INFORMATION TECHNOLOGY SKILLS TAUGHT AT YEAR 7

	YEAR
	TERM
	SOFTWARE & PRACTICAL SKILLS

	7
	1
	Keyboarding and PC maintenance

File management,  backing up data, hardware, terminology, 

Internet search techniques, email use and etiquette. 

3689A Basic Computer Skills - Wordprocessing in MS Word:

Entering Text, Formatting, Copy & Paste, Page Breaks, Tabs, Margins, Indents, Bullets & Lists, designing a Logo, Letterheads, Business Letters,  Headers and Footers, Templates.

Graphics and drawing – graphics and drawing exercises.

History of computing.

	
	2
	Keyboarding and PC maintenance

3689A Basic Computer Skills - People and IT

Spreadsheets -  formatting e.g. decimal places, using the Fill Handle,  entering simple formulas, functions SUM,  Creating charts, graphing skills - data ranges, chart types, formatting charts, graphing part of a spreadsheet table, functions MAX, MIN, AVERAGE, COUNT, COUNTA.

3689A Basic Computer Skills – ergonomics

Multimedia Presentations -  Creating a new presentation in PowerPoint. Storyboard planning, creating slides, using built-in layouts. Entering and formatting text, Inserting Graphics,  Transitions, Animation, Bullets. Putting it all together with timings and looping.

Desktop Publishing -  Introduction to MS Publisher, using the Wizards, creating a poster, creating a brochure,  newsletter - include a WordArt title, text boxes, lines and graphics.

	
	3
	Keyboarding and PC maintenance

Databases:  fields, records and tables; database objects - tables, queries, forms, reports, macros, modules. creating a table, reports, wizards & creating reports from scratch, calculation fields, sorting data, finding data, simple select queries, data entry forms, wizards & creating forms from scratch.

Programming with Microworlds - the user interface; drawing shapes with the Turtle. Creating programs.  Writing programs in the command centre; dressing the Turtle; create an animated scene. Loops, changing shapes, setting up scenes, dialog boxes.

Programming with Gamemaker - Introduction to the interface, sprites, objects, rooms, putting events/actions on objects, creating an application. Controlling objects through events/actions, setting up games. Create an interactive application.

	
	4
	Keyboarding and PC maintenance

Computer Animation - Introduction to 2D animation in Flash. Using the drawing tools. Intro to Motion tweening. Layers. Tweening - smoothing changes from frame to frame. Motion - straight line & rotation tweens, Tint tween, Transparency tween. Working with layers. Morphing / Shape Changing, Basic Actions - Stop, Breaking Apart Text.

Introduction to Web Pages - setting up pages, inserting text, graphics, linking pages, inserting anchors, comparison of HTML to Dreamweaver.


INFORMATION TECHNOLOGY SKILLS TAUGHT AT YEAR 9
	YEAR
	TERM
	SOFTWARE & PRACTICAL SKILLS

	9
	1
	Keyboarding and PC maintenance

Wordprocessing – advanced skills - business letters, numbered lists, tabs, leader characters; further tabs & indents, using tables; more detailed tables, producing business documents.
Presentations in MS PowerPoint – advanced skills - using Masters, Formatting Masters, Adding Background Items - slide number, date, footers, pictures. Master background items, Using the Master, Creating a Master for the Zoo, Movie clips. Action buttons, Creating Charts - Inserting a Chart, Chart Options, Chart Types. Hyperlinks and Animation. Creating a non-linear interactive application.

	
	2
	Keyboarding and PC maintenance

Computer Animation in entertainment and advertising, vocational instruction and electronic learning, e-commerce and web development. The basic principles of animation and optical illusions.
Digital Animation software skills - Introduction to 2D animation in Flash. Using the drawing tools. Intro to Motion tweening. Layers. Students grouped on ability displayed in pretest.

Intermediate group follows set exercises in Flash to gain basic animation skills. 

Advanced group tasks involve greater depth and complexity  - activities and workplan decided by group from a list of choices including ActionScripting, and an independent work project.

Tweening - smoothing changes from frame to frame. Motion - straight line & rotation tweens, Tint tween, Transparency tween. Working with layers. Motion, shape and tint tweening. Morphing / Shape Changing, Basic Actions - Stop, Breaking Apart Text. Putting it all together.

Intermediate group will create an animation of their own design and work on their research assessment tasks. 

Advanced group will continue to develop independent animation projects and work on their research assessment tasks.

Web Page Authoring programs; design considerations; creating a home page. Plan a Web Page to display information on Digital Animation. What should be on the page? Storyboards for planning web sites.

using layers; converting to tables; inserting graphics and text.

Create the Year 9 Digital Animation Web Page.

Preparation for City Cite – brush up on useful IT skills.

	
	3
	Keyboarding and PC maintenance

Spreadsheets - Reviewing Spreadsheets; basic equations; Working with Multiple Sheets. Sorting; Lists, Filtering; Using the sum function and Subtotals; Outlining. Review of Functions SUM, AVERAGE, MAX, MIN, TODAY, (Extension - IF function).
Databases - Reviewing Databases; Creating a Database; Sorting Records; Finding Data, Counting Data Items; Subtotals and Grandtotals; Creating a Data Entry Screen. Creating a Database System.

	
	4
	Keyboarding and PC maintenance

Introduction to Programming in Visual Basic - the user interface, objects/properties/events, using sequence, assignment statements, variables, FOR loops, Repeat Until loops, random integers, dice simulation, tossing coins, While loops. Using IF statements for branching, random numbers, Using CASE statements, making selections, Text processing. Algorithms - planning programs.


Year 7 & 9 IT Skills
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