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Which Program? Activity -Teacher’s Notes
If pupils are not advised which program to use when producing work they often end up choosing the program they are most comfortable using which may not be the most appropriate for the information they want to present.  So the situation can arise where pupils use PowerPoint to complete every task they are given!
The Presentation chart (02WhichProgramHandout.doc) covers the four main programs which pupils may be expected to use and lists their main features, from this pupils should be able to work which is the most appropriate program to use for whatever task they are given.

The worksheet (01WhichProgramActivity.doc) gives examples of the types of work pupils may be given.  Pupils then decide which would be the best program to use and give the reasons for their choice.

The answers are in order: Word, PowerPoint, Publisher and Excel with pupils giving suitable reasons.

Teachers could also produce their own questions when doing project work which involves pupils using a range of programs to check that pupils do know which programs they should be using.

Useful Resources for Using Office Programs

You may wish to provide your pupils guidance in using the programs – see below for a range of resources: 

Microsoft Word Tutorial

http://www.bcschools.net/staff/WordHelp.htm
http://www.edselect.com/tutorial.htm  - scroll down to programs many links to on-line tutorials

http://teach.fcps.net/talk/index2.asp?nav=clg   - look under software application - examples of how each Microsoft application could be used in the classroom

Help from Microsoft's own web site:

http://office.microsoft.com/en-gb/default.aspx
How to use Microsoft applications
http://www.internet4classrooms.com/on-line.htm 
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