and Longitude Around the World.
2. The information is a bit confusing as it is not spaced out.  Put the cursor before Country in the heading.  Press the Tab key twice. 
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The headings, apart from City, have moved across the page.

3.  Now do the same for Latitude and Longitude so that all the headings are spaced out across the page.

4.  You are now going to move the country names and latitude and longitude values into the same columns.  Put the cursor before each country name in turn and press tab until the country has lined up with the heading.  Do the same for the latitude and longitude values.
5. Your information should now be set out in clear columns.  See how it should look by looking at Pupil File 2 example.  Tabs can be deleted just as spaces are.  A useful tool when tabbing is the Show/Hide icon. [image: image1.jpg]


 Click on it and all your tabs, spaces, returns show up on your document.  It lets you see clearly how many tabs, spaces or returns you have put in.  Clicking on the icon again will hide them.
6. Print your work.
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