
Vocabulary
Consistent Something that is the 

same throughout.

Shadow A tool that gives text a 
shadow effect.

Word Art Bubble writing style 
text, often used in 
posters. 

Align The way that 
something is positions 
or organised. 

Justify An alignment tool that 
distributes your text 
evenly between the 
margins. 

Format Painter A tool that copies text 
formatting and lets 
you apply it to 
another piece of text 
so that formatting is 
consistent.
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Skills that I am going to learn. 

Using Format Painter

Highlight text 
formatting you want to 
copy. 

Click on Format Painter.

The format painter
cursor will appear. 

Now highlight the text 
you want to apply the 
text formatting to. 

The text formatting 
changes.

Why are we learning this? Why is this 
important?

To understand how to create a 
consistent design throughout a 
document.

Consistent documents look 
more professional.

Know about Consistent Design.

I can create a document with a 
consistent design.

Know how to use the Format 
Painter.

I can create consistent style using 
the format painter. 

Know how to give text a shadow. 

I can use the shadow tool.

Shadow
No Shadow

Know how to use Word Art. 

I can insert and edit Word Art.

Know how to align text.

I use Left, Centre, Right and 
Justify alignment tools. 

Know how to change border style. 

I can change border styles on 
images and text boxes.



Vocabulary
Reliable Something that can be 

trusted.

Fake News False story that 
appears to be news.

Blog A website where 
anyone can add 
information and may 
be less reliable. 

Search 
Operator

Words that can be used 
to improve your search 
results. 

‘AND’ Search operator to 
include 2 keywords.

‘OR’ Search operator which 
includes one or both 
keywords.

‘ – ‘ Search operator used 
to exclude a keyword 
from search results.
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Skills that I am going to learn. 

How to use search operators.

Why are we learning this? Why is this important?

Search operators help find 
information online.

To help speed up research 
online.

Know about  reliability. 

I understand that some 
websites can be trusted more 

than others.

Know about fake news

I understand that not all 
information online is true.

Know which websites I can trust.

I can recognise websties I 
know I can trust. 

Know how to use ‘AND’ search 
operator.

I can use ‘AND’ to search for 
two keywords.

Know how to use ‘OR’ search 
operator.

I can use ‘OR’ to search for 
least one of your keywords. 

Know how to use ‘ - ’ search 
operator.

I can use ‘ – ‘ to exclude a 
keyword when searching.

Both cat and dog 
appear in each of the 
results.

Results now only 
include one of the 
words. Either cat or 
dog.

Results now all include 
the word cat but do not 
include dog.


