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	Year 2
	Information Technology
	October 2004

	Outcomes: 

Locates and uses letters, numbers and special keys on the keyboard.
Types words and sentences using word processing.
Uses word processing to enter, save, print and retrieve text.
Uses drawing tools to combine graphics and text.

	     Outcomes achieved independently

     Outcomes achieved with assistance

     Outcomes still needs further work
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These instructions are to be given orally by the teacher and sufficient


time will be given for children to complete each instruction.





Open Microsoft Word


Change the page setup to Landscape.


Click on Word Art, choose the type of word art you want and type


Computer Skills.


Move the cursor to the next line. (press enter)


Click on left alignment.


Type your first and last name. Don’t forget to put a capital letter at the beginning of each name.


tab, tab, tab, tab, tab, tab, tab


Type the date.


Move the cursor to the next line.


Type … a space j space 7 space capital O = space + space , space $ space l space capital w space 0.


Move the cursor to the next line.


Type The black cat sat on the mat.


Move the cursor to the next line


Change the size and font of your name.


Insert a picture of an apple.	


Copy the apple and paste it next to the first apple.				


Make the first apple smaller and the second apple bigger


Move the cursor to the next line.


Using auto shapes draw a large and small triangle.


Draw a rectangle.


Move the large triangle so that it sits on top of the rectangle. Resize the triangle and rectangle so the lines that are touching are the same size.


Make the roof of the house red.


Make the rectangle blue.


Draw 2 square windows and one rectangular door.


Make the door your favourite colour.


Print your page to the lab printer.


Save your file in your folder. Call it computer skills.	








