	Year 1

	Using a Mouse or Trackpad
	I can use a computer mouse. 
I can use a trackpad.
	Children will use Microsoft Word to learn how to move the cursor and click using a trackpad

	Switch on and Shutdown
	I can switch on and shutdown a computer.
	 Children will learn to turn on and shutdown computing equipment safely

	Applications and Windows
	I can launch an application and manipulate windows
	Children will learn how to open and close application 

	Folders and Save
	I can save a file.
	Children will learn to save and open files in their folder.

	Dragging
	I can drag objects.
	Children will learn to drag objects in a file from one location to another.

	Using Our Computer Skills
	I can identify and practise my computer skills.
	Children will practise computer skills they have learnt in this unit


	Year 3

	Screenshots and Passwords
	I can use basic computer skills
	Children will revise basic computer skills from the previously taught Y2 units and learn to use effective passwords and take screenshots.

	Change Case
	I can change the case of text.
	Children to use a Microsoft Word to practise changing the case of text (could link to other subject- making a poster etc)

	Align Text
	I can align text
	Children to use a Microsoft Word to learn how to align text (could link to other subject- making a poster etc)

	Bullets and Numbering
	I can use bullets and numbering.
	Children to use a Microsoft Word to learn how to use bullet points and numbering (could link to non-chronological reports/instructions etc)

	Advanced Select and Keyboard Shortcuts
	I can use <ctrl> the key.
	Children to use a Microsoft Word to learn how to use the <ctrl> key for shortcuts such as Bold, Underline, Italics 

	Using Text Boxes and Text Wrap
	I can insert and format text boxes
	Children to use a Microsoft Word to learn how to insert a text box and format the text box in order to move it. (Link to other subject – making a poster, Non chronological report etc)



	Year 2

	Typing  
	I can type on a keyboard.
	Use a word processing application to type a simple sentence

	Symbols and Save 
	I can type symbols and save files.
	Use a word processing application to type different symbols and save a document

	Editing
	I can edit text.
	Use a word processing application to edit the text in a simple fairy tale.

	Undo & Red
	I can use a keyboard.
	Use a word processing application to correct mistakes using the undo and redo buttons.

	Select and Format 
	I can select and format text.
	Use a word processing application to highlight appropriate words or sections of type using bold, italics and underline

	Formatting Text 
	I can format the font.
	Use a word processing application to change the size and colour of the font



	Year 4

	Images 
	I can format images for a purpose
	Use Microsoft word to created a poster where images can be formatted 

	Learn the layout
	I can use formatting tools to create an effective layout.
	Present children with a poster that is very badly made. Children need to format the images and align the text/ text boxes to ensure it looks appealing. 

	Spelling 
	I can use the spellcheck tool
	Children to use spellcheck to edit spellings in a letter to parents.

	Tables 
	I can insert and format a table in a word processing document.
	Children to use a table for example to create a rota for a cake sale. 
(This could be changed to link with a topic)

	Transform a Layout
	I can change a page layout for a purpose.
	Children to create simple cake recipe cards ensuring the layout is changed for the purpose of the page created.
(This could be changed to link with a topic)

	Hyperlinks 
	I can create hyperlinks within a word document.
	Children create their own e-voucher from a blank page. They should use safe Internet search techniques to find a trusted cake recipe URL and include a hyperlink in their e-voucher.
(This could be changed to link with a topic)



