
Google Docs and Microsoft Word are
computer programmes used for Word
processing.
While using word processing programs, text
can be formatted and edited in a variety of
ways. 
Text can be made: 
• Bold 
• Italic
• Underlined
It is important to be able to go back and edit
a mistake while using word processing
programs. 
Words can be navigated back through using
the arrow keys on your keyboard. 
Once a mistake has been found, the
backspace or delete keys can be used to
remove a mistake and then correct it.
The shift key can be used to create
uppercase letters. To do this, the shift key is
held down while the letter wanted to be
upper-case is pressed.

become familiar with using a keyboard and mouse to
enter and remove text
consider how to change the look of the text. 
justify reasoning in making changes to text. 
explore the different buttons available on the
toolbar.
use toolbar buttons to change text. 
use the shift key to add capital letters to writing. 
begin to understand when it is best to change the
look of text  
Understand which tool will achieve the most
appropriate outcome. 
use a cursor to select text to enable them to make
more efficient changes 
explore the different fonts and colours available to
them in order to change the look of text. 

Enter
The enter key is used
to send the cursor to

the next line.
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the creation of typed
documents  on the computer
alphabetical and numerical keys in
the qwerty arrangement 

enables the user to select and
move objects. 
a horizontal bar on a keyboard that
produces a blank space rather than a
character.
a key on a computer keyboard used to
cause the carriage or cursor to move
backwards.
a visual indicator on a computer screen
that shows the current position for entering
or editiing text. 
Computer programmes used for word
processing. 
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Word Processing

Keyboard/Keys

Mouse

spacebar

backspace

Text cursor

 Microsoft
Word/Google Docs

U

Space bar
Include spaces in typed
words just as in writing

Undo the last
action you

performed in the
program.

https://www.google.com/search?safe=active&sca_esv=b27efcc42a522907&sca_upv=1&rlz=1CAXXPU_enGB1084&q=cursor&si=ACC90nwzNcbSj6HKgPz_Y9fzn5jc62BnHBwQXMW7mo7GbjDYjyhdEBhOtPDNl5AXP0VQ97oACSn_IxPf47iVhSTzn-rZVbHKWA%3D%3D&expnd=1&sa=X&sqi=2&pjf=1&ved=2ahUKEwikwuaVxP2FAxUMV0EAHedJAqEQyecJegQIPxAP
https://www.google.com/search?safe=active&sca_esv=b27efcc42a522907&sca_upv=1&rlz=1CAXXPU_enGB1084&q=backwards&si=ACC90nytWkp8tIhRuqKAL6XWXX-NJytwPzXFJzxvYyUSZicWZNRhIHxBEceODfF2S8UI6NuFp4ftMioOXCLtepxMZGXlYcgFpC8qOffjMe16hFtcWAD1PE0%3D&expnd=1&sa=X&sqi=2&pjf=1&ved=2ahUKEwikwuaVxP2FAxUMV0EAHedJAqEQyecJegQIPxAQ

