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Touch Typing (2Type, Google Docs / Microsoft Word)



Intent

This unit of work uses Microsoft Word, Google Docs and 2Type (which can be found 
within the Tools area of Purple Mash) and is designed to help the children learn the 
basics of quick and efficient typing.

Typing, as with handwriting, needs regular practice and although the unit will give the 
children a basic understanding, regular and consistent practice is needed over the next 
few years to ensure typing skills develop.

As with handwriting, some children will find learning to type easier than others. For 
this reason, you may need to adapt the pace of the lessons.



Lesson 1:  L.Q. What is the correct way to type the home, top and bottom row keys?



Lesson 2:  L.Q. How efficiently can I type punctuation and symbols? (shift key)



Lesson 3:  L.Q. What is text case and how can it be edited?



Lesson 4:  L.Q. What is text alignment and when/how can it be used?



Lesson 5:  L.Q. Which keyboard shortcuts using the <ctrl> key do you find the most helpful? Why?


