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LO: | om learning to use caps
lacl/ shilFt For coapital letters.

Make a new line by pressing

enter/ return. | can use FFull
stops and commas In my fyping. |

coan cut, copy, paste shortcuts

to duplicate and organise text.




Watch this introduction to Google Docs, it will
}wpgﬂuwﬁﬂwmm%uuwm,prmm
today s lesson.

GOOGLE DOCS

ror KIDS

Episode 1:

WHAT IS IT?

Whilst you are watching the wvideo: Create .a list

of things you con do using this w.ord
processing sofiware.


https://www.youtube.com/watch?v=478TDzL1b3E
https://www.youtube.com/watch?v=478TDzL1b3E
https://www.youtube.com/watch?v=478TDzL1b3E

Ln todays lesson you will be learning how to:

| am learning to
use cap
lock/shift for
capital letters.

| am learning to
make a new
line by pressing
enter/return.

| am learning to
use Full Stops
and comma In

my typing.

| am learning to
use cut, copy,
paste shortcuts
to duplicate and
organise text.




Lets get started by .opening Google Docs.

Google

Q. Search Google or type a URL

G ]

Google YouTube Add shortcut

~ . (11]
Gmail Images i

Start a new spreadsheet

Z Customize

Attendance

Account

Classroom

Contacts

Grade book

To-do list

2020 Calendar

L
W

Template gallery

2019 Calendar




When youw have your Goo Docs open, you
nzedigo,giwz}y,oxﬁﬂ,d,ouunzﬁltzawnzm 7

E Untitled document

File Edit View Insert Format Ip# Add-ons Help

»  Arial

v 1
v

é

Headings that you add to the document
will appear here.

Click on the

“untitled
document” and
type your name.




So If | am learning
about animals and | call
my document ‘houses'’
would that be okay?




call my document
‘animals' would that be
okay




[ am learning to on a Ilha“ EIHSE
laptop | compuler g

Aimmiﬂfawmg;ufzéeda Capital Letter. To do
this you...

|) Press the CAPS LOCK hutton to turn capital letters .on.

2) Type spour letter.
3) Press the CAPS LOCK hutton to turn capital letters .off



I learning to |
C}ﬁgm B.o.ok e Ilha“ge Iase

Howenver, on .a Chrome
hook is slightly different.
ﬁﬁhﬂm twrn all the

s to Capital Letters.




[ .am learning to Ilhange Base

You can also uwse the SHIFT KEY. This should bhe used if you do
not want to write lots of capital Letters. Lts wseful when you
are writing words that only need a capital letter .at the start -

Like aypour name!

At the start of syour sentence you need .a Capital Letter.

|) Press .and hold the SHIFT hutton to turn capital letters .on.

2) T spouur letter.
3) Lﬁn,g,o of the SHIFT hutton to turn capital letters off




I .am learning to e
![a [ - nter‘

— A .

When you want to start .a new aph you use the
ENTE%UM@W line. S 7

Discuss what happens.



[ .am learning to add a AN 44
full stop AL COomuma Imman BN

Find the full stop .and the .comma .on youwr keyboard. T.
,a,rzw,t{to zampoﬂw! 7 hey
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[ .am learning to nighlight text to cut, co
and paste smu) W.OrR. T}wsp,mlzg,ms{g,oumnmﬁi

MO WOLR around without re- it!

B - O . Document? - Word £ ) -

File Home rsert Design Layout References Maifings Review View ' Sign i

AaBbCcDc AaBbCcDe AaBhH( AaBb(c aBbi AaBbCchu

-« A T A C - : 3 = , ' - S e
» NOrma O Opac. g ) e 1 YUDRR] ut ’ cmphasis
N Format Panter

ipboard

| need to highlight my work to copy and pastel




Using the right hutton
O MoK mouse/pad,
right click.

| need to highlight my work to copy and paste

N

s Cu
2
4y [Paste

Adjyst List Indents...

iE Decrease Indent

t®  Increase Indent
Font
Paragraph...

Bullets




You need to .mownve

oS CArsor dow.n

il 5h > W W

im M im
i = (-1

pecresie iIndent

jrur e e Dnvdent

Repeat Text FiIll Eftect

OffTice Clipboard...
Faste

Paste Special...

: a B
» e |3 I

7 |
Al A

Paste Options:

= S| A

Paste Special...

Set Default Paste...

A




U/.s,e ygour sentence to practise
nighlighting, copying .and cutting.

First, use a capital letter.

First, use a capital letter. First, use a capital letter.
|

COPY

PASTE
e You should have tw.o identical sentences



N.ow se uwsing the CUIT .and
PASTE .option.

Cirtex Add-ons Help Last edit was seconds ago
Qtrls

Arial B 7 U A & o

Ctri+«C
1 — ' 2 4 5 6 7

- AT
l-’\ft‘V

Ch Paste without formatting Ctri+Shift+V

Delete

Explore First, use a capita Ctri+Alt+Shift+

Define 'First, use a capita.. Ctri+Shift+Y

(2] Comment CtrisAlteM

Suggest edits
B save to Keep
GO Link
Change page to landscape

Select all matching text

Update ‘Normal text’ 1o match

" Clear formatting FirSt, use a Capital Ietter.

cur

PASTE.



| .am learning to format text wsing
Aifferent colours, {s,uze/s uﬁﬁ fonts.

Can you worr out what the different functions mean?

First, use a capital letter.




Ch,a,n,gz ,the font. A font is .how aour




Lhink .about when iyou would use a
larger font in your writing.







Using Bold, Léalic and underline
emphasise ygour text. -




Choose a pi of writing from the EW’ lessons
and type 41 up. ,wsj:,n,g G,o,o,g{z Do.cs .or Microsoft
Word.

Make sure you.

\/In,du,dz,ahﬂz,and?mdgdmgu
v Use Capi [ etters (tr ' CAPS LOCK .and the Shift
fjju,tal A ALSING Nif.

v Use full stops.
v Practise using the cut, copy and paste functions.
v Format syour work using a different font, font size and

color.



Heres an example of a poem about

o using the srills youve heen
mﬁ‘éf}iby this lesson! 7

Mailings Review View ¢ Tell me what you want to do..

AaBbCcDd AaBbCcDd AgBbC¢ AaBbCcL AaB AaBbCcD AaBbCcDd AaBht
T Normal | TNo Spac... Heading1 Heading 2 Title Subtitle  Subtle Em... Emph

Styles

1809010001100 1200 2130

_t_e__S_,_ajfet Poem

You’'ve got to
keep your password

close to your chest.

It’s personal and just for

vou, not for people you

have never met.




Finally, share your w.orkR with your

thiterose scratch M gmail

Attendance Spreadsheet - Lackd X | o Meeting Information - Zoom X B Google Docs for Kids - Episode 7 X E First, use a capital letter - Google X T Times Tables Rock Stars: Play X | +

< C O #@ docs.google.com/document/d/1NjMkjxUcQFG5IENnQIZPWgzaMy08mrXISgXXpylWwTIM/edit L) * ) o :

55 Apps fislive.net bookmarks  #f4  Fairisle Junior Scho... Attendance Spread.. BB timer m 5IMS Engagement o Zoom Travel Tracker : Twinkl @ CPOMS (& whiterose scratch M gmail Other bookmarks

9 Share with people and groups
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