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Core Skills Analysis

Ict

The 14-year-old student learned how to create and edit documents using Microsoft Word,
showcasing proficiency in basic word processing skills.
They demonstrated an understanding of formatting tools such as font styles, sizes, and colors,
enhancing the visual appeal of their documents.
The student utilized features like spell check and grammar check to improve the accuracy of
their written work, highlighting attention to detail.
Through the activity, they explored functions like inserting images, tables, and headers,
indicating a grasp of multimedia integration within documents.

Tips

To further enhance skills in using word documents, encourage the student to experiment with
advanced formatting options like page layouts, themes, and styles. Additionally, they can practice
collaboration by sharing and editing documents with peers, fostering teamwork and communication
skills. Exploring mail merge for personalized communication and mastering keyboard shortcuts can
also streamline document creation processes and boost efficiency. Lastly, introducing the concept of
document security and version control will instill good habits for safeguarding important information.

Book Recommendations

Word for Teens: A Beginner's Guide to Microsoft Word by Sarah Fiverr: This book provides step-
by-step instructions and exercises tailored for young learners to master the fundamentals of
Microsoft Word.
Digital Literacy for Kids: Word Wizard by Emily Bytes: An engaging workbook that teaches
children essential word processing skills through fun activities and practical examples.
Tech Savvy Teens: Word Processing Edition by Jason Tech: Designed for tech-savvy teenagers,
this book offers in-depth tips and tricks for maximizing productivity using word processing
software.
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