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	Basic skills:

I can...
	L
	...with some help
	…on my own
	…show someone

	· move the cursor purposefully with the mouse
	1
	
	
	

	· use the left mouse key to position cursor
	1
	
	
	

	· use basic keyboard functions such as letters, numbers, punctuation keys, space bar, enter/return keys
	1
	
	
	

	· use shift, caps lock
	2
	
	
	

	· use arrow keys, scroll bars and word wrap
	2
	
	
	

	· load software by double clicking on an icon or choosing from a menu
	2
	
	
	

	· save a piece of work in my folder, using a sensible file name
	2
	
	
	

	· load work, previously saved, into a software package
	2
	
	
	

	· print a piece of work
	2
	
	
	

	· use cut/copy and paste to transfer data, text or images within a software package
	3
	
	
	

	· create a new folder
	3
	
	
	

	· save a piece of work into a different directory or drive
	3
	
	
	

	· copy a file from the hard floppy drive to the floppy drive 
	3
	
	
	

	· choose an appropriate printer from a selection
	3
	
	
	

	· use cut/copy and paste to transfer data, text or images between two software packages
	4
	
	
	

	Word processing, DTP & multimedia creation

I can ....
	L
	...with some help
	…on my own
	…show someone

	· insert words from a word bank
	1
	
	
	

	· insert words from the keyboard
	1
	
	
	

	· delete individual letters or words
	2
	
	
	

	· delete marked sections of text
	2
	
	
	

	· use appropriate fonts
	3
	
	
	

	· use appropriate font sizes
	3
	
	
	

	· use bold, italics, etc. appropriately
	3
	
	
	

	· align text i.e. justify, centre
	3
	
	
	

	· add pictures to a piece of text
	3
	
	
	

	· import clip art
	3
	
	
	

	· use a scanner to import images
	3
	
	
	

	· use a digital camera to import images
	3
	
	
	

	· import images from the Internet
	3
	
	
	

	· use spellchecker properly
	3
	
	
	

	· insert frames
	3
	
	
	

	· move and size frames
	4
	
	
	

	· use bullet points and numbering
	4
	
	
	

	· alter page set-up between portrait and landscape
	4
	
	
	

	· use search and replace
	4
	
	
	

	· alter margins
	4
	
	
	

	· include animation/video sequences if software allows
	4
	
	
	

	· link the screens or pages together if software allows
	4
	
	
	

	· record and add my own sounds/music/voices to the presentation
	4
	
	
	

	· use a range of transitions/effects to move between screens
	5
	
	
	

	· change properties of frames (e.g. transparency, word flow)
	5
	
	
	

	· add tables to a piece of text
	5
	
	
	

	· add and delete rows and columns in a table
	5
	
	
	

	· use headers and footers
	5
	
	
	

	· use columns 
	5
	
	
	

	Internet/electronic mail:

I can ....
	L
	...with some help
	…on my own
	…show someone

	· log on to the service provider
	2
	
	
	

	· load the Internet browser
	2
	
	
	

	· use a bookmark/ favourites to access a website
	2
	
	
	

	· use a URL (web address) to access a website
	3
	
	
	

	· bookmark a site/ add it to favourites
	3
	
	
	

	· write an email.
	3
	
	
	

	· send an email
	3
	
	
	

	· send an email to several people
	3
	
	
	

	· check for new mail and print it if necessary
	3
	
	
	

	· reply to an email, if needed
	3
	
	
	

	· open an attachment
	3
	
	
	

	· attach a file to an out-going email
	4
	
	
	

	· use different search engines to search for specific information
	4
	
	
	

	· copy graphics or text from a website
	4
	
	
	

	· use web authoring software to construct web pages
	5
	
	
	

	· create hyperlinks between web pages on a website
	5
	
	
	


	Data handling & graphing:

I can ....
	L
	...with some help
	…on my own
	…show someone

	· collect data using a prepared data collection form
	1
	
	
	

	· collect data, sort and group it 
	2
	
	
	

	· enter data into an existing database structure
	2
	
	
	

	· present the data using different graphs such as bar charts, pie charts and pictograms
	2
	
	
	

	· sort data into ascending order
	2
	
	
	

	· use CD ROM software to search for specific information
	2
	
	
	

	· use a simple search to find records meeting specific criteria
	2
	
	
	

	· edit and amend data held in a simple database
	3
	
	
	

	· sort the data (numerical and alphabetical) in both ascending and descending order
	3
	
	
	

	· investigate a database, searching for data using straightforward, simple lines of enquiry.
	3
	
	
	

	· check data for plausibility by questioning unexpected outputs in response to these lines of enquiry.
	4
	
	
	

	· be aware of the need for quality information
	4
	
	
	

	· decide on the most appropriate form of graph for a data set, giving reasons for their choice (including line graphs)
	4
	
	
	

	· investigate any relationships or links between the data
	4
	
	
	

	· plot two or more sets of data on the same graph (including scattergrams)
	5
	
	
	

	· use editing tools to alter the design of the graph
	5
	
	
	

	· investigate a database, searching for data using AND, OR and NOT
	5
	
	
	

	· prepare a data collection form and collect quality information
	5
	
	
	

	· create a database structure of my own and enter data 
	5
	
	
	

	Monitoring & control:

I can ...
	L
	...with some help
	…on my own
	…show someone

	· recognise that many everyday devices respond to signals and commands
	1
	
	
	

	· control everyday devices by selecting different options
	1
	
	
	

	· use single-step instructions to move a Roamer/ floor turtle purposefully
	2
	
	
	

	· write, test and modify a series of instructions to control a Roamer/ floor turtle in the completion of a specified task
	3
	
	
	

	· write, name and save a procedure to carry out a task
	3
	
	
	

	· use sensors to detect and display changes in physical/ environmental data
	3
	
	
	

	· set relevant time periods for capturing data and storing it.
	4
	
	
	

	· choose appropriate parameters to display the stored data graphically and print display
	4
	
	
	

	· control a series of outputs in a predetermined manner 
	4
	
	
	

	· use a switch as a digital input to control events
	4
	
	
	

	· use WAIT and REPEAT commands, e.g. to explore and replicate shapes and create patterns.
	4
	
	
	

	· explore the effects of using and changing variables in a program or procedure and make simple predictions about the consequences of their decision making
	4
	
	
	

	· use two or more sensors to detect environmental or physical changes over a period of time.
	5
	
	
	

	· use analogue sensors to control the operation of a program.
	5
	
	
	

	· represent a process by use of a flowchart (or similar technique) to show the flow of control within a program or procedure
	5
	
	
	

	· create more complex procedures, making them more efficient by top-down programming techniques.
	5
	
	
	

	Modelling & spreadsheets:

I can ...
	L
	...with some help
	…on my own
	…show someone

	· explore and investigate real or imaginary situations 
	1
	
	
	

	· explain the consequences of making different decisions
	2
	
	
	

	· use ICT- based models or simulations to help make decisions.
	3
	
	
	

	· use a systematic approach to come to a specific outcome
	3
	
	
	

	· input data into a spreadsheet
	3
	
	
	

	· produce a chart from data in a spreadsheet
	3
	
	
	

	· use ICT- based models or simulations to explore patterns and relationships
	4
	
	
	

	· change data to answer “What if….?” questions 
	4
	
	
	

	· look for relationships and/or patterns within the spreadsheet
	4
	
	
	

	· predict the consequences of my decision
	4
	
	
	

	· write formulae in a spreadsheet
	4
	
	
	

	· change the look of the spreadsheet by using different formats, e.g. text styles, dates, number formats such as currency and date, colour, column widths and row heights
	4
	
	
	

	· insert and delete columns and rows
	4
	
	
	

	· use functions e.g. SUM, MIN, MAX to structure formulae
	5
	
	
	

	· lock cells containing formulae
	5
	
	
	

	Art & design:

I can ...
	L
	...with some help
	…on my own
	…show someone

	· select colours from the palette
	1
	
	
	

	· choose different brush sizes and/or tools, e.g. spray gun
	2
	
	
	

	· use pre-defined tools (square, circle, rectangle) in my work
	3
	
	
	

	· use fill, patterns and other tools to enhance my work
	3
	
	
	

	· create objects, move and copy them
	3
	
	
	

	· create stamps and use them to make repeating patterns
	3
	
	
	

	· work with images from a digital camera or scanner
	4
	
	
	

	· use mirror, flip and rotational tools to transform shapes and create patterns
	4
	
	
	

	· cut an irregular shape from an image and use it
	4
	
	
	

	· choose whether to use bitmaps or vector graphics when creating an image
	4
	
	
	

	· change the properties of an object, e.g. transparency, layering
	4
	
	
	

	· save images in appropriate file types for specific purposes (e.g. BMP, JPG, GIF)
	5
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