Computer Awareness Program (Module 5) - Word Processing
[bookmark: _GoBack]Unit 2: Young Writers

Introduction:
· In Key Stage 2, pupils develop more advanced writing skills involved in drafting and revising their own work. The use of word processing functions makes learning more effective by saving time for unnecessary copying and allowing for easy editing and revising.

	In this unit, pupils learn how to make changes to the format and content of their writing and produce creative writings. A number of learning objectives will be illustrated by examples:
· Inputting text using a keyboard or a handwriting recognition device
· Changing font style
· Using emphasising tools
· Using indents
· Using tabs
· Using spell-check
· Adjusting line spacing
· Moving text by cut-and-paste and dragging
· Previewing printing / Printing

	Teachers may design their own activities to help pupils achieve the learning objectives, or they may make use of the examples herein. To use an example activity, copy the content from the disc to pupils’ computers or hard disks.
 
· These activities may be used in different lessons. Details of the activities are listed below:
	Topics
	Example Activities
	File Name

	My Best Friend
	A. Reviewing and rewriting texts
B. Proof-reading and correcting mistakes
	Ewriting_A
Ewriting_B

	Fun with Poems
	Creating poems
	Epoem


	A Happy Day
	Revising colloquial writings
	Cwriting


	Green Pioneers
	Instruction writing
	Cwriting_B



· This unit will describe in detail a number of word processing techniques through an activity called My Best Friend. More examples of similarly created works can be found.

Example of Activities:
 Theme:		My best friend
 Procedure:	(1)	Learners think about their best friends.  They may draw pictures if they like.
	(2)	Learners do pre-writing activities, such as brain-storming, discussion, mind-mapping etc., to generate and develop ideas as well as to plan and organize what they want to say.
	(3)	Then learners put down their ideas in a preliminary draft (preferably on the computer).
	(4)	Before learners revise their writing, they may open the file ‘Ewriting_A’ and do Task A.  This can help learners see how adjectives and adverbs can enrich a piece of writing and how ideas can be re-organized.
	(5)	After practising some of the revising skills, learners rewrite their own drafts (preferably on the computer).  If necessary, they clarify their ideas through deleting, adding, replacing, and reordering the content.
(6)	Learners may then open the file ‘Ewriting_B’ and work individually or in pairs on Task B on the computer.  This draws their attention to the importance of proof-reading their drafts.
(7)	After practising the editing skills, learners edit their own writing (preferably on the computer), and hand in their work to the teacher.

Task A
Your classmate has written some sentences about her best friend but they are not in the right order.  Can you improve her writing?
You may follow these steps:
a) Read the sentences in Box A.
b) Arrange these sentences into three different paragraphs:
Paragraph 1 : introducing her best friend;
Paragraph 2 : things they do together;
Paragraph 3 : why she likes her.
c) Put the given adjectives and adverbs in suitable places to give more meaning to the writing.  Use the pictures to help you.
d) Move the paragraphs to Box B to produce the final draft.
e) Use a different font style for the title to make it more attractive.
f) Check the writing again.

A.My Best Friend
Lee Siu Mei is my best friend.
Both of us love dogs and sports.
She is nine years old.
She lives in Flat A3 of my building.
We always play together.
I like Siu Mei because she is like my sister.
She is a clever girl.
We like to walk along the seaside near our estate in the afternoons.
She takes her dog Bobby with her.
She has two little brothers but no sister.
I am the only child in my family.
Nobody plays with me after school but she loves to talk and play with me.
Sometimes we chase after each other.
I hope we can be friends forever.
At other times, Siu Mei and I play the skipping game or volleyball in the playground.
Besides playing, we help each other with the homework.
















File name : Ewriting_A

Adjectives you can use :difficult, beautiful, sunny


Adverbs you can use :excitedly, happily, slowly



         [image: story]
        


One of the suggested answers:
My Best Friend
Lee Siu Mei is my best friend.  She is a clever girl.  She is nine years old.  She has two little brothers but no sister.  She lives in Flat A3 of my building.    
Both of us love dogs and sports.  We always play happily together.  We like to walk slowly along the beautiful seaside near our estate in the sunny afternoons.  She takes her dog Bobby with her.  Sometimes we chase excitedly after each other.  At other times, Siu Mei and I play the skipping game or volleyball in the playground.  Besides playing, we help each other with the difficult homework.
I like Siu Mei because she is like my sister.  I am the only child in my family.  Nobody plays with me after school but she loves to talk and play with me.  I hope we can be friends forever.

B.













Task B
Another classmate has written about her best friend.  She has made a lot of spelling mistakes.  Can you help her correct them?
My Best Friend
I have known Mary for four years.  She is a beatiful girl.  She is gantle and kind.  She likes helping people.
Mary has a heart problum, so she cannot run fast.  She can only do gentle execise like swimming.  We always talk to each other.  Sometimes we go swiming togather.








File name : Ewriting_B
One of the suggested answers:
My Best Friend
I have known Mary for four years.  She is a beautiful girl.  She is gentle and kind.  She likes helping people.
Mary has a heart problem, so she cannot run fast.  She can only do gentle exercise like swimming.  We always talk to each other.  Sometimes we go swimming together.










Steps related to IT teaching
· Changing the position of words

	i. Select the word/phrase/sentence to be moved.
ii. Click the Cut Icon [image: ] to  remove the word/phrase/sentence.
iii. Move the cursor to the desired position.
iv. Click the Paste Icon [image: ]  to 
put the selected word/phrase/sentence
in place.

	Or
	i. Select the word/phrase/sentence to be moved.
ii. Place the cursor within the selected text.
iii. When the cursor has changed into an arrow, press the left button of the mouse.
iv. Drag the arrow [image: ]  to the desired position before letting off the left button.


· Changing line width
i. Select the lines to be formatted.
ii. On the Home (常用) tab, click the Arrow Icon[image: View_NavigationPaneExpandButton.PNG]next to the heading title of Paragraph (段落). 
iii. In the dialogue box, change the line width (行距).
iv. Click Confirm (確定) .

[image: Module 5 U2 P][image: ]iv
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	Indenting the first lines of selected paragraphs
i. [image: ]Select the paragraphs to be formatted.
ii. [image: ]Click the top triangle of the    in the top ruler and drag it to the desired position.

· Changing font style of words
i. Select the words to be formatted.
ii. On the Home (常用) tab, click the Arrow Icon [image: View_NavigationPaneExpandButton.PNG]next to the heading title of Font (字型).
iii. In the dialogue box, choose the font style (字型). 
iv. Click Confirm (確定).
[image: Module 5 U2 P]iv
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Or
i. Select the words to be formatted.
ii. Click the preferred font style on the Home (常用) tab for formatting.
[image: Module 5 U2 P]ii


	Using Spelling Check.
i. Select the Review (校閱) tab. 
ii. Click Spelling and Grammar (拼字及文法檢查).

[image: Module 5 U2 P]i
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iii. In the dialogue box, look at the mistakes displayed.  If you accept the suggestions given in the lower box, click Change (變更).  
iv. If not, make your own changes, or if you think change is not necessary, click Ignore (略過一次).
[image: Module 5 U2 P]iii
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v. To change the defaulted dictionary (e.g. United States to United Kingdom), click File (檔案) .  In the pull-down menu, go to Options (選項) → Proofing (校訂) → Custom Dictionaries (自訂字典) to select the preferred dictionary.
    








· Printing – selected parts only
i. Click File (檔案) and in the pull-down menu, click Print (列印).
ii. In the dialogue box, click Print Current Page (列印目前頁面) or click Arrow Icon [image: ] to select.  
iii. Click Print (列印). 
[image: Module 5 U2 P]ii[image: ]
iii[image: ]

Notes: Other activity suggestions (Refer to the above example for the steps. Below are only brief descriptions.)
Example 
Theme : Fun with Poems
Description : 	Learners read their favourite rhymes or one of the following.  Then they write similar ones.
I dream
I dream...
I can run very fast,
I dream...
I am the first in my class!
I dream...
I can fly among the stars,
I dream...
I become the King of Mars!

ONE TO TEN
One, two, three,
Look at me, 
Four, five, six,
Draw some ticks.
Seven, eight, nine,
Run to the pine,
Ten comes last,
Sing the whole class!













	Butterflies

	Butterflies, butterflies,

	Do you love our sky?

	Why don’t you stay for a little while?

	

	Butterflies, butterflies,

	Why do you cry?


	Is it because Winter has arrived?

	

	Butterflies, butterflies,


	Please don’t cry;


	We’ll meet again when Spring o p e n s her eyes!


File name : Epoem
Example 
Topic: 		A Happy Day
Description:	Local pupils frequently use colloquial expressions in their writings. Teachers may make use of this activity to bring pupils’ attention to the issue.
[image: 闒粀闀粀]
















File: Cwriting_A
Suggested Answer:
A Happy Day
On Friday was our annual school trip to Tai O. Most local people there are fishermen. They set out early in the morning. Mr Wong said this community of fishermen is well worth a visit.
In the morning, we met up at the Outlying Islands Ferry Pier to take a ferry to Tai O. The weather was fine and the sea was calm. About an hour or so later, we arrived at our destination.
Tai O has a fresh and relaxing atmosphere. The streets were not very crowded. On both sides of the streets there were shops selling dried seafood at affordable prices. Mr Wong bought quite a lot. Siu Ming and I were not interested in shopping so we had fun on the beach playing hide-and-seek and picking shells.
When evening came, we reluctantly caught the last ferry back home.







































Example 
Topic: 		Green Pioneers
Description:	Pupils learn about the language and format of manuals and finish the exercise for consolidation.
[image: 闒粀闀粀][image: 闒粀闀粀]


















File: Cwriting_B

Example of a finished work:
Make Your Own Recycled Paper
What you need: A dry cloth, a plastic basin, a piece of screen and a blender
What you use:	Old newspapers
What you do:
1.	Put the newspapers into the blender and add water. Blend for one to two minutes until it is a pulp.
2. Place the screen into the basin.
3. Pour the blended pulp evenly onto the screen.
4.	Let the water drain a bit. Then cover with dry newspaper.
5.	Remove excess moisture with the dry cloth.
6.	Let the pulp dry in the sun or in an airy place.
7.	Peel the dried recycled paper off the newspaper.
1
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Name: Class: Class no.:

Brian wrote about his school trip. Please polish his
work by rearranging the paragraphs and rewriting
any informal sentences.

A Happy Day

In the morning, we met up at the Outlying
Island Ferry Pier to take a ferry to Tai O. The
weather’s great and the sea was calm. ‘Bout an
hour or so later we arrived at our destination.

When evening came, we reluctantly caught the
last ferry back home.

On Friday was our annual school trip to Tai O.
Most local people there are fishermen. They set out
first thing in the mornin’. Mr Wong’s said this
community of fishermen is well worth a visit.

Tai O has a fresh and relaxing atmosphere. The
streets weren’t very crowded. On both sides of the
streets there were shops selling dried seafood at
good price. Mr Wong bought quite a lot. Siu Ming

and I weren’t interested, so we had fun on the

beach playing hide-and-seek and picking shells.
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Section 2

Tai Ming wrote about what he did during the
Environmental Protection Week. Help him write the
instructions in Section 3 that he would give to his

classmates.

This week the school organised a series of
activities related to environmental protection. To me,
the most meaningful part was learning to make my
own recycled paper.

Before the activity, our teacher had prepared the
things we needed, including a dry cloth, a plastic
basin, a piece of screen and a blender. All we had to
bring was some old newspapers. First, we stood in a
circle and listened to the teacher’s instruction
carefully. What we had to do was quite simple: the
teacher told us to put the newspapers into the blender
and add water. We stared intently at the blender and
waited for one or two minutes, until the newspapers
became a pulp. Next, Siu Man was asked to place the
screen into the plastic basin. We poured the pulp
evenly onto the screen and let the water drain a bit,
then covered it with dry newspaper. The teacher
reminded us to remove excess moisture with the dry
cloth. Siu Man shouted, “Is that recycled paper?”
The teacher answered, “Not yet! We will let it dry in
the sun or in an airy place. Then we peel the
completely dried recycled paper off the newspaper.”

Everyone, try to make your own recycled paper!
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Instructions
Section 1

Take a look again at how your instructions
should look:

(Heading)

What you need:

What you use:
What you do:
1

2.
3.
4.
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