Netherton J&I School – Knowledge Plans for Multimedia
Year 1 – Microsoft Word
	NC Objectives
	Key Knowledge and Vocabulary 

	
Use technology purposefully to create, organise, store, manipulate and retrieve digital content 
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	What I need to know (Key vocabulary in bold):

· Know how to turn on the laptop
· Know how to logon with my username
· Know how to find and open Microsoft Word
· Know the symbol for Microsoft Word
· Know that Word is a piece of software
· Know how to double click
· Know how to use a keyboard
· Space
· Backspace
· Caps Lock
· Letters
· Numbers
· Know how to type on a word document
· Know how to highlight a word/set of words
· Know how to save a document using the icon
· Know how to print 
· Know what the print icon is
· SOME: know how to change size of font

Intended outcome:

Idea: to create a word document relating to your topic/English lesson/ or about themselves





Netherton J&I School – Knowledge Plans for Multimedia
Year 2 – Microsoft Publisher
	NC Objectives
	Key Knowledge and Vocabulary 

	
Use technology purposefully to create, organise, store, manipulate and retrieve digital content 
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	What I need to know (Key vocabulary in bold):

· Recap on logon, save and print skills from Year 1
· Know how to find and open Microsoft Publisher
· Know the symbol for Microsoft Publisher
· Know that Publisher is a piece of software
· Know how to type in a Publisher document
· Know how to insert a text box
· Know how to locate pages in a document
· Know how to insert/delete a page
· Know how to highlight a word/set of words
· Know how to change font size
· Know how to insert a picture (that is already in documents)
· Know how to save a document in Publisher using the icon

Intended outcome:

Idea: to create a Publisher document relating to your topic/English lesson/ or about themselves










Netherton J&I School – Knowledge Plans for Multimedia
Year 3 – Microsoft PowerPoint
	NC Objectives
	Key Knowledge and Vocabulary 

	
Select, use and combine a variety of software (including internet services) on a range of digital devices to design and create a range of programs, systems and content that accomplish given goals, including collecting, analysing, evaluating and presenting data and information
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	What I need to know (Key vocabulary in bold):

· Know how to find and open Microsoft PowerPoint
· Know the symbol for Microsoft PowerPoint
· Know that Powerpoint is a piece of software
· Know that you can make slide shows using PowerPoint
· Know what a slide is
· Know how to insert a slide
· Know how to delete a slide
· Know where slides are located
· Know that there is a title slide
· Know how to type on a PowerPoint document
· Know how to copy and paste
· Know how to save a document using the icon
· Know how to print 
· Know what the print icon is
· Know how to edit font, font size and colour (recap from KS1)
· Know how to insert a picture into a slide
· Know what a transition is
· Know what animations are
· Know how to change the design of the slide 
· Know where to find and select designs
· Know how to play a slide show

Intended outcome:

Idea: to create a PowerPoint relating to your topic/English lesson/ or about themselves









Netherton J&I School – Knowledge Plans for Multimedia
Year 4 – Microsoft Word
	NC Objectives
	Key Knowledge and Vocabulary 

	
Select, use and combine a variety of software (including internet services) on a range of digital devices to design and create a range of programs, systems and content that accomplish given goals, including collecting, analysing, evaluating and presenting data and information
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	What I need to know (Key vocabulary in bold):

· Recap on knowledge from Year 1 (see Y1 knowledge plan)
· Know how to use CAPS LOCK or SHIFT key to create capital letters
· Know how to highlight a word/set of words
· Know how to change font size
· Know how to change font
· Know how to change font colour
· Know how to insert Wordart
· Know the Wordart icon and where to find it
· Know how to edit Wordart
· Know how to use ‘bold, italic and underline’
· Know the icons for these
· Know how to center, right align or left align a set of words
· Know the icons for this and where to locate them
· Know how to copy
· Know how to paste
· Know how to insert a picture
· SOME: Know how to move a picture around
· SOME: Know how to resize a picture
· SOME: Know how to insert a text box
· SOME: Know how to resize a text box
· SOME: know how to insert a table
· Know how to save a document into a certain folder
· Know how to give a document a name when saving

Intended outcome:

Idea: to create a word document relating to your topic/English lesson/ or about themselves







Netherton J&I School – Knowledge Plans for Multimedia
Year 5 – Microsoft Publisher
	NC Objectives
	Key Knowledge and Vocabulary 

	
Select, use and combine a variety of software (including internet services) on a range of digital devices to design and create a range of programs, systems and content that accomplish given goals, including collecting, analysing, evaluating and presenting data and information
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	What I need to know (Key vocabulary in bold):

· Recap the Publisher knowledge from Year 2
· Know how to move a picture around 
· Know how to resize a picture
· Know how to create a booklet in Publisher
· Know how to add/edit pages in a booklet
· Know how to insert Wordart
· Know the Wordart icon and where to find it
· Know how to edit Wordart
· Know how to insert a text box
· Know how to resize a text box
· Know how to use ‘bold, italic and underline’
· Know the icons for these
· Know how to center, right align or left align a set of words/picture
· Know the icons for this and where to locate them
· Know how to save a document in Publisher in a certain folder using ‘Save as’
· Know how to give the document a name
· Know how save without having to need ‘Save as’

Intended outcome:

Idea: to create a Publisher document relating to your topic/English lesson/ or about themselves






Netherton J&I School – Knowledge Plans for Multimedia
Year 6 – Microsoft PowerPoint
	NC Objectives
	Key Knowledge and Vocabulary 

	
Select, use and combine a variety of software (including internet services) on a range of digital devices to design and create a range of programs, systems and content that accomplish given goals, including collecting, analysing, evaluating and presenting data and information
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	What I need to know (Key vocabulary in bold):

· Recap on PowerPoint knowledge from Year 3
· Know how to add a transition between slides
· Know that you can add different transitions
· Know that you can add sound with a transition
· Know how to add sound with a transition
· Know how to change the duration of transitions
· Know that duration can be for all slides or certain ones
· Know how to apply this
· Know that you can advance slides using mouse click or after a set time
· Know how to add animations to text and/or images
· Know that you can add different animations and experiment with these
· Know how to edit animations
- Duration
- When they start
· Know how to move text/images in at different times or all at once
· Know how to change the design of the slide by formatting background
· Know where to locate the icon for this
· Know how to insert audio into a slide
· Know how to play a slide show

Intended outcome:

Idea: to create a PowerPoint relating to your topic/English lesson/ or about themselves
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