Your name, page 5

Hi and welcome to the third session of 

Making Friends with your computer

In the first session you learnt loads of useful things:  

· how to move about from one page to the next;

· how to use the main punctuation keys; 

· how to rub out mistakes backwards and forwards;

· how to undo changes you didn’t mean to make.

This week you’re going to both the mouse and the keyboard to find out

· several ways to select letters, words and whole lines;

· how to ‘format’ text to change the way that selected words look. 

Before you go on to explore some other things this little box of tricks can do, how about a little practice? The next two pages go over some of those points. 

Press the PgDn key to move to the next page.

A reminder about week 2

To move the insertion point, move the pointer with the mouse and click once on the left-hand mouse button. When you’ve got the blinking point to where you want, start typing!

You could practise typing here: (
· To get a capital letter, hold down the Shift key while you type the letter you want with the other hand;

· To put a space between words, tap the space bar (it’s the long, thin key just under the N and B keys).

Correcting mistakes couldn’t be easier. You rub out backwards by moving the insertion point to just after the mistake and then using the Backspace key. You can also rub out forwards by using the Del key (it’s next to the arrow keys). 

Here’s a bit to practise on.

( See ifyou can can put inspaces and rubout the the extra words and      spaces in this sentence.
Press the PgDn key to move to the next page.

You’re looking good

Now we’re going to change the way that words look on the page. This is useful when you want to emphasise something, for example in the phrase: “Lord give me patience. And I want it now!” Here’s the sentence again for you to practise with. 
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“Lord give me patience. And I want it now!”
To make the word ‘now’ bold in the blue sentence, you’ll need to move the pointer until

the tip of the arrow is anywhere on the word you want to change, then click the mouse button. This will move the blinking point on to the word ‘now’..




TIP

Then move the pointer up to the B  button (it’s on one of the ‘toolbars’). Click on it once and the word ‘now’ should become bold. 

So that’s how to make things bold. Are you getting bolder too?

When you’re ready, tap on the PgDn key to move on. 

There are other ways of emphasising words. For example, in a phrase such as, 

Are you getting bolder? the word ‘you’ is in italic type. 

 Let’s try it. Here’s the phrase again. 

Are you getting bolder?

To make the word ‘you’ italics, move the pointer until its tip is anywhere on the word ‘you’ and click the mouse button to move the blinking point. Then move the pointer up and click once on the I  button at the top of the screen. The word ‘you’ should become italic. Neat eh?








TIP

To practise making words bold and italic, why 

    

  See if you can copy this sentence on the next line.  

Start here  (   
When you’re ready, tap on the PgDn key to move on. 

The final formatting button that you will want to use in your work is the underlining button. To underline something you first need to move the pointer until its tip is anywhere on the word you want to underline, and click the mouse button to move the blinking point. Then move the pointer up and click once on the U button at the top of the screen. 

Try to underline this word, then this one and finally this one. 

Bold, italic and underlined?

Here’s that practice sentence again, with some underlined words added.

      See if you can copy this short sentence accurately on the next line.  

(   
      And how about this one?

(
TIP

When you’re ready, tap on the PgDn key to move on. 

Mouse clicking

If you want to change the way that a whole line or paragraph looks, you’ll need to get a bit more control over your mouse. Let’s play a bit more with the left-hand mouse button because it’s actually very useful...even a teeny bit clever.

· A single click on the left-hand button should move the insertion point to where the pointer is.

like this
· A double-click on the left-hand button should select a word. It’ll look 

which you can than emphasise (by clicking on the toolbar buttons). 

· A triple click on the left-hand button should select a whole paragraph!

· A single click on the left-hand button while holding down the Control key should select a whole sentence.

Practise those types of clicks: twice here (for a word) and three times here(for a paragraph). Now move the insertion point to here, then hold down the left-hand mouse button and drag the pointer to here. That’s called ‘click and drag’.

You should see a whole line of type being selected as the pointer moves. To ‘switch off’ the highlighting just click once on the left-hand button again. Now you’re making progress! 

When you’re done, tap on the PgDn key to move on.

The centre of attention

So far you have changed the way words look by making them bold, italic, and underlined.  How about putting them in the centre of the page, like the title above?

It’s not at all difficult. First you need to type your name on the next line.

(   

Then you need to select it. (You can use the Shift + arrow keys or triple click with the mouse button.) 
Finally move the pointer to the top of the page and point to the box with long and short  lines without clicking. You may see the word ‘centre’ appear – so click once to centre your name. (To ‘switch off’ the black box around your name, move the pointer to an ordinary bit of text (like here) and click once.) 

TIP

When you’ve done that, try clicking on the other boxes to either side of the Centre box to see what effect that has. 

When you’re done, tap on the PgDn key to move on. 

Making a big heading

To make your heading even more important, you can make the words bigger. 
As before, you start by selecting the words you want to change. 
TIP


First select these words 

Then click on the small triangle just to the left of the B on the toolbar.

From the list that appears, select a different number and see what happens! 

Alternatively, hold down the Control key and tap the key marked with a ] (it’s just below the backspace key). The highlighted words should get bigger. Keep tapping to go on increasing the size or tap the key marked with a [ to make them smaller and smaller. 

Let’s take a shortcut. You don’t need to highlight a single word if that’s all you’re going to change. Just move the blinking point to that word and make it bigger (or bold or centred). The highlighting is useful when you’re going to change several words at once.

When you’re done, tap on the PgDn key to move on. 

That’s it for this session. 

If you want to practise your new skills, why not write a few lines about how you’re feeling today. Was it harder than last time? How did you find using the mouse? Did you go back to what you did the week before? And can you remember how to print this out? (Here’s a clue: the Control key is involved again.)

(
Thanks for being such a good learner. 

Come back and make friends again soon. 
“Toolbars? What are they?” Ask if you don’t know! 
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Click here!








�PAGE \# "'Page: '#'�'"  ��Don’t forget you can move the blinking point by using the arrow keys if you prefer.


�PAGE \# "'Page: '#'�'"  ��The three buttons for Bold, Italic and Underlined are all together, at the top of the screen. 


�PAGE \# "'Page: '#'�'"  �� This is very tricky! First type the phrase. Then select a word. Finally press and hold on the small triangle to the right of the highlighter pen… if you can see it! Ask if you can’t.


�PAGE \# "'Page: '#'�'"  ��Lots of the toolbar buttons will ‘tell you’ what they do. Try holding the pointer over each in turn to see a helpful label – like this one!


�PAGE \# "'Page: '#'�'"  ��You can use the Shift + arrow keys or a triple click with the mouse button.
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