Type capital letters using Caps Lock
button

T can identifiy the toolbar iny Microsoft
Select o word: by double-clicking

M‘ P . I.ll ‘*
EYES - N and R i
Barefoot Hagley
Narigate the, home page of anv iPad.
Lock arv iPad.
Find, different; apps onv arv iPad.
Y
Teachy Computing Hagley
Technology unit Use o mouse to- operv a program onv the: computer (Microsofts
Word & Google, Chrome efc).
Use o mouse to- operv a prograrm Recognise keys on o keyboard,
Click: and: drag, to- make: objects onv a Type words using the keyboard:
Seresry move Use the arrow keys to- move the cursor
Tg)pemg/r\am@on/a/compkm Delete, ina the k‘@é’
Save my work to-a fle Use:Letter, number, ands space keys
Open my work from a file Type cap ing Caps Lock
Use/th@am\owk@g&tomoveth@m C the/(ﬁonb
underline
Writing Unit -
OPEI\/MLU‘OSO@&/WOPdA Sd@cb@word;bydoubl&di@king/
Identify and find keys onv a keyboard, dragging.
Eni‘ﬂ\ff/xi?mi:oa/cor‘np&dﬂm SGM@WWON@JCOOJOM@
Use letter, number, and space keys
Use backspace to- remove tend




e Select all, of the text by clicking and,
dragging
e Change the fonk

-
N

Teach Compuh'ng;umbs«

Hagley

Identify where the different; punctuation marks and; symbols (£,
& . . 2, L+ =) are on the keyboard:

Use shifty buttors to type @ questions mark and, arv excclamation
mark:

Use the shift, button to- make o capital letter.

Change the colour of choser font.

Highlight your font, i diferent colours

Change font size.

Insert arv image; using the insert tab, onto @ word,
document/PowerPoint, from, clipart or from, the internet. Children
are not to and the intemet.
Change the ‘wrap text” seftings to- square to- make the image
easier to- mose,

Insert, shapes onto o document.

Trsert o tend boo

Explore using transitions and, animations on PowerPoint.
Operv work fromv o file created, by the teachenr:

—<
(O8]

Teach Computing/ Units

Hagley

Use copy ands paste functions to- copy and, paste texd, and images.
Tdentifyy when to use the, lefts or right, part of the mouse.
Combine text, and; image o o document, to- share ideas and
learning

Edib teat confidently

Dermnshﬂb@howfomanipulairyan&edibmmwg@omadbgiiab
denice (Make it smaller, bigger; rotate it etc.)

Uses shorteut Ctel B, Ctrl U and, Ctrl T to change the, tead:.
Use/em,se/all/(ﬁowmﬁmgzbuttomundﬂ\hmtab




Change the positioning of tent onv Microsoft or similar software.
Change,design o word, document or ppt using desigry tab.
Send, images forwards or backwards using layoub tabs

Sawe, works to- my individual, area or pupil share and, gine your
work anv appropriate name so- thab you can find: i easily.

—<

~

I can define the termy ‘page ortentation
I can paste text; and, images

I can make changes to content after I've
added, &

TeaduCompuh’ng;umbs« Haglﬂd;
Desktop Publishing Use bullet points to- present, ideas.
Useﬂw@mueaseanddwwmdmbsettmg& bullet
° Icamdwang@aﬁor\tsbgle, size, ands colours i OCO(\W
for @ giner Usedwang@ca@e;seﬁlng&undmhom&fabandcon&d@nw}ug
o T caredibtent

you might: change cases ete.

Use o header or a footer on Microsoft Word,

Change margins orv document,

Tnsert o table to o word, document.

Excplore hows youw canv edibs o table: biy using, ‘table design’ and,
Use shorteut Ctrly C, Ctrb V and, CtrlX to- cony, paste and, cub text
from Microsoft, word, or- PowerPoints

Use the thesaurus feature to- find synonyme to improwe their
work,

Use spell, checker to rensiem- and, edits my work:

<

]

Teachs Compuh'ng;un.ii’&

Hagley

Use keyboard, shorteuts Ctrl & S (to- save o document), Ctrl, & F
(opens search box) and, Ctrl & Z (undo- the, Lash action).

Use, Ctrd + K to- add, a link to your works

Use symbols o, (, ), %, $ and " irv your works

Embed, o video onto PowerPoint.

Add, @ hyperlink onto the PowerPoint; presentations thab takes
you to & trushiworthy webpage

Use tool option on Google images to-filter search, (eig. medium,
images are normally better quality)

Explain whiy organising the, works yow sare on o digital desice s
important and, hows to- create folders.

Rewsiem: and, edit my own, works based, o feedback, from, others.




Year 6
Touchs typing Skills??
b@://www.bb&o&uk/b&e&m/@g@;Q@q'@/wﬁdes/'zﬁoé’[v&

Teachy Computing unite Hagley,

e Use Flag butbons alb and shift to- scroll throughy tabs on windows

o Apply the skills previously learnt and, create their own,
presentation using app/scffware of their choice using o range of
different; Medias (Nob Microsoft )

e Recognise the importance of Google

*  Type using the corect technique (No- expectations for- prior year
groups to- type with good technique).

¢ Improve your touch tiype accuracy.

o Present their ideas to the rest of the class,

o Tdentifiy whab the different, F buttons do-on o keyboard.

Year 5 - How do yow embed: o video into-
ppt?

[.  Click or insert
Click on video
Click on online filmy

_ Click to add title
COP'H’ and, Paste the YowT ube - Ciick to add subritle

webpage link, into- the boox, press
enter- and, your- video will be

5. Sometimes ib wills asks you for an embech codes - ot thes URL links To-do-this you need: to-right clicks ony thes video
andh then press copy embed, codes Please sees image below

oo

Click ta add notes

Presentationl

s
© on Animations  Slide Show  Review  View

. <
Listen to my newest music @ S i ]

Enter the URL for the online video:

q s, fixesz  Tour use of online videos is subject to each provider's Terms of Use and Privacy Policy.

Learn more cancel (NN

= Loop

GD Copy video URL

{ Copydebuginfo 1o g e ) Biies Weonmens [EH 32 @ 8 - s e @

(@ Troubleshoot playback issue

@ stats for nerds


https://www.bbc.co.uk/bitesize/topics/zf2f9j6/articles/z3c6tfr

Year 6 - Pr‘esmfai‘iomappsd\ildmcamuse
Below are; o range of apps yow carv use with childrer for them to- be able to- present; their ideas.
—Ph@zb-h_ﬁ%://w‘éoom

-Animoto - httpsi//animoto.com (video/presentation maker) -Keynote (Apple: Software)

-PowerPoint, (Microsoft) -Nearpod,

-Sway (Microsoft) -Google Slides (Google)
-Excplain Everything Whiteboard,

What are the function keys?

brand, of laptop and what other buttons yow press along-side with it Belows s a list of how yow can use F keys when

e Fl - Opens help menw i Chrome and Microsoft

e F2 - In Microsoft Windows, renames o highlighted icon file, orLolderir all: versions of Windows.

° F3—Opm&aﬁndaﬁeohuewFu§Fomand/Chwonswchmwmdow&explm

o Ctl & F4 - closes the oper window ortab i the active window i Microsoft, Windows.

e Alb& F& - closes the program window currently actisme ins Microsoft, Windows.

o F5 - reloads the wehpage you are on or opens ‘Find and, Replace’ on MS wond,

e F5 - sharts slide show fromy firsh slides orv PowerPoint '

e [6 - Move the cursor to the address bar iry Internet ) 0 B0E00000
Excplorer, Mozilla, Firefox, and, most other Internet HiNaENNaEan|

bX\OVWSEJ‘Sz. Z) [ 'c‘ VA 69 W W <’; G
° F7—MSoa%wpx09ﬁam&Lbl&a/spdband/9W [ 1 HEEE

checker
e Shift & F7 - opens thesaurus orv o highlighted, word,
o F9 - Refresh document iy Microsoft, Wonrd.
e FIO - I most Microsoft Windows programs, by default, FIO activates the menw bar

e Shift & FIO - is the same as right-clicking o highlighted, icony file, or Internets link:
° FII—EWWWMWW&WIWW



https://prezi.com/
https://animoto.com/
https://www.computerhope.com/jargon/r/rename.htm
https://www.computerhope.com/jargon/i/icon.htm
https://www.computerhope.com/jargon/f/file.htm
https://www.computerhope.com/jargon/f/folder.htm
https://www.computerhope.com/jargon/t/tab.htm
https://www.computerhope.com/jargon/w/window.htm
https://www.computerhope.com/jargon/a/addrebar.htm
https://www.computerhope.com/software/ie.htm
https://www.computerhope.com/software/ie.htm
https://www.computerhope.com/software/firefox.htm
https://www.computerhope.com/jargon/r/refresh.htm
https://www.computerhope.com/jargon/m/microsoft-word.htm
https://www.computerhope.com/jargon/m/menubar.htm
https://www.computerhope.com/jargon/r/righclic.htm
https://www.computerhope.com/jargon/f/fullscre.htm
https://www.computerhope.com/jargon/b/browser.htm

