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Task 1 Adding and formatting text 

1.  Open a new Word / Text document 

2. Title: Burns Night 

TEXT: It is Burns Night next Wednesday 25th January.  Robert Burns was born in 

Alloway, Ayrshire on 25 January, 1759 to poor tenant farmers, and was the oldest of 

seven. Burns Night is a joyful and uniquely Scottish annual event that marries 

literary appreciation of the Bard’s life and work with a jolly dinner party 

atmosphere.  Are you going to have some Haggis? 

3. Try out some of the formatting on 

your word document  

4.  Save you document   

5. Minimise your document 

 
Task 2 Using a memory stick 

1. Insert the USB memory stick 

Remember the fatter part of the memory stick should be 

at the bottom 

2. Wait while it loads - You may get a window that pops up 

on your computer screen.  

3. If you get the pop up box do click open folder to view 

files, otherwise  click the  

 

4. Look for a folder called “Burns Night”, double left click to open the folder. In this 

folder are some images to do with Burns Night. You are going to copy these files to 

your laptop.  

There are lots of different ways to do this 3 options are shown below! 

 Left Click on the file you want to copy then CTRL C 

 Go to your computer class folder on your laptop, Paste the image, CTRL V. 
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OR  

o Right click on the file you want to copy, select COPY   

o Go to your computer class folder on your laptop, Right click 

anywhere in the folder, select PASTE 

OR  

 Look at the toolbar for the icon “Copy to”  

 Left click the icon, you will then get a list 

of folders to choose from  

 Choose your computer class folder 

 
When you have finished with the memory stick Right 
click on the icon and chose EJECT (it is ok to just 
remove the memory stick too!) 
 
 

Task 3 Inserting and Formatting Images 

1. Go back to your Word document by clicking on the at the very bottom of 

your screen 

2. Insert one of the images you have saved today into your word document 

3. Left Click on the Insert TAB, 

Picture, From File, 

4. One LEFT Click to select an image from your computer class folder 

5. Click INSERT 

6. REPEAT with another image if you want to!  

Extra skills – do you remember how to add borders? 

Click on the picture then click on the 

Picture tools / Format tool bar 
 

7. Save the File by clicking on the SAVE tool  
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Task 2 Using File Explorer 

Look for an icon similar to those shown and click on it to open 

This is where all your files are saved. They can be organised by creating more folders. 

You have many options depending the age of your laptop and the software included 

 

 


