Computer Awareness Programme (Module 5) – Word Processing
[bookmark: _GoBack]Unit 4: Design Project

Introduction:

· In this unit, pupils apply their word processing skills to complete a project. By analysing, presenting and compiling the information gathered, pupils will learn to cope with their problems, communicate ideas and develop self-learning skills. Pupils can make good use of word processing features to make their written work more appealing and creative. 

	A number of learning objectives will be illustrated by examples:
· Inputting text using a keyboard or a handwriting recognition device
· Using the emphasizing tools 
· Using tabs 
· Using spell-check
· Adjusting line spacing
· Moving text by cut-and-paste and dragging
· Changing font style and colour
· Using indents
· Adjusting page orientation
· Adjusting text direction
· Adding pictures into a text document
*Enrichment: 		Inserting symbols / special characters
	Using WordArt 
	Formatting a table

	The topics in this unit (“Good Living Habits”, “Sex Education” and “The Festival I Like”) can be taught within different subjects. Teachers can come up with other topics for the project or design their own activities to help students achieve the learning objectives. 

· This unit will describe in detail a number of word processing techniques through an activity called “Good Living Habits”. More examples of similarly created works can be found.

Example of Activities (1):

 Theme:		Good Living Habits
 Procedure:			1.	After learning about a health-related topic, pupils set a project 			topic based on their knowledge and interests.
			2.	Pupils work in groups to gather information and write a report.
		3.	Before starting on the project, the teacher may discuss with pupils 		how they should gather, analyse, select and present information.
		4.	The teacher and the pupils can determine the assessment criteria 
			together, so that pupils will understand what their learning 					objectives are and how they are going to achieve them. 

Example of a finished work:
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Good Exercise Habits


Why do we need to exercise?
	Exercise is good for us in many ways:
	Improves cardio-respiratory fitness and prevents coronary heart diseases.
	Strengthens muscles. Doing the right amount of exercises can also relieve back pains.
	Helps burn excess body fat and avoids overweight. Exercise make us look sharp and bright.
	Improves our endurance and strengthens our minds.
	Relaxes our mind and body and relieves stress.
	Improves flexibility throughout the body and around the joints.
	Strengthens our immune systems and reduces the risk of ilness.

(Reference: Pamphlets issued by the Central Health Education Unit, Department of Health)









The government recommends 30 minutes of exercise every day
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The steps are as follows:

 Insert a table
i. Move the cursor to where the table is to be inserted.
ii. On the “Insert” tab, click “Table”.
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iii. In the “Insert Table” dialog box, enter or select the number of rows and columns needed.
iv. Then click “OK”.
[image: Module 5 U4 P]iv
iii

v. A table is inserted into the document. Next, enter information into the cells.
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 Adjusting the column width and row height
i. Move the cursor to a border. When the cursor becomes a       , drag to adjust the column width and row height.
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 Setting the table borders
i. Select the cell(s) for which you want to set the borders and then click “Page Borders” on the “Page Setting” tab.
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ii. In the “Borders and Shading” dialog box, click “Borders”.
iii. [image: Module 5 U4 P]Select options from the “Setting” and “Style” panes under the “Borders” tab.
iv. Click “OK”. iii
ii
iv

v. [image: ][image: ]To remove the borders from specific cells, move the cursor to the cells, then go to the “Home” tab, in the “Paragraphs” group and click   next to the “Borders      ” icon.
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vi. From the “Borders” menu, select and click “No Border”; 
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Alternatively, move the cursor to any cell. On the “Design” tab, in the “Draw Borders” group, click “Eraser”. An “Eraser” appears. Click the border(s) to be removed with the “Eraser”.[image: Module 5 U4 P.4.8 C]
Eraser

Eraser
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 Changing how Chinese characters are aligned in a table
i. Select the characters for which you want to change the alignment and right-click.
ii. Select the desired alignment from the “Cell Alignment” menu. [image: Module 5 U4 P.4.9 A]ii

  

 Adding Page Numbers
i. On the “Insert” tab, in the “Header and Footer” group, click “Page Number”.
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ii. From the “Page Number” menu, select “Bottom of Page” and click “Plain Number 2”.
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Example of Activities (2): (Refer to Example of Activities (1) for the word processing techniques used. Below is a brief description.)
· Theme:		Sex Education
· Procedure:		1.	Pupils raise questions about growth and puberty.
			2.	Pupils write down the questions asked by their classmates.
			3.	Discuss in groups which question they are most interested in and 		gather information on the question.
		For example:
[image: ]Questions:
1. What are sexually transmitted diseases (STDs)?
2. When someone has a lot of pimples does it mean he/she is a sexual maniac?
3. Does smoking and drugs help us lose weight?
4. What is sexual harassment?
5. How can we prevent HIV/AIDS?


4.	Pupils may interview teachers, visit the websites provided, or gather information from libraries and the Family Planning Association of Hong Kong and answer the questions.
	Examples of reference websites:
Family Planning Association of Hong Kong Sexuality Education 
http://www.famplan.org.hk/sexedu/en/
A teen-friendly website created by the Health Promotion Administration, Ministry of Health and Welfare of Taiwan
http://young.hpa.gov.tw/
Centre of Psycho-pedagogical Support and Special Education in Macau
http://www.dsej.gov.mo/cappee
Family Life Education: Family Land
http://www.family-land.org/
5.	Pupils can then analyse and use the information to design a game to help their classmates learn.
	The game below is an example designed by a group of pupils:


Name of the Game:
Number of participants: 2 to 6
Tools: A dice, a game board and game pieces of different colours
Instructions:	Each player throws the dice in turn and steps according to it. Players should follow the instructions on the space that they land on. The player who reaches the goal first wins. 



Make your own pieces - Make use of small items such as short pencils, small pencil sharpeners and paper clips.	

Dice - Make a paper dice or use a regular dice.



Pupils can create a game board of any size by inserting WordArt and pictures into a table:
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Abused drugs
Go Back to Start
	23



Take an 
Event Card.
	22
	21
Read pornography
[image: ]Go back 4 steps 

	[image: ]16Being happy yourself and developed a positive 
attitude
Go to 22
	17
	18
	[image: ]19	Spent too much time making friends with the opposite gender, resulting in poor school grades. Go back to 10.
	20



Take a
Question Card

	15
	14



Take a
Question Card
	13 
No obsession
with idols
Go to 18
	12
	11Talked to teachers, adults and peers about problems
	Take three steps forward



	6 Spent time wisely
[image: ]  Roll again
	7
	8



Take a
Question Card
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Smoking is bad to health
Skip the next turn
	10



Take an 
Event Card.

	5 	Leading a healthy lifestyle
Congratulations!
[image: ]Go to 15

	4
	3 Lacks self-esteem and confidence
[image: ]	Back to Start
	2



Take a
Question Card
	1


Pupils may make use of tables or the techniques for making Christmas cards to create Question and Event cards:

Question Cards –  Each question card has a question about puberty. Other players will ask the one drawing a Suspicion Card the question, who will be rewarded for a correct answer or punished for a wrong answer.
Examples:Is it normal for a boy’s voice to go deeper when he enters puberty?

Answer: Yes
(Correct – 
Roll again;
Wrong – 
Skip the next turn)


[image: ]Does everyone get pimples during puberty?

Answer: No
(Correct – 
Take 2 steps forward; 
Wrong – 
Go back 2 steps)



What to do if touched inappropriately in public?
a. Shout
b. Keep quiet
c. Hit the person
(Correct: 
Move 1 row upward; 
Wrong: 
Move 1 row downward)












Event Cards – 	On each event card is a different pubertal concern. The player who has drawn the card should provide a solution. The class will take a majority vote on whether to accept or reject the solution. If the solution is rejected, the player should skip the next turn. If the vote is tied, the teacher or a classmate from another group gets an extra vote.
Examples:
 (
I am really close with my
 female classmate 
who 
sit
s
 next to me.
Are we lesbian
s
?
My
 classmate reads a lot of pornograph
y
. 
Is he a sexual maniac?
While a
 lot of 
my 
classmates have friends of the opposite 
gender
, I
 have no 
interest in the opposite sex. Am I abnormal?
)









Remarks: Other suggested activities (Refer to the Example 1 for the word processing techniques used. Below is a brief description.)
  Theme :  	The Festival I Like 
· Description : Each learner writes out a project report to share information and ideas
about the festival he/she likes, using creative layouts and illustrations.
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Questions for You

1.

Do-you-think-personal

2.

Do-we-need-to-exercise:

3.

Do-you-think-itisimportant-to:

hygiene-is-important? everyday? consider-the-nutritional-value
and-the-quantity -of-the-foods
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Yes No Yes No Yes No
Doyou-follow- | Yousshould | Why-do-we- | Youshould- | Isyour-diet | You-shouldread
thegood read P4 | need-to read P.5 similar-to- | P.G-carefully.
hygiene habits. | carefully. | exercise? | carefully. thaton P.6?
on-P.4? Please Please
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Good Hygiene Practices

Brush your teeth twice a day Change your clothes daily

Do not Litter

Do not share your personal belongings, e.g. combs, handkerchiefs

Shower/ Take bath daily
Keep your daily products clean

sh your hands before eating and after using the toilet

Trim your nails regularly
Wash your hair regularly

Etc.
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Keys to a Balanced Diet

Eat in small amounts

Oil, salt, sugar

Eat moderately

cheese

Lean meat, poultry, fish, beans, egs, milk products,

Eat more

Vegetables and fruits

Eat most

‘ereal, bread, rice, noodles

Recipe Suggestions

potatoes, meat and vegeiable

stir-fy

Breakfast | *Aglass of milk, egg and ham or | *Aglass ofmilk, macaroni with
sandwiches shredded meat in soup
Lunch *Minced beef spagheti with or | *Soup noodles with shredded meat
potato sance and an orange and vegetables and apear
Tea *Peanut buiter crackers or | *Youghurt/ milld soy milk (enriched
with calcium)
Dinner *Chicken stew with carrotsand | or | *Meat and vegetables str-fry, fish

fllets and com in white sace

(Reference: Pamphlets issued by the Central Health Education Unit, Department of Health)





image7.jpeg
Statistics on class 5B

(Number of interviewees: 40) ® Very often © Sometimes ® seldom
Do you have good hygiene practices? 27 10 3
Do you have good exercise habits? 15 20 5
Do you have a healthy diet? 10 18 12

@ Yes

@ No

Do you have good living habits?

27

13

Hope all ® and ® turning to © very soon!
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