Web pages

S | P| T | Multimedia Presentations

Uses tables to set out page

Adds background or design

Adds background (colour or graphic)

Adds &. formats text (via text box)
Adds and format text

Adds WordArt

Technology

&. photos Inserts clipart | imports graphics »
Adds icons/buttons Uses transition effects S kl I I S

Adds animations Adds sounds, records voice
Adds sound/music Adds animations/video
Creates links with text and graphics Uses Animation effects

Organises web site into folders ) .
Views slide show

Publishes Web site Prints presentation using different options

Internet

Uses basic functions of an Internet browser
to locate information.

Uses a search engine to define search

more accurately. U S i n g yOU I' Visa

Knows what the parts of a URL stands for

VISAS -t is the responsibility of the
holder of the Technology Skills

Adds web sites to favourites list

Downloads multimedia from WWW Passport to obtain visas and permits.

s = Self assessment
P = Peer assessment

Email T = Teacher assessment

Reads, creates and send E-mails

You can gain visas by assessing your-
Forwards E-mails self (self);

Sends attachments asking a friend (peer) and/or

Sends Co, Boo obtaining a teacher assessment.

Creates address book

Saves E-mails in folders




Basic Computer Skills

Boots/ logs on/ shuts down the computer.

Word Processing

Uses basic input devices
(mouse, keyboard)

Enters text

Digital Camera

Uses basic text formatting

Takes photos

Opens applications

Uses spell check

Downloads Photos

Saves documents to floppy disk, C drive,
USB device, server.

Cuts, copy and paste text, sentences &.
paragraphs

Changes photo quality

Uses flash, zoom and panorama options

Prints documents

Inserts clipart & graphics

Imports photos into document

Minimises/ maximises / resizes windows

Inserts wordart

Crops Photos

Deletes, copies and moves files

Adds borders, shading & backgrounds

Converts photo to different formats

Understands desktop / menus

Adds tables

Runs multiple applications

Uses bullets, numbering

Edits or enhances photo using image
software

Recognizes different file formats

Adds columns

Runs slideshow with images

Changes basic options screensavers,
printer , monitor , sound

Uses grammar check & thesaurus

Loads new programmes

Adds headers/footers

Performs virus scans

Changes text direction

Uses “help” ; “find”

Creates a simple drawing or diagram

Video camera

Resets the computer (ctri+alt+delete)

Load tape

Take video

Scanner

Replace battery

Scans graphic

Use tripod effectively

Saves graphic

Replay tape through video camera

Imports graphic into document

Connect microphone.

Crops graphic in scanner application

Download video onto computer

Scans in colour and black & white

Edit video

Converts graphic to different formats Eg
Jpeg, Gif, Bitmap, Tiff

Make movie

Edits or enhance graphic using image
software

Export movie to VCR, video tape,
DVD




