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

Unit 5: The World of Design 
Unit description: 
· This unit requires learners to design the content and layout of their work. Each of the seven examples below covers the following learning objectives: 
· Getting familiar with the keyboard layout and functions
· Entering text using a keyboard or a handwriting recognition device 
· Deleting / inserting text
· Centering text
· Using bold / italics / underline
· Using print preview / printing
· Saving and retrieving files
· Undoing / redoing changes
＊
Enrichment: Adjusting the font size




     

Adjusting the font colour
· Teachers can design their own activities or use one of the examples in this unit. 
· These activities can be used during different lessons. For example: 
	
	Theme
	Example of activities

	Chinese
	A Park Walk 
	Writing a set of park rules

	
	Making Good Use of Time
	Making a holiday timetable 

	English
	In the shop
	Making a shopping list

	
	In the library
	Writing library rules

	
	Seasons
	Designing a poster about the season one likes

	Others
	Love for Nature
	Board Design: Introducing My Favourite Animal


· The unit takes “A Park Walk” as an example to explain how the assignment should be completed using a word processor. The other examples are created in a similar way and so will only be briefly described. 
Example of activities: 
· Theme: A Park Walk
· Procedures: 
1. In this themed lesson, the teacher may, at an appropriate time, divide learners into groups to discuss what rules should be followed in a park.  
2. Learners should create a new file and summarise their discussion into a list of “Park Rules” (which should consist of a heading and a body), and then post it on a notice board. The finished work should look like this and should be done as follows: 
	
	Steps
Inputting content
1. Type “Park Rules” as the heading and add the items. 
Editing the text
1. Highlight the heading and click Center[image: image1.png]


, Bold[image: image2.png]


, Italics[image: image3.png]


 and Underline[image: image4.png]


. 
2. Increase the font size (e.g. 72[image: image5.png]


).  
3. Change the font colour (e.g. blue[image: image6.png]


).
4. Highlight each item and increase the font size (e.g. 22). 
Saving and printing
1. Click the “File” tab and then click “Print” to see a preview. Make sure the layout is correct. 
2. Click “Save” to save the work in an external storage device (e.g. USB flash drive). 
3. Click “Print” to print the document. 


	Park Rules
1. Do not pick the flowers
2. Keep off the grass
3. No littering
4. No dogs allowed
	

	
	


Note: Other activity suggestions (These are created in the same way as the said examples and will only be briefly described below.)
	Example 1
· Theme: Making Good Use of Time
· Description: Learners make a timetable for a holiday and put it up in a prominent spot to remind themselves to cherish time. 

	My Holiday Timetable

Time
Activity
7:30 am
Getting up
7:30 - 9:00 am      
Morning exercises and breakfast
9:00 - 11:00 am
Homework
11:00 am - 12:30 pm
Listening to music and having lunch
12:30 - 2:00 pm
Park walk
2:00 - 4:00 pm
Reading
4:00 - 7:00 pm
Watching TV
7:00 - 7:30 pm
Dinner
7:30 - 9:30 pm
Revisions
9:30 pm
Going to bed



	Example 2
· Theme:
In the shop
· Description:
Learners discuss and compile a shopping list for their party.


	Christmas Party

Shopping List

Chips
4 packets

Fruit juice
30 packets

Sandwiches
30

Sausages
4 cans

Apple pies
10

Candies
3 packets

Raisins
4 boxes

Apples
30




	Example 3
· Theme:
In the library
· Description:
Learners discuss and compile a set of rules to be followed in the library.


	Library Rules
1. Keep quiet.

2. Don't eat or drink.

3. Don't tear the books.

4. Keep the place clean.
Thank you!




	Example 4
· Theme:
Seasons
· Description:
Learners design a decorative poster to express their feelings about the seasons they like. They can paste photographs or draw pictures onto the poster. 


	Summer is …

(Photo/Drawing)(Photo/Drawing)

hot!       
    beautiful.

(Photo/Drawing)(Photo/Drawing)

full of fun.     a long holiday!

the season I like!




	Example 5
· Theme: Love for Nature
· Description: Learners gather information to describe their favourite animals and display their finished work on a notice board.

	Giant Panda
（Paste a Photo Here）
Habitat: Sichuan Province, China
Favorite Food: Bamboo 
Giant Pandas are good mothers. They take good care of their babies. 
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