ICT Worksheet

Sequential Instructions


When creating a list of instructions it is very important that you follow these simple rules:

· Make the instructions clear

· Give the instructions in the correct order

· Don’t assume anything – explain every stage

Here is an example of how to shut down your computer:

1. Save any open work by holding down the ‘Alt’ button on your keyboard and pressing the letter ‘S’

2. Close any open documents or programs by clicking the button with the ‘X’ in it at the top-right corner of each window using your mouse

3. Using your mouse, click on the ‘Start’ button at the bottom-right corner of your screen

4. Click on the option, which says ‘Shutdown’

5. A small box should appear asking you if you are sure. Click on the button, which says ‘Ok’

6. Your computer will now shutdown and switch off

Create your own lists of carefully created instructions detailing every stage you need to go through to complete each of the following tasks:

1. Saving a document in ‘Microsoft Word’

2. Opening the Internet and going to the BBC website

3. Highlighting a sentence and turning it bold

4. Using ‘Google’ to search for skateboarding sites

5. Making a copy of a file

6. Renaming a file or folder

7. Minimizing a window, and then restoring it to full screen

8. Inserting a picture into a document

9. Highlighting a whole document and fully justifying it
10. Printing a document three times

11. Changing the paper to landscape from portrait

12. Playing a presentation in PowerPoint
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