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

Unit 4: Completing Forms
Unit description:
· This unit requires pupils to complete forms. Each of the eight examples below covers the following learning objectives:
· Getting to know the keyboard layout and functions
· Inputting text using the keyboard or handwriting recognition devices
· Retrieving files
· Making deletions / insertions

· Centering content
· Previewing before printing / printing
· Undoing / redoing changes
· The teacher may design other activities to familiarise pupils with the objectives listed above. Before using an example from this unit, the teacher should copy the files for the selected example to the pupils’ desktop.
· These activities can be used during different lessons. For example:
	
	Theme
	Example of activities
	File name

	Chinese
	Going on a trip
	Making an itinerary
	Cpicnic

	
	School life
	Making a thank you card for a teacher
	Ccard

	English
	A birthday party
	Completing an invitation card
	Eparty

	
	Introducing myself
	Filling in a form to introduce oneself
	Emyself

	
	In the school
	Completing a thank you card
	Ecard

	
	In the library
	Writing a book report
	Ebook

	Others
	The joys of reading
	Writing a book report
	Obook

	
	Introducing myself
	Filling in personal particulars
	Omyself


· This unit takes making an “itinerary” as an example to illustrate in detail 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: Going on a trip
· Procedures:
1. The teacher may use this activity at an appropriate point in a lesson about travelling. Pretend the class is planning an outing. Pupils will discuss in groups about the food and games to prepare.
2. Pupils open the file “itinerary”:
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Itinerary

Date:  October 7

Time: 10 a.m. to 4 p.m.

Venue: Pak Tam Chung
Country Park, Sai Kung

Food:

Games:






File name: Cpicnic 

3. Pupilss reset the headings and type out the outcome of their discussion. The finished work will then be passed to the teacher or distributed to the class.
The finished work should look like this and should be done as follows:
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Itinerary

Date:  October 7
Time: 10 a.m. to 4 p.m.
Venue: Pak Tam Chung
Country Park, Sai Kung
Food: Chicken wings,
sausages, Crisps
Games: Hiking, hide-and-seck,
flying kites




	Steps
Heading
1. Highlight the heading and click the “Center” button.
Body
2. Use the mouse to move the cursor to “Food:”, then type the food items to be prepared.
3. Use the mouse to move the cursor to “Games:”, then type the names of the games. 
Printing
4. Click the File tab and then click the Print tab to preview the print out, making sure the layout is correct. 
5. Click the “Print” button to print the itinerary.



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: School life
· Description:
Pupils write thank you cards
 


to teachers they respect to show 


their gratitude.
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File name: Ccard


Example 2
	· Theme:
A birthday party
· Description: 
Each pupil complete invitation card to invite a friend to his/her birthday party.
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Dear Amy,

Please come to my
birthday party.
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File Name: Eparty


Example 3
	· Theme:
Introducing myself
· Description:
Each pupil fills in a form and then put it up on the board to introduce himself/herself.

	[image: image5.png]Name : John Chan
Age: 8

My favourite colour : red
My favourite food : ice-cream,

chicken wings,
salad
My hobbies : reading,
swimming,
singing





File Name: Emyself


Example 4
	· Theme:
In the school
· Description:
Each pupil completes a thank you card and gives it to his/her teacher.
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File Name: ECard


Example 5
	· Theme:
In the library
· Description:
Pupils writes a book report and posts it on the board to share his/her reading experience. 
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File Name: Ebook


Example 6
	· Theme:
The joys of reading
· Description:
Each pupil writes a book report and posts it on the board to share his or her thoughts.
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Book Report

Title: School life
Author: Chan Chi Ming

‘What this book is about: Interesting
things that happened in the school

Reasons why I like this book: The

stories are interesting and the

characters are fun.





File name: Obook


Example 7
	· Theme:
Introducing myself
· Description:
Each pupil fills in a profile 


and puts it up on the board so 

that they can get to know 


each other better. 
	
[image: image9.png]Name: Chan Chi Ming
Age: 8

Gender: Male

Colours I like: White
People I like: Mom

Food I like: Chicken wings,

mangoes, sushi,
spaghetti
My hobbies: Singing, drawing,
swimming, table
tennis





File name: Omyself


Unit 4 — Completing Forms

4.1

_1479905378

_1479906733

_1480840826

_1479905858

_1479904643

