
Presentation Skills: Folders
Aim: Success Criteria: Resources:
Use technology safely and respectfully.

Children will revise skills from previous 
unit and learn to create folders.

I can use basic computer skills.

I can use folder.

       

I can switch on, checking the monitor first.

I can log on and log off.

I can manipulate windows.

I can shut down.

I can create a folder.

I can save a file in my folder.

Lesson Pack.

Desktop computers or laptops.

Key/New Words: Preparation:
System unit, monitor, switch, shut down, 
log on, log off, windows, folder, new 
folder.

Children have own folders in home folder.

An application for children to launch and 
save a file.

Prior Learning: It will be helpful if children can switch on and shut down computer, log on/log off and manipulate windows.

Taskit
Splitit: Open 2 windows or applications and place side by side.

Challengeit: Use the Challenge Cards for extension activities.

Learning Sequence

Getting Started: Children switch on, log on and launch an application. How many ways can they think of 
launching an application?

Can you remember how to..? Ask some children to demonstrate any of the following skills:
• Minimize and restore windows
• Resize and move windows
• Go to their folder
• Save work into their folder
• Open work from their folder

Splitting Windows/Creating New Folders: Show the children 2 extra skills:
• How to split 2 windows across the desktop (drag to the right/ left centre of screen or <windows> + 

left/right arrow keys)
• How to create folders

Side by Side (2 possible slides provided): 
Side by Side A: Ask the children to load a picture from the network or the Internet and a graphics 
application and to have both windows side by side on the screen. Children look at the image and copy it 
in the graphics application. 
Side by Side B: Ask the children to load an Internet browser and navigate to a particular web page, 
and a word processor, and to have both windows side by side on the screen. Give them a question to 
research and ask them to write a sentence in the word processor answering the questions. Ask the 
children to save their picture or writing into their folder, or into a folder you want them to create.

What is a presentation? Ask the children if they know what a presentation is. (They may have heard the 
particular versions of presentations like PowerPoint.)
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Avery Template: Name Badge Label, 8 per sheet | Compatible Products:15395, 25395, 42395, 45395, 48395, 5395, 8395, 88395, 85395.
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