
  Create a new document: 
enter text, delete, save, save 
as

  Use basic edit features such 
as: cut, copy, paste

  Identify features such as: tool 
bar, menus, icons, cursor

  Apply basic formatting 
including: font, font size, font 
style, colour, align text

  Use dictionary including  
spell check

Paper Introductory  =  Year 2
Paper A  =  Year 3
Paper B  =  Year 4
Paper C  =  Year 5
Paper D  =  Year 6



  Use Find and Replace

  Justify text

  Import and paste images

  Create and format  
simple tables

  Use toolbars
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   Create and format more 
complex tables

  Use tabs, line spacing

  Create and use hyperlinks



  Recognise and use outlines, 
style sheets

 Insert images into tables

 Apply animation to text

 Use track changes

 Use insert references


