2-4 lessons                                                                                                           Grades K-2


ABC in Word

Language Arts   

Word Processing

Objective:  

Students will be able to create a word-processed document with letters of the alphabet.  Students will format the letters using options from the “toolbar”.
Model Academic Standards:

Language Arts 

C.4.2 Listen to and comprehend oral communications.

E.4.1 Use computers to acquire, organize, analyze, and communicate information. 

Technology 

B.4.6
Follow a set of instructions to produce a product using appropriate tools and materials.

Assessment:  Student-created word-processed document

Word Processor Skills Level 1:

1. New, Save, Exit and Open files

2. Insert Text using letters

3. Use the arrow keys to move the cursor 

4. Use the Enter Key to skip to the next line and leave blank lines

5. Use Shift Key for upper case letters

6. Use Backspace & Delete key to erase letters, spaces & Enter

7. Use Spacebar to insert spaces between letters

8. Use the Toolbar to change the Size & Color of Text 

Word Processor Skills Level 2:

9. Change the Style of text using Bold, Underline and Italic
10. Change the Style using different Fonts

Word Processor Skills Level 3:

11. Experiment with the use of Word Art

Preparation & Procedures

ABC in Word

Preparation:  

1. Decide where students will save and what to name their file.

2. Show students the sample ‘ABC’ document.

3. Be prepared to demonstrate (several times) all the skills necessary. 

* You may wish to practice this project a few times without saving.

Procedures:
1.  Open a new Word document.  

2.  Demonstrate typing and erasing using Backspace.
3.  Demonstrate changing the font size using the tool bar as follows:

- Locate the font size box on the tool bar - tell your students to look for the 

number 12.  Click on the “down arrow” next to the 12, then have students move 

down to 36 with their down arrow or with the mouse.  Point at 36, then click.

4.  Have students change the font size to 36 and then type their first name.  Remind    

students to erase mistakes using Backspace and to change the color for each letter.
5.  Demonstrate Saving with a “unique” name.  (Discuss “unique name”)

- Click File, Save As, and provide a filename such as ‘abc cindy’. Click Save
· Tip – always have K-2 students save after just a little work – you will need to help many of them the first time they save.  Don’t wait to save!

6.  Exit & Open (time permitting practice the Save, Exit & Open sequence 2-3 times).
7.  Demonstrate moving the cursor to the right of their name.

8.  Demonstrate the use of the Backspace key vs. Delete button for erasing.

9.  Demonstrate pressing the Enter Key to skip to the next line (be sure to

demonstrate the use of the Backspace key to “undo” the Enter Key).

10.  Review changing the Size of the font to 36.

11.  Demonstrate using the Shift Key to type an upper and lower case letter for the 

first few letters of the Alphabet.  Use the space bar to leave a space between each 

set of letters.  For example, ‘Aa Bb Cc’.
· Tip - if possible, have an example of the alphabet around the room or on the chalkboard in upper & lower case letters.

· Tip - for Kindergarten students have some fun and sing the alphabet slowly while kids point to the letters on the keyboard.

12.  Demonstrate changing the Color - click the mouse so the cursor is between 

upper and lower case letters.  To change the color of the font click the down arrow next to the icon on the toolbar that has an ‘A’ with a colored line under it.  Click on a chosen color and the font will automatically change to that color. Do this with each set of letters choosing a different color for each set.  You will need to use some colors 2 times.  Note - another option is for students to change the colors each time as they type the next letter in the alphabet
Activities for Accelerated Students
· Accelerated students may try level 2 & 3 (see sample) when they have finished Level 1.  They may also practice typing other words they know.

Instructor Rubric

ABC in Word 

Student Name: _________________________________________________________

Project Requirements:

___ 1. Typed letters of the alphabet in proper sequence

___ 2. Followed the instructor’s instructions

Comments:

Technology Requirements:

Level 1:  
___ 1. Typed first name at the top of page using size 36
___ 2. Pressed Enter key two times to leave one blank line

___ 3. Saved file as directed by teacher

 

___ 4. Typed upper & lower case for each letter in the alphabet

 

___ 5. Used only one space between each set of letters

 

___ 6. Changed colors of letters 

Level 2:

___ 7. Typed first name using a different color for each letter

 

___ 8. Changed the Font size to be 24

 

___ 9. Typed middle name and changed to Italic

 

___ 10. Typed last name and changed to Bold & Underline 

Level 3:

___ 11. Wrote First Name in Word Art using 1 – 3 different styles
Comments:

Student Sample

ABC in Word

Level 1 Instructions: 

1.  Change the font size to 36, type your first name using a different color for each letter in your name, then press the Enter key 2 times.

Alyssa 

2.  Change the font size to 36, type an Upper and Lower case for each letter putting one space between each pair of letters, then press Enter key 2 times.

 Aa Bb Cc Dd Ee Ff Gg Hh Ii Jj Kk Ll Mm Nn Oo Pp Qq Rr Ss Tt Uu Vv Ww Xx Yy Zz 

3.  Change the color of each pair of letters (you may use some colors 2 times).


Level 2 Instructions: 

1.  Change the font size to 24, then follow the instructions for your first, middle and last names:

Alyssa (use a different color for each letter of your first name)

Jordan (use Italic for your Middle Name)
Rose (use Bold & Underline for your Last Name)

Level 3 Instructions:  Write your name in Word Art 3 different ways.








Type your first name here
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