Computer Awareness Program (Module 5)
Word Processing
Introduction
This module is designed for higher primary pupils to take a step up from Module 3 and work on more advanced word processing skills. Teachers may make use of the suggested activities or design their own activities to help students achieve the learning objectives for this module.

As pupils mature in their intellectual development, by Key Stage 2 they are quite capable of improving their ways of learning. By learning word processing skills, pupils learn to take the initiative in their learning and develop a positive learning attitude. Word processing functions such as delete, insert and spell check allow pupils to revise their work easily and, in turn, encourages them to improve continuously and resist a sloppy attitude. The emphasising tools help to structure and prioritise content and helps pupils understand the importance of analyzing and organising their writing. By creating tables, pupils learn to classify and present data systematically. Word processing software facilitates the storage, retrieval, revision, transfer and sharing of documents. The use of word processing provides a means for pupils to express and communicate their ideas. During the process of creating their work, pupils are prompted to think, make decisions, express their ideas and lastly to adjust their attitude and ways of learning and develop self-study learning skills.

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)
· To learn to use word processing features such as font style and colour, emphasizing tools, tabs, alignment, indentation, spell check, clip arts and page orientation options;
· To get to know various Chinese input methods and learn to enter Chinese characters from a keyboard.

(Enrichment)
* To insert special characters and other objects into a document;
* To format tables;
* To use WordArt and other textual styling features to embellish a document.


Lesson Planning
· There is no standard lesson plan or classroom model to teach word processing skills. Schools may make arrangements to meet the learning objectives in light of their own resources and teaching plans.

· As an alternative to separate computer lessons, word processing skills are more ideally infused into different subjects where appropriate. In meaningful scenarios, pupils can more easily learn to use word processing functions and how to apply them in classrooms and work scenarios when they grow up. The activities for this module are designed for in different subjects and extracurricular activities to make IT learning more enjoyable and effective.
· More clip art can be downloaded from the following website for teaching purposes. Teachers should always comply with laws regarding intellectual property rights protection.
URL: http://office.microsoft.com/zh-hk/images/?CTT=97

Modular Structure
This module consists of four learning units, each with a different focus.
Unit 1: Chinese character input method – Introduces and teaches different Chinese character input methods so that teachers may help students find the most suitable input method.
Unit 2: Young Writers – Pupils learn to present their writing more effectively using different word processing features such as editing and formatting options.
Unit 3: Poster and Greeting Card Design – Pupils apply word processing functions to create designs.
Unit 4: Design Project – Pupils learn to combine different word processing functions.
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	  Unit 		Activities
	Core
	Enrichment

	Unit
	Topic
	Font style
	Font colour
	Emphasising tools
	Tabs & alignment
	Indentation
	Spell check
	Changing paper orientation
	Inserting clip art
	Chinese input methods
	Other functions 
(Adjusting line spacing, etc.)
	Inserting symbol & special characters
	* Formatting tables
	Using WordArt

	1
	Input Methods
	· Phonetic-based methods
· Shape-based methods
· Stroke-based methods
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	2
	Young Writers
	· My Best Friend
· Fun with Poems
· A Happy Day
· Green Pioneers
	◎
	
	◎
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	◎
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	3
	Poster and Greeting Card Design
	· Christmas
· Protecting the Environment
· Looking for New Owners
· Learners' Awards
· Riddles Time
	◎
	◎
	◎
	◎
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	4
	Design Project
	· A Healthy Life
· Sex Education
· The Festival I Like
	◎
	◎
	◎
	◎
	◎
	◎
	◎
	◎
	◎
	◎
	◎
	◎
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· While Unit 1 can be taught at any time, Units 2, 3 and 4 focus on teaching word processing skills step by step, and should be taught in the order arranged. Schools may want to only do the activities in Unit 4 where lesson time is insufficient while pupils have the required skills.
· Each unit includes a number of 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.
Recommendations for Usage
· The activities herein are for reference only. Teachers may their own activities to achieve the learning objectives of this module.
· Some of the word processing skills under the learning objectives of the module have been introduced in the enrichment units for Module 3. In view of this, this module will focus on word processing skills that are not covered in Module 3. The prerequisite skills for this module are introduced in Module 3. Teachers may modify and reuse certain topics and materials in Module 3 to teach more advanced word processing skills.
· The steps given in this module are based on Microsoft Word 2010 and are meant for reference only. Functions may differ depending on versions; please refer to the respective manuals.

