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	Word Processing
	Art and Design – paint.net
	Internet and Online Safety
	Scratch
	PowerPoint
	Scratch

	
	To save work click ‘file’ then ‘save as’
Files should be given sensible names so they are easy to find
Files can be saved in multiple places
To open a file, children can find where it is saved.
Wordart can be used to make words look exciting/important
Wording on the page can be changed in font, size and colour
To change sections of font they must be highlighted and then click ‘font’
Spell checker can be used to check spellings in text
1. A page border can be added in Word by Click on the Page Layout tab. On the Page Layout tab, select the Page Borders option. In the Borders and Shading window click the Page Border tab.
Cliparts can be inserted by clicking insert and then clipart
	To save work click ‘file’ then ‘save as’
Files should be given sensible names so they are easy to find
Files can be saved in multiple places
To open a file, children can find where it is saved.
An image can be inserted by clicking ‘layers’; imports layers.
An additional image can be pasted on the same layer (click on insert – image) or on a new layer as above. 
The size of an image can be adjusted using the corners of the picture box for effect.
The appearance of an image can be changed for effect using the hue and saturation tool: click adjustments – hue/saturation; adjust the sliders as necessary.
	Know that to keep themselves safe they must not give personal information on the internet
Name three adults that they trust to discuss e-safety concerns
Know that if they see something on the internet that they do not like (butterflies in tummy)  that they turn the screen off (close the lid of the laptop) and tell a trusted adult
Information can be found on the internet	
Specific searches can be created to narrow what is found (eg ‘ for kids)
Not all websites are appropriate
Information found on the internet can be used and displayed in word.

	To save work click ‘file’ then ‘save as’
Files should be given sensible names so they are easy to find
Files can be saved in multiple places
To open a file, children can find where it is saved.
Errors can be ‘debugged’ independently using resources available.
Code needs to be sequenced for it to work
Backgrounds can be created for a purpose by using the drawing tool in the background menu
‘Debug’ means to find own mistakes and rectify
‘Sequence’ means to put in an order
‘Decompose’ means to break down a program into its key parts.

	To save work click ‘file’ then ‘save as’
Files should be given sensible names so they are easy to find
Files can be saved in multiple places
Text can be added using a text box: this can be added by clicking ‘insert’ 
Text boxes can then be moved around and their size can be adjusted 
Cliparts can be inserted by clicking insert and then clipart 
Cliparts can be adjusted

	To save work click ‘file’ then ‘save as’
Files should be given sensible names so they are easy to find
Files can be saved in multiple places
To open a file, children can find where it is saved.
Errors can be ‘debugged’ independently using resources available.
Code needs to be sequenced for it to work
A sprite can have an accessory and its colour can be changed using the edit sprite menu
Multiple backgrounds can be created for a purpose by using the drawing tool in the background menu. 
Backgrounds can be programed to change between then by using the ‘click’ tool when in the background area.
‘Debug’ means to find own mistakes and rectify
‘Sequence’ means to put in an order
‘Program’ means information given to a computer





	4
	Searching on Internet and esafety
	Databases

	Scratch

	Publisher

	Scratch
(Primary Design in DT)
	Graph Drawing – Spreadsheets

	
	Know that to keep themselves safe they must not give personal information on the internet
Name three adults that they trust to discuss e-safety concerns
Know that if they see something on the internet that they do not like (butterflies in tummy) that they turn the screen off (close the lid of the laptop) and tell a trusted adult
Information can be found on the internet	
Specific searches can be created to narrow what is found (eg ‘ for kids)
Not all websites are appropriate
Information found on the internet can be used and displayed in word.
Not everyone is as they seem on the internet
The online charter is there to help them make good choices on the internet
We communicate with people in different ways
Private information should not be shared
Some internet sites are monitored but some aren’t
	A database Is made up of multiple pages
Each page on a database has the same field of information
A search tool can be used to find necessary information
A sort tool can be used to organise necessary information
Information can be added to create their own database information.
A database can be used to help answer specific questions.

	‘Debug’ means to find own mistakes and rectify
‘Sequence’ means to put in an order
‘Program’ means information given to a computer
Errors can be ‘debugged’ independently using resources available.
Code needs to be sequenced for it to work Multiple backgrounds can be created for a purpose by using the drawing tool in the background menu. 
Backgrounds can be programed to change between by touching a colour.
The ask block allows the user to type a question.
The ‘wait’ block allows the user time to respond
Forever blocks can be used to enable a sprite to be continually moving.
A sprite can make a noise in response to touching a colour using the ‘if’ block.

	The appearance of text can be altered for effect by using the format toolbar for the textbox
Cliparts can be inserted by clicking ‘insert’ and then ‘clipart’ 
Cliparts can be adjusted
Text boxes can be formatted using the ‘format’ tab on the taskbar.
Fill colour
Fill effects
Add borders
Be transparent
Shapes can be added by clicking ‘insert’ and then ‘shapes’
A table can be added by clicking ‘insert’ and then ‘table’ and choosing the dimensions needed.

	Errors can be ‘debugged’ independently using resources available.
Code needs to be sequenced for it to work Forever blocks can be used to enable a sprite to be continually moving.
Multiple backgrounds can be created for a purpose by using the drawing tool in the background menu. 
The pen can be used to create a trail. 
‘Pen up’ – when the sprite moves, no line is drawn
‘Pen down’ – when the sprite moves a line is drawn
‘clear’ – any lines are removed
‘set pen size’ can be used to set the pen size
‘change pen size’ can be used to make the sprite respond to other variables
‘move to’ block can be used to direct the sprite
A sound can be played in response to the sprite reacting to the background using the blocks ‘play sound’ and ‘touching colour’

	A graph can be created by highlighting data; clicking insert; and selecting the relevant graph for the curriculum needs.
Data can be inputted in columns to create a graph.
When a graph has been created, it can be labelled by clicking on the add sign and then selecting the relevant labels which are suitable for purpose.	
There are a range of graphs which can be used for different purposes.
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	Paint.net
Comic Life
	Scratch
	Blogging
Email
How internet works
	Scratch
	Crumble
	Spreadsheets

	
	An image can be inserted by clicking ‘layers’; imports layers.
An additional image can be pasted on the same layer (click on insert – image) or on a new layer as above. 
The appearance of an image can be changed for effect using the hue and saturation tool: click adjustments – hue/saturation; adjust the sliders as necessary.
The appearance of a picture can be changed using different tools using the adjustments menu:
Use desaturation
Use artistic effects
Images can be given see through areas using the eraser tool.
Previously create images can be placed in a comic strip using the insert menu.


	Errors can be ‘debugged’ independently using resources available.
Code needs to be sequenced for it to work 
Forever blocks can be used to enable a sprite to be continually moving.
Program is made up of many different parts and these can be identified.
Co – ordinates can be used to return a sprite to a given point using an action block and the return block.
A sprite can make a noise in response to touching a colour using the ‘if’ block.
Sprites can react in different ways to a background using the ‘if’ block.
Games can have more than one level and this can be coded by introducing a new background each time a given action happens

	Know the steps of Zip It, Block It, Flag It, Respect It.
The internet is a system whereby information is shared globally. 
Computers plugged into the Internet can all understand each other because they can use the same code language called TCP/IP (Transmission Control Protocol/Internet Protocol) 
Information is sent across the internet as packets.
These packets are ‘read’ by the receiving device.
Information can be shared via a blog
Emails can be shared between people, and multiple people, via Gmail.
Emails are saved in an inbox
	Errors can be ‘debugged’ independently using resources available.
Code needs to be sequenced for it to work
Algorithms are a precise step by step process to solve a problem using standard language
Programming is creating an algorithm in the language of code.
 ‘If blocks’ are used for an action to happen as a result of something happening to the sprite or background
Blocks can be used when multiple correct answers can be given or multiple scenarios.

	Crumble boards can be programmed and then disconnected from the computer.
LEDs can flash and change colour using the relevant options on their coding blocks.


	A graph can be created by highlighting data; clicking insert; and selecting the relevant graph for the curriculum needs.
To write a formula to add or subtract start with = and then click on the necessary options and cells.
Formula can be copied using the small black box on the bottom right hand corner of the highlighted cell
Formula can be created for a range of purposes
Knowledge of the names of cells e.g. A1
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	Scratch
	Cyberbullying/esafety
	Google Sketch Up
	N/A
	Green screen – possibly! Video and newsreports.
	Crumble

	
	Errors can be ‘debugged’ independently using resources available.
Conditional selection blocks can be used to create groups of information
A program can be designed ‘unplugged’, planning the sequence of blocks for the desired outcome.


	Know that to keep themselves safe they must not give personal information on the internet
Name three adults that they trust to discuss e-safety concerns
Know that if they see something on the internet that they do not like that they turn the screen off (close the lid of the laptop) and tell a trusted adult
Know the steps of Zip It, Block It, Flag It, Respect It.
CEOP button can be used to report online issues
Profiles on web pages and apps should be secure
Only have friends who you know
Settings in apps change and should be checked regularly
Don’t share personal information online
When posting pictures..
Should not have any evidence of school
Should be suitable for sharing with parents
Once a photo is online it cannot be permanently removed
What is shared now on the internet could affect children in later life.

	2D shapes can be created using the 2D shape tool
The stretch tool can stretch a 2D object, creating a 3D object.
Faces of 3D objects can be deleted by clicking on them and pressing delete.
The orbit tool allows you to move around the object
Shapes can be copied to maintain their size and accuracy: edit - copy
Shapes can be filled for effect using the fill tool in the main menu bar.
3D shapes can be combined. Unnecessary lines can be deleted by clicking on them and clicking delete; thus creating a compound 3D shape
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