B3.  Create a Simple Text Document


To create a simple text document. 

Lesson Duration: 

45 min. – 1 hour for each worksheet or document (depending on speed of typing).

Pre-Instruction:

Teach this lesson in conjunction with lessons B2 (Open a Word Processing Program),  B5 (Save a Document), B6 (View a Document Before Printing), B7 (Print a Document from the File Menu), and B8 (Close a Document).

Be familiar with computer keyboard.

Locate detached keyboard or picture of one. 

Decide what documents learners will create and make copies (Worksheet #s 1-3 : “Create a Simple Text Document”, “Creating a Simple Text Document – Good Computer Habits”, and “Editing Mistakes”, or other documents of your choice).

Make copies of hand-out, “Using Shift, Arrow Keys, etc.” (optional)

Materials Needed:

Computer for each learner

Detached keyboard (or picture of one)

Handout (Using Shift, Arrow Keys, etc) (optional)

Overhead or LCD Projector (optional)

Copies of worksheets or documents learners will create

Learning Objective: 

Learner will create a simple text document using the following keys: shift, spacebar, arrow keys, backspace and delete.
Presentation/Procedure: 

· Using demo keyboard or picture of a keyboard, point out each key as you discuss it.  (As an option you can display a copy of the Handout – Using Shift, Arrow, Backspace, Spacebar and Delete Keys on an overhead or LCD projector).

· Shift key – makes letters capitals; point out that there are two – one on each side of the keyboard; the shift key must be held down while striking the other key. Explain the difference between the shift key and the Caps Lock key which makes all the letters capital.  

· Spacebar – the spacebar is used to make spaces between words or move the cursor horizontally.  

· Backspace – is used to erase or move the cursor backwards (to the left). 

· Arrow keys – are used to move the cursor around within the text (words).  Explain that you can correct mistakes in the middle of a word or line without having to erase the whole word or line. To demonstrate the use of the arrow keys, you can create text quickly by typing “gobbledygook” – hitting whatever keys your fingers find – and use arrows to move the cursor within the text.

· Delete – the delete key erases words or letters by moving to the right. It can also erase words or blocks of text that have been highlighted (clicking and dragging the mouse over the words).

Practice:

· Have the learners open Microsoft Word.  Have them locate the keys on their own keyboard and practice typing a couple letters using the key as you talk through each of the keys a second time (i.e. capitalize a letter; type a couple letters or words and move the cursor using the arrow keys, etc.).

· After you have talked through the basics as the learners practice on their keyboards, give the learners series of different documents (Worksheet #s 1-3 or document of your choice).  

· The learners will then practice with a series of different documents.  You can use the suggested documents listed here or any other document you wish.  Most learners will need to create several documents in order to master these competencies. 

· Suggested documents (See supplemental worksheets for directions)

· Worksheet #1 – Creating a Simple Text Document (quotations)

· Worksheet #2 – Good Computer Habits

· Worksheet #3 – Editing Mistakes

· The possibilities for documents are endless.  Here are some more ideas:

· Write a story (or other assignment) in class and then type it into the computer.

· Copy a paragraph from a textbook or novel.

· Write a letter.

· Clip-art stories – Learners choose a clip art picture, paste it onto their page (with instructor’s help) and then write a story about it.  This can be done ahead of time by copying the clip art onto a handout or transparency.

Evaluation: 

Have each learner create a document using the shift, arrow, backspace, delete, and spacebar keys without the instructor’s help or use of handouts. 

Closure:

Review the different keys the learners used to create a document and discuss observations made while observing the learners creating the documents.
Vocabulary:

(See Glossary for definitions) 

shift, arrow keys, backspace, spacebar, delete,  keys, keyboard, document, text 

Resources:

For more quotations: http://creativequotations.com/ 

Teknimedia Corporation.  PC-100 – Mouse, (Lessons 12 – 15); PC 140, (Lessons 54 & 55) Bethesda:  Teknimedia Computer Literacy Series, 2000-2001  www.teknimedia.com
Instructor Comments:

· For each document created have the learners view it, print it and save it.  (See Lessons B5, B6 & B7).  They will also have to practice opening and closing documents (Lessons B2 & B8). 

· Some learners have a difficult time composing at the computer; others simply type very slowly.  For these learners writing their assignments ahead of time or having something to copy is very helpful. 

· For lower level ESL learners keep the documents short and simple.  Native English speakers may need something more challenging.

· Editing Mistakes Worksheet:  I had a hard time convincing the learners I wanted them to type in the mistakes.  It’s not important that they have the same mistakes as on the worksheet, only that they have some.  The other problem I had was people typing the correct sentences rather than going back and editing the wrong ones.  Once they figured it out, it was good practice.  It’s important to make it clear that we are practicing correcting mistakes.  If you have slow typers the instructor can type the sentences and then have the student go back and correct them.  This worksheet is designed so that faster typers can do the whole thing while slower typers may only do one or two sections.
· If a learner is having difficulty during the practice session, you can provide a copy of the Handout – “Using Shift, Arrow, Backspace, Spacebar and Delete Keys” for additional assistance.  However, the use of the handout is not a substitute for instructor-led delivery and monitoring of learner skill attainment.

Instructor Reflections: 

