
Everyday Computing  
Learn About: 
 

 Know the importance of Health and Safety whilst using a computer  
 Use the keyboard and mouse (different types)  
 Create a Word document  
 Cut, copy and paste in a Word document  
 Edit a Word document  
 Create a letter  
 Explore UJM and other websites  
 Create an email message  
 Send an email message with an attachment (eg CV)  
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