
 

 

 

 

Devices used (circle): Ipad          Chromebook          Laptop Programme used (circle): Google Docs          Microsoft Word 

Word Processing 

Task Card 

Numbers 

 

Task Bar Tasks Menu Bar Tasks Other 
F

on
t 

T
ex

t 
co

lo
ur

 

F
on

t 
si

ze
 

U
nd

e
rl

in
e
 

A
li
gn

m
e
nt

 

B
ol

d
 

I
ta

li
c 

D
oc

um
e
nt

 n
am

e
 /

 O
pe

ni
ng

 d
oc

 

Pr
in

t 

U
nd

o 
&

 R
e
d
o 

I
ns

e
rt

 i
m

ag
e
 

Z
oo

m
 

H
ig

h
li
gh

t 

B
ul

le
te

d
 L

is
t 

N
um

b
e
re

d
 L

is
t 

M
e
nu

 –
 F

il
e
 -

 S
h
ar

in
g 

M
e
nu

 –
 F

il
e
 -

 E
m

ai
li
ng

 

M
e
nu

 –
 F

il
e
 -

 E
x
po

rt
in

g 

M
e
nu

 –
 E

d
it

 -
 C

ut
 

M
e
nu

 –
 E

d
it

 -
 P

as
te

 

M
e
nu

 –
 I

ns
e
rt

 -
 T

ab
le

s 

M
e
nu

 –
 I

ns
e
rt

 -
 F

oo
te

r 

M
e
nu

 –
 I

ns
e
rt

 -
 H

e
ad

e
r 

M
e
nu

 –
 I

ns
e
rt

 -
 I

m
ag

e
 

M
e
nu

 –
 F

or
m

at
 -

 I
m

ag
e
 

M
e
nu

 –
 F

or
m

at
 -

 S
pa

ci
ng

 

M
e
nu

 –
 F

or
m

at
 –

  
O

ri
e
nt

at
io

n 

    

Task Card 1                                
Task Card 2 (Rev)                                

Task Card 3                                
Task Card 4 (Rev)                                

Task Card 5                                
Task Card 6 (Rev)                                
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Task Card 8 (Rev)                                

Task Card 9                                
Task Card 10 (Rev)                                
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 NB That 2 consecutive task cards will always focus on the same skills as each other. This allows one task card to focus on new skills/knowledge, with 

the next task card then revising the same skills/knowledge from the first task card. The next 2 task cards will then have new skills added. 
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Devices used (circle): Ipad          Chromebook          Laptop Programme used (circle): Google Docs          Microsoft Word 
Tick or highlight the skills below associated with the Task Card completed. 
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