Computer Awareness Programme (Module 3) — Writing with a Computer

Introduction
Word processing is an important computer skill to learn. Digital word processing makes learning easier. When writing, pupils all too often spend much time on unnecessary copying that they have not paid attention to important writing techniques such as organization, rhetoric and word choice. The use of computer as a writing tool means pupils can easily create drafts and make changes — such as fixing typos, adding or deleting words, relocating paragraphs or even combining files — thereby making learning more effective by shaving off time for unnecessary copying. For better fun and a sense of achievement in learning, pupils can also make use of the computer to make their work more visually appealing by, for example, adjusting the font size and colour. Furthermore, word processors allow saving documents for future reference and amendments.

This module is tailored for junior primary pupils. Through classroom activities, pupils learn how to write on a computer.
Learning Objectives

The learning objectives of this module are split into core and enrichment objectives. Pupils should complete the core objectives, while the enrichment objectives are intended for the more able pupils.

(Core objectives)

· To get familiar with the keyboard layout and acquire keyboard skills.
· To input Chinese characters using handwriting recognition devices.
· To apply and perform simple editing, formatting and printing functions in word processors, such as deletion, insertion, alignment, underline and print preview.
· To learn to save and retrieve files.
(Enrichment objectives)

· To utilise more formatting features to enhance the appearance of a document.
· To get to know different Chinese input methods [please refer to Computer Awareness Programme (Module 5) — Word Processing].
Lesson Planning
There is no standard lesson plan or classroom model to teach the basics of word processors. Schools may make arrangements in light of their own resources and teaching plans. As an alternative to separate computer lessons, IT education is more ideally taught mainly as a subject and infused into different subjects where appropriate. For example, adding writing activities that involve the use of the computer into extended learning activities can make learning more enjoyable and productive. 

This module suggests a list of classroom activities to introduce pupils to the basics of Microsoft Word. Schools that plan to use the teaching activities suggested in this module may read the modular structure and the suggestions set out below for reference. 

Modular Structure
This module consists of five learning units.
	Learning Unit
	Description

	Unit 1
	Pupils play games to familiarise themselves with the keyboard layout and functions.

	Unit 2
	Pupils participate in suggested activities to learn how to save a new file onto an external storage device (e.g. a USB flash drive) and to retrieve files from an external storage device.

	Units 3 – 5
	Activities are designed around the P.3 curriculum to familiarise pupils with the basic functions of Microsoft Word. These units are interrelated, each with more objectives than the last; Unit 3 has the least objectives while Unit 5 covers all learning objectives. 


The programme is planned with activities that help pupils gradually accomplish the learning objectives of this module.
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	Learning Objectives

Suggested Activities
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	Unit
	Activities
	To get familiar with the keyboard layout and acquire keyboard skills
	To input Chinese characters using handwriting recognition devices
	To learn to save and retrieve files
	Undo
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/ right align text 
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	To utilise more formatting features to enhance the appearance of a document
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	Getting to Know the Keyboard
	Keyboard layout — Firefighting Hero
	Keyboard functions — Space Shooter
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	Saving and Retrieving files
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	Making Changes and Corrections
	· Creating one’s own poem
· Writing about Sunday activities
· Writing letters to pen friends
· Writing a mimic poem
· Learning about letter formats
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	4
	Comple
-ting Forms
	· Making an itinerary
· Making a thank you card for a teacher
· Completing an invitation card
· Filling in a form to introduce oneself
· Completing a thank you card
· Writing a book report
· Writing a book report
· Filling in personal particulars
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	5
	The World of Design
	· Writing a set of park rules
· Making a timetable for a Sunday
· Making a shopping list
· Writing library rules
· Designing a poster/card about the season one likes
· Board design — “My Favourite Animal”
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	Font size / font colour


Recommendations for Usage
Please note the followings when using this module:
· While most teaching activities suggested in this module are related to language subjects, teachers may make flexible use of them in other lessons. In terms of overall planning, the activities for each unit can either be used for one subject only or for collaborative learning across different subjects. 

· The units in this module are connected to one another to achieve a common goal. In view of this, schools may want to do the units in this module in the order arranged, starting from Unit 1. After completing Units 1 and 2 and when there is not enough time, schools may choose to skip the activities in Units 3 and 4 and do only Unit 5, which cover all the objectives.
· Each of Units 3 to 5 contains teaching activities with the same learning objectives. These activities are encouraged to be used as much as possible when time allows. Or, if time is short, select one activity from each unit.
Introduction

2

