C3e.  Edit an Existing Document – Delete Text


To learn how to delete text from a document.

Lesson duration:

15 minutes

Pre-Instruction:

Instructor must be sure that the learner has successfully created and saved a simple document while completing Technology Level B.

Familiarity with the delete function.

Prepare text to be used for demonstration during the presentation/procedure session (see quote in presentation/procedure section of lesson plan).

Make copies of Worksheet #1 – “Create a Simple Text Document” (quotations) from Lesson B3. 

Materials Needed:

Computer for each learner.

Floppy/Diskette.

Copy of a document with sample text.

Copies of Lesson B3 Worksheet #1 – “Create a Simple Text Document”.

Learning Objective:

The learner will be able to correctly delete text from the document.

Presentation/Procedure:

· Ask a learner to demonstrate how to copy and paste text to a different location in a document.

· Ask another learner to demonstrate how to cut and paste text to a different location in a document.

· Explain to learners that text can be deleted in the document.  

· Explain that you can delete a word, a sentence, a paragraph, or an entire document.

· Explain that you use the same beginning procedure as you did when either copying or cutting text.  You left click on the mouse and drag over the text you no longer want in the document. 

· Explain that for this exercise we will delete the words “Keep going” from the quote. 

· Demonstrate selecting and highlighting the text you intend to delete. 

· Select “keep going”.


Don’t give up.  Keep going.  There is always a chance that you will stumble onto something terrific.  I have never heard of anyone stumbling over anything while he was sitting down.  Ann Landers.

· Press the delete key.
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· Show learners that the words “Keep going” have been deleted from the document.

· After the delete function has been completed, the document will look like the example below.

Don’t give up. There is always a chance that you will stumble onto something terrific.  I have never heard of anyone stumbling over anything while he was sitting down.  Ann Landers.

· Explain that the delete key can also be used to delete characters one at a time starting to the right of the cursor on the screen.

· Demonstrate by moving the cursor to another location in the text and delete one or two of the characters or words.

Practice:

· Have learners type two or three quotes from Worksheet #1 (Lesson B3). 

· Have them practice deleting characters using the delete key.

· Have learners highlight two or three words, then press the delete key.

· Once the entire quote is deleted, have learners re-type the quote and continue practice.

Evaluation:

Have each learner open a document created in Technology Level B.  Tell him/her to delete a portion of the text within the document without the instructor’s help. 

Closure:

Review the procedure for deleting text within a document and discuss observations made during the evaluations.

Vocabulary
(See Glossary for definitions)

delete, select/highlight

Resources:

Teknimedia Corporation  PC 140-Editing Text.  Bethesda:  Teknimedia Computer Literacy Series, 2000-2001.  www.teknimedia.com

Microsoft Word Tutorial.  Retrieved Nov. 19, 2002, from BayCon Group:  http://www.baycongroup.con/wlesson0.htm

Instructor Comments:

This is a relatively easy concept to understand.  The learners should catch on to this quickly without too much confusion.  There are only two steps for completing this function.

Instructor Reflections:

I used the quote to teach this lesson.  It would be a good idea to use a longer document.  Deleting a larger body of material from a document would probably make a bigger impact on the learners.  

