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
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