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Word Skill Lessons 1, 2 & 3 
Language Arts 

Word Processing 
 
Objective:   

Students will demonstrate proficiency in beginning word processing by typing 
numbers, letters, and words using upper and lower case letters and using the space bar 
and Enter key.  Students may also practice opening, exiting and saving files. 

  
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:  Word-processed final Skill Lessons 
 
Word Processor Skills: 

1.  Open, New, Save, and Exit files 
2.  Caps Lock key for making upper case letters (Lesson 1) 
3.  Shift Key to make upper and lower case letters (Lessons 2 & 3) 
4.  Back Space to erase mistakes 
5.  Space Bar to put spaces between letters 
6.  Enter to skip to the next line. 
7.  Change Font Size 
8.  Change Font Color 
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Preparation & Procedures 
Word Skill Lessons 

 
Preparation:   

1. Hand out the example form and discuss with students. 
2. Review the skills necessary for each lesson. 
3. Decide if and where students will save and what filename to use. 

 
Procedures:  

1.  Open a new Word document.  Click File, Save As, and provide a filename.  
2.  Ask students to type exactly what they see on the sample. 

 
Skill Lesson 1: These are things to demonstrate to the seated class near 1 computer 

1.  Show them the Font Size number box on the toolbar.  Have them click on the   
     down arrow to the right of the number, find the number ‘24’ and click on it.  
2.  Help them find & press Caps Lock key.  Press several times turning the light  
      on and off. 
3.  Tell students to press the Enter key 2 times after their name, then after the    
     numbers, then after the alphabet.  This leaves one blank line between sections. 
4.  Show them the Space Bar and tell them that they need to press it once for every 

space that they need between letters or words. 
5.  Demonstrate the use of the “eraser key” – back space or back arrow – practice 

typing the numbers, make a mistake, then erase mistake and continue 
 
Skill Lesson 2: 

1.  Show them the Font Size number box on the toolbar.  Have them click on the   
     down arrow to the right of the number, find the number ‘18’ and click on it.  
2.  Tell students to press the Enter key 2 times after their name, then after the 

numbers, then after the alphabet. 
3.  Show them the Shift key and tell them to press and hold it before typing a capital 

letter and let go of it to type lower case letters. Remind them to use the Space Bar. 
 
Skill Lesson 3: 

1.  Show them the Font Size number box on the toolbar. Have them click on the   
     down arrow to the right of the number, find the number ‘18’ and click on it.  
2.  Tell students to press the Enter key 2 times after their name, then after the 

numbers, then after the alphabet. 
3.  Show them the Shift key and tell them to press and hold it before typing a capital 

letter and let go of it to type lower case letters. Remind them to use the Space Bar 
4.  Change the Font Color on the “days of the week” words. Show them how to hold 

down the left mouse button and drag it across a word to highlight it. Go to the 
letter ‘A’ with a thick line under it on the toolbar. Click the down arrow next to it 
and click a color. 
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Handout  
Word Skill Lessons 

 

Skill Lesson 1 
 
Teacher Instructions: 
 
1.  Fold this paper on the dotted line and place on top of the keyboard of each student 
2.  Help students change the font size to 24.  Show them the Font Size number box on the   
     toolbar.  Have them click on the down arrow to the right of the number, find the  
     number ‘24’ and click on it. Help them find & press Caps Lock key 
3.  Tell students to press the “Enter” key 2 times after their name, then after the numbers,  
     then after the alphabet   
4.  Show them the Space Bar and tell them that they need to press it once for every space   
     that they need 
5.  Demonstrate the use of the “eraser key” – back space or back arrow – practice typing 

the numbers, make a mistake, then erase mistake and continue.  Allow students to 
erase at the end of the class by holding down the backspace key. 

 

……………………………………………… 
 

First Name 
 
1 2 3 4 5 6 7 8 9 
 
A B C D E F G H I J K L M N O P Q R S T 
U V W X Y Z 
 
MOM 
DAD 
LOVE 
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Handout 
Word Skill Lessons 

 

Skill Lesson 2 
 
Teacher Instructions: 
 
1.  Fold this paper on the dotted line and place on top of the keyboard of each student 
2.  Help students change the font size to 18.  See instructions on Skill Lesson 1 
3.  Tell students to press the Enter key 2 times after their name, then after the numbers,     
     then after the alphabet 
4.  Show them the Shift key and tell them to press and hold it before typing a capital letter  
     and let go of it to type lower case letters.  Remind them to use the Space Bar 

……………………………………………… 
 
First Name 
 
1 2 3 4 5 6 7 8 9 10 11 12 
 
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 
 
Mom 
Dad 
Love 
Peace 
Cat 
Dog 
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Handout  
Word Skill Lessons 

Skill Lesson 3 
Teacher Instructions: 
 
1.  Fold this paper on the dotted line and place on top of the keyboard of each student 
2.  Help students change the font size to 14.  See directions in Skill Lesson 1 
3.  Tell students to press the Enter key 2 times after their name, then after the numbers,  
     then after the alphabet 
4.  Show them the Shift key and tell them to press and hold it before typing a capital letter  
     and let go of it to type lower case letters.  Remind them to use the Space Bar 
5.  Show them how to hold down the mouse button to highlight a word.  Go to the letter  
     ‘A’ with a thick line under it on the toolbar.  Click the down arrow next to it and click     
     a color 

……………………………………………… 
Your Name 
 
AaAa BbBb CcCc DdDd EeEe FfFf GgGg HhHh IiIi JjJj KkKk LlLl 
MmMm NnNn OoOo PpPp QqQq RrRr SsSs TtTt UuUu VvVv WwWw 
XxXx YyYy ZzZz 
 
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 
29 30 31 32 33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 48 49 50 
 
Mom 
Dad 
Love 
Peace 
Cat 
Dog 
Christ 
 
Sunday 
Monday 
Tuesday 
Wednesday 
Thursday 
Friday 
Saturday 
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 Instructor Rubric 
Word Skill Lessons 

 
 
Student Name:___________________________________________________ 

 

Project Requirements: 

 

___ 1. Followed the teacher’s directions 

 

___ 2. Followed rules for using the computer 

 
Technology Requirements: 

 

___ 1.  Completed Skill Lesson 1 

 

___ 2.  Completed Skill Lesson 2 

 

___ 3.  Completed Skill Lesson 3 

 

Comments: 

 

 
 
 
 


