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Use technology to collect Use data to create a Search for answers Input and organise data Use the appropriate tools within Interpret data within
information- Photos, chart or graph. within a database. into a spreadsheet. Excel. Excel.
videos & sound. Ask questions based on a Present data in a spreadsheet. Use formulas effectively.
Productivity Sort information. database. Use basic formulas.
Input data into a Make a branching
Pictogram. database.

Collaboration
and
communication

Sending a class email.
Create a password.
Type an email address
using the '@’ symbol and
ensuring case sensitivity
(Word processing link).

Create a strong password.

Send & reply to a
message sent by a safe
email partner.

Login to the pupil shared
network (Teams).

Add information or files
to the PSN.

Send and reply to emails
using a subject and add
an attachment.

Werite a blog (Typing).

Use sensitive & appropriate
language when emailing,
recording videos, chatting
and instant messaging.

Conduct a video chat with more
than one person.

Send an email with humerous
attachments.

Podcasting with sound and videos.
Creating polls, forums and RSS
feeds.

Conduct a video chat with
other classes.

Networks and
Internet
Safety

Use a mouse/ touch pad
with control.

Use the home and back
buttons while on the
internet.

Use links to navigate
around a website.

Can minimise the screen if
required.

Use a link to find
different areas on a
website.

Use the back button to
return to the previous
page, if needed.

Print a webpage.

Close window if ‘pop-ups’
should occur.
Contribute to a class

discussion forum (typing).

Open new tabs to find a
new webpage.

Use links to find a
specific area on a
website.

Print a webpage to use a
resource.

Conduct searches on a
website.

Refine that search to get
more accurate results.
Search for the most
suitable website.

Copy extracts of text to
paste into a document.

Search sensibly for images and
videos online avoiding advertising,
pop-ups and other distractions.
Use a range of sources to check
validity and recognise different
viewpoints.

Critically evaluate information.

Avoid adverts and pop-ups
to research effectively.
Check for validation using
a range of sources.
Upload appropriate
resources.




