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Creating Media Writing 
Big ideas: technology can be used to create, edit and manipulate text. 
 
1. What programs do you use to type 
on a computer? 

2. Do you need to delete all your work, if you make a 
mistake? 

3. What do you need to do before you can change 
your font? 

Vocabulary Overview 
Word Processing – refers to the act of 
using a computer to create, edit, save 
and print documents. In order to 
perform word processing, specialized 
software 
Text – data in the form of words or 
alphabetic characters. 
Font – an assortment or set of type or 
characters all of one style and 
sometimes one size. 
Keyboard – a panel of keys that 
operate a computer. 
Text Cursor – The text cursor is a 
vertical line (|). 
Enter – a key on a computer keyboard 
which is used to perform various 
functions, such as executing a 
command or selecting options on a 
menu. 
Spacebar – a long key on a typewriter 
or computer keyboard for making a 
space between words. 
Toolbar – a strip of icons that can be 
clicked to perform certain functions. 
Font – a collection of characters with a 
similar design 
Icon - a widely known symbols 
 
 

Digital Writing 
We can use digital devices to help us to write. 
The programs that we do this on are called word processors. Examples of 
word processors include Microsoft Word and Google Docs. 
When we use word processors, we can use a keyboard and a mouse to enter 
and remove text. 
We can also change the look of the text by changing things like the font and 
the size.  
Writing digitally has the benefit that it is neat and tidy, and it can be easily 
edited. 
 
Key Skills – Using a Keyboard 
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We are learning to: 

To use a computer to write 
I can open a word processor 
I can recognise keys on a 
keyboard 
I can identify and find keys on 
a keyboard 

To add and remove 
text on a computer 
I can enter text into a 
computer 
I can use letter, 
number, and Space 
keys 
I can use Backspace 
to remove text 

To identify that the look of 
text can be changed on a 
computer 
I can type capital letters 
I can explain what the keys 
that I have already learnt 
about do 
I can identify the toolbar and 
use bold, italic, and 
underline 

To make careful 
choices when 
changing text 
I can select a word 
by double-clicking  
I can select all of 
the text by clicking 
and dragging 
I can change the 
font 

To explain why I 
used the tools that I 
chose 
I can say what tool I 
used to change the 
text 
I can decide if my 
changes have 
improved my writing 
I can use ‘Undo’ to 
remove changes 

To compare typing 
on a computer to 
writing on paper 
I can make changes 
to text on a computer 
I can explain the 
differences between 
typing and writing 
I can say why I prefer 
typing or writing 

The Tool Bar 

 
 

 
 
 
 
The undo tool reverses 
the last thing that you 

did. If you make a 
mistake, the undo tool 
can help you to get it 
back to how it was. 

The redo button 
re-does something that 

you have undone! 
 

Hand writing or 
Digital writing? 
Hand writing is often 
seen as more 
personal. For many 
people, it is a bit 
quicker than typing. 
Digital writing is often 
neat, tidy and easy to 
read. It can be more 
easily edited 
(changed). 

 


