





Sometimes, this is used as a
symbol to mean ‘save;
instead of having the word.

You have to go
file, save as and
then choose
desktop so it is
easier to find and
then put your

N name.

We should save
our work so that
we don’t lose it.




| can edit text without
to delete it all and start

Miss Gillespie had typed a
sentence wrong and the children
had to edit it to make it correct.




The undo and
redo symbols are

arrows
This is so cool

= so | don’t have
g to re-type it

all.

Re-do brings it
back again. Un
do deletes it and

takes it away. Undo Redo










tompu’ring FLEYR /1T Word Processing

What we already know: él;] ﬁj % Our Endpoint

-We typed up information about the UK using N A

PowerPoint. PROCESSING "{_. _

-Internet safety and naming our work to take % _ @ A_fyped recipe ﬁ}_F a salad I
ownership. s will have created in DT.

-Using the Paint app to create images with text.

Culture Capital 4
-You may wish to work in an
Forever Facts ¥ S P G e

admin role/editing/writer etc. ubject Specific Vocabulary
I know how to save my work.

-How to use technology ina Edit To check through and change/correct.
I know and recognise the Word program technology-driven world in a
symbol as well as other common E variety of different ways. Save To keep. You can revisit it later.
symbols: @ | £

: Excifi books Undo / Re-do  [To undo is to remove the last action

I know how to open and use Microsoft Word. Xcinng Doo vou performed, fo re-do is to restore
I know it is more efficent to use my left Oxford your last action.
hand to type on the left side of they illustrated Text Words, writing.
keyboard and my right hand to type on the Cg: Emﬂ:ﬂ
righ side of the keyboard. 4

Symbol/Logo  [A mark that represents/means

something else.

Skills
- I can find and open the
Microsoft Word program.
- I can use the shift key for

¥ Typing Creating text using a computer

keyboard.

capital letters and space bar for
finger spaces.




