
Information Technology: Word Processing
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Year 2

Formatting Text ToolsOverview

Software we can use to create charts

Word Processing software usually lets 
you: 
* enter and edit text 
* format text and fonts 
* save  
* print                              
* cut, copy and paste            
* check your spelling

word processing    text     font    edit     format     cut     copy     paste

Fonts
A font is a group of letters, 
numbers and characters 
which all look similar. 
Different fonts have 
difierent names.

Useful Shortcuts

bold italic underline colour spelling 

copy paste save print cut 

- you can change the way your writing looks 
- you can check if your spelling is correct
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This follows on from Information Technology: Word Processing (Year 1)


