Communicating
Word Processing

Key:
‘ i— skill is introduced -I r = skill is reinforced | ’ skill is used independently -

Communicating — Word Processing ES1 Stage 1 Stage 2 Stage 3

Manipulate documents K
Use drop down menus
Open/Close file
Save file - with help
Name file - with help
Use "save" and "save as" r
Select page orientation r
Change line spacing r
Add a page border r
Indent text/use tab r
Use a header/footer/page number r
Change margins r
Use templates r
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Enter & modify text

Enter text

Select - highlight text
Delete text (letters, words)
Modify text - colour; size; font
Copy text

Paste text

Select text

Change font style e.g. bold
Change font size

Change font

Change text justification
Use Undo and Redo

Use columns & tables

Use spell checker

Use short cuts to edit text
Use grammar checker

Use thesaurus

Use bullets & numbering
Use find and replace

Print documents
Print completed documents (with help)
Use print preview
Print selected parts

Add graphics

Insert pictures

Manipulate pictures - size; position; order
Insert online pictures

Insert & manipulate Word Art

Insert & manipulate Shapes
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