


Key Learning: Document creation and editing

1 What is a word processor? Learn what a word processor is and does and how to copy and paste 
text, using right mouse clicks plus keyboard shortcuts

2 Can I find and replace text? – Use the find and replace text feature in word to change and edit word 
documents.

3 Can I change the appearance of text? – Changing the size, font and colour and placement of text in 
word.

4 Can I add an image? – Add and edit images including size and orientation on the page.

5 Can I use bullet points in text? – Introduce bullet points 

6 Can I apply my word processing skills? Create a poster 
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