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

Unit 2: Saving and Retrieving Files
Unit description:
· This unit uses an activity to familiarise pupils with the following techniques:
· Saving a new file on the Desktop
· Retrieving a file on the Desktop
· The layout and functions of the keyboard
· Inputting text using the keyboard or handwriting recognition devices
· This activity can be used by itself in a computer lesson or in a lesson on healthy living.
Example of an activity:
· Theme: Healthy living
· Procedures:
1. The teacher explains how to launch MS Word and create a new document. Pupils are then asked to click “New” and enter their name in the newly created document. (To use a handwriting recognition device, click the language icon on the taskbar and then click “Show the Language Bar”. After selecting a Chinese input method (e.g. Cangjie), click the Options icon in the bottom-right corner ([image: image1.png]EETI T a



) and select “IME pad”. Finally, click “IME pad” on the Language Bar.)
2. The teacher directs pupils to a website with a body shape calculator (URL: http://exerciserx.cheu.gov.hk/tc/index.asp?MenuID=16), where they enter their height and weight and then press “Complete BMI” (see image below).
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Am | overweight?

Body Mass Index (BMI)is the most commonly used method to assess whether an
adultis underweight or overweight. Want to check if your weight is within the normal
range? Simply fil in the information below and we will do the calculation and provide

some useful recommendations for you! '

“The following BMI calculator and weight classification are intended for use by Asian adults.

Please enter your.
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3. Pupils highlight the results, right-click on it and select “copy”. Then in MS Word click “paste” to copy the results into the document for later reference and discussion. The document should look like this:
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Weight classification

Undenweight

Our recommendations

Your current BHI falls within the range of underweight. Underweight s associated with health risks such as poor immune
function and osteoporosis. Hence, you are advised to increase total caloric intake and follow the recommendations of the
Food Guide Pyramid by consuming a variety of nutrients from different food groups. Stop immediately if you are on any.
‘special diet or programme for weight loss. Please consult 3 dietitian for your specific nutritional needs and seek medical
advice i you lose weight unintentionally or progressively.




4. The teacher explains how to save a file and guides pupils to click “Save”, select the Desktop, then give the file a name (e.g. “Chan Tai Man”） and save it. Finally, close the file. 
5. Pupils may exchange their files through email and save each other’s weight report to the Desktop. Click “open” (e.g. “Wong Siu Ming”) to read each other’s weight report.

6. After closing the file, pupils can discuss in groups about their eating habits and come to a conclusion.
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