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Key Question: What tools will help me word process a document?

What changes can I
make to the font?

Question Vocabulary to Use Information which will help me CanI...?
Where should my keyboard Menu bar type with two
han’d‘s be to type ona pU.nCtU.ation. 1-2 Summer 2 Year B KEY Computing - Word Processing - Ward Table Tools handS?
key board? S y mbo ls Insert Design Layout References Mailings Review View Design Layout
How can I Cf’"eCtlU shift Key correctly punctuate
punctuate different space Bar Font Options sentences with full
types of sentences .

, return Key : .. stops, capital letters,
using a keyboard? Twinkl -|12 -|A A Aa- 4 :
. cursor question marks and
How can I edit the text k pad : al l i k
I have already mt?use/trac pa B I U ~abex, x [~ A-~ exc amatlpn marRrs
written? edit - . when typing?
When are undo and undo
redo he[pfu[ tools? redo . . edit text without
select File Menu Keyboard Skills deleting
format unnecessarily?
font
How can I format text | font size use undo and redo
by selecting it? font colour tools when editing a
bold document?
underline
italics select text in order

to format it?

make changes to the
font within a
document?




