Year 4 knowledge organiser computing – word processing 
      
	[image: C:\Users\amy.thorne.SCH2106.000\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\FD2E8DE6.tmp]The main and key skill is to become efficient at typing. Here are a few links to take you to some different games to practise. 
https://www.dancemattypingguide.com/ 
https://www.speedtypingonline.com/games/type-the-alphabet.php 
https://www.ducksters.com/games/typingtest.php 
	[image: ]Inserting a table
We are building on from the skills we learnt in year 3. To make an effective word document there are many different things you can insert. Firstly, we will start with a table. Once you have chosen the size of your table there are many different options when you select the design tab. [image: ]
	[image: ]Inserting and formatting shapes
Finding and inserting different shapes is the easy part. To build on this from year 3, you will be learning to format them to fit in different ways in your document. When you select the format icon there are many different settings to explore.  [image: ]

	[image: ]Insert arrows and text boxes

OR EVEN THE STYLE
You can change the colour and size 
A text box allows you to add a box of text anywhere on your page. 

	Check your spelling and grammar
[bookmark: _GoBack]Finally- all good pieces of work have corrected spellings and grammar. 
You will learn to use the tools available to help you check
[image: C:\Users\amy.thorne.SCH2106.000\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\CEEDAB57.tmp]
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