Prerequisite
1. If you haven’t already got a folder called Year 8 ICT create one!
2. Inside of the folder called Year 8 ICT Create a new folder called Lesson 4
3. You should save all work from this lesson into Lesson 4
Tasks: (no more than 30 seconds each!)
1. Launch Microsoft Word from the start menu
2. Open the document Lesson 4 - Heathfield
3. On line 1 Highlight the first H
4. On line 1 highlight the word Heathfield
5. On line 2 highlight the whole first line
6. Starting with line 2 highlight the first sentence
7. Starting with line 2 highlight the first paragraph
8. Highlight all the text in the document.
9. In the title over-type the word College with School
10. On the first line edit the word Moonkton to read Monkton
11. In the 4th paragraph beginning “The Tacchi-Morris…” copy the words Tacchi-Morris so that it appears as a title before the 4th paragraph.
12. Move the paragraph beginning “In September 2012…” so that it is before the title Facilities
13. Delete the paragraph beginning “The space…”
14. Click undo
15. Click redo
16. Add bold to the main title
17. Change the main title font colour to green
18. Increase the main title font size to 32
19. Add underline and italics to the sub-titles
20. Apply sentence case to the paragraph beginning “A new sand-based…”
21. Apply automatic hyphenation to the whole document
22. Copy the title from the top of the document “Heathfield community school” to a new blank document, then move the text from the paragraph beginning “Café Paramo…” to a new blank document. Save that document as café paramo and then close it.
23. [bookmark: _GoBack]Save and close both documents
24. Open a new blank document 
25. Write the formula for water (use subscript for the 2)
26. On a new line write the mathematical formula for working out a right-angled triangle’s hypotenuse. (use superscript for the 2)
27. Save the document as formulas and close the document



End of lesson skills audit:
At the end of today’s lesson my knowledge is:
	Skill
	Tick

	I can select character, word, line, sentence, paragraph, entire body text. 
	

	I can edit content by entering/removing characters and words within existing text, by over-typing to replace existing text. 
	

	I can copy text within a document and between open documents
	

	I can move text within a document and between open documents. 
	

	I can delete text. 
	

	I can use the undo, redo command. 
	

	I can apply text formatting: bold, italic, underline. 
	

	I can apply text formatting: subscript, superscript. 
	

	I can apply different colours to text. 
	

	I can apply case changes to text. 
	

	I can apply automatic hyphenation. 
	



