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How can I use word processing tools effectively? 

1. To know what a word processing tool is for 

2. To know how to add and edit images 

3. To know how to change the look of text 

within a document.  

4. To know how to use tables within word 

5. To know what templates are and how to 

use them 

6. To consider page layout – headings and 

columns etc.  

Information Technology 

Subject specific language needed to access 

this unit 

Bulleted lists, caps lock, captions, copy and paste, 

copyright, creative commons, cursor, document, 

font, hyperlink, merge cells, formatting, page 

orientation, text wrapping, word art 

Computing Intent  

Through this unit we at St. George’s we want all Year 5 children to develop their 

understanding of how to use word processing tools. They should be able edit a 

document to fit a desired purpose. The children will able to add images and draw 

on prior knowledge to cite them appropriately. They will be able to use tables to 

present information and begin using templates to suit a particular purpose.   

Through high quality teaching and learning all pupils will secure this 

core knowledge for teaching and learning in this unit. 

Enrichment 

Opportunity 

(optional) 

 

Links to learning  

EYFS –  

Yr 1 – Use of a writing template 

Yr 2 – Presenting ideas in different styles 

LKS2 – Developing typing efficiency 

UPKS2 – Creating and presenting an information text.  


