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Overview

The Toolbar

Digital Writing
‘We can use digital devices to help us to_write.
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The toolbar is the set of icons and buttons that are at the top of the page in a word
processor. Below are some of the most common tools.

T T -The programs that we do this on are called word These tools can change the text. Clicking on this icon allows you
processors. Examples of word processors include X hes th u to change the size of the text.
Microsoft Word and Google Docs. . The B makes the text Bold. After pressing the icon, you will
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Once upan a ime there was an old man who ived by himsel ..When we use word [JI’UCE‘SSUTS, we can use a ThE IWfitES thE textin !tﬂ“{:s, seea [|St Gf numberﬁ. The |arger
One day, he woke up to find that the weather was very cold thE number Selected thE b' er
I ——— keyboard and a mouse to enter and remove text. , » o4
;na‘kr:\i:yme_\;aunszr‘toslaym s ut ke et e had to y ThE U un lines the text. Jour text will be.
Buster waited by the door petently whist he old man had “AMe can alSD Change the IODh of the text b}l’ changing c] h h . [l Cl h his 1 h
his breakfast. He walted patiently whilst the old man brushed
h'\steelh‘Hta\sowaittedZJIWenll:;whi\:tttheo\dmanpuwn thingE ||hE thE f':"ﬂt Elnd thE size. Ic 1ng on this icon allows Ic Ing on this icon UPEHS the
— N _ _ you to change the font (style) text colour tool. It allows you
: FmaHy,rhen\dmanwasreadytngu‘HeputBusteromah‘q ] 'ertlng d]g]tal[}' has the‘ benE‘ﬁ:t that it [5 neat and Berlin Sans FE s Df the‘ tEKt Mﬂst Wﬂrd & - to Chan e thE‘ CO|DL|I‘ Df thE
B u tidy, and it can be easily edited. :
processors have many styles to text. There are often many
choose from colours to choose from.
Using a Keyboard When we want to save our writing, we should click on this icon. The first time that

-A Reyboard is an input device that lets a person enter letters, numbers and symbols.

-Most keyboards are laid out in the same way. This is often called the QWERTY layout.
-The buttons on a keyboard are called Reys.

-You can choose where to write by moving the cursor (the arrow) over the page. When you
click a flashing line will appear. This is the text cursor. It allows you to type in letters.

we save, we need to choose a file name and a location (folder) to save itin.

Making Careful Choices
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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).

Important Vocabulary
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