Computing®

Year 7 - Digital Literacy shuillewoit

What do | need to be able to do? | 1+ Keywords p
By the end of this unit, you 1 1 Files: Used on the computer to store data
should be able to: Folders: an area on the computer containing other folders and
* Use files and folders to files and helps keep the computer organised
organise your work Image: picture that has been created or copied and stored in
* Use Teams for your electronic form
Homework and Online Subject: Used to tell the recipient what the email is about
learning carbon copy: Used to send a copy of the email to somebody
* Use One Note for your else
Computing lessons Web Browser: Used to access the Internet
* Use email Internet: A global computer network providing a variety of
* Search the Internet effectively information
* Use MS PowerPoint Format: Change the way something looks (colour, font, size)
* Use MS Word Tools: Used to format the documents
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Microsoft Teams

* Click on assignments
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i * You should see the list of homework
! that has been set

* When you click on one it will then tell
you the instructions on what to do

* Ifyou click ‘add work’, you can then find the
work you have completed and want to hand in

* Once uploaded, click hand in (blue button on

; / — i the right hand Side)

* It will then tell you that you have handed it in

______________________________________________________

* If your teacher is giving you a mark for your
homework — you can view it through grades

* You can also view the ones you have handed in
through your assignments tab
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Using Ove Note

This is where you will access your
work for the year

i * Click on your name on the left hand

i side

i * Thisis now your Computing exercise\l\
i book |

i * You should see the topics we are E

! doing this year i

Using Email

1 OneNote

Welcome to Class Noteb..

o wecome
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| > _Collaboration Space

FAQ: Class Notebook in
_Content Library
Katie Lyon

7.2 Programming

7.1 Living in 2 Digit..

Class Notes

Handouts

W

Homework

Quizzes

7.3 Computer Syste..

Welcome to Class Notebook

Your OneNote Class Notebook is a digital notebook for the wh
handwritten notes, attachments, links, voice, video, and more.

Each notebook is organized into three parts:
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Student Notebooks — A private space shared between the teacher and ¢
access every student notebook, while students can only see their own.
Content Library — A read-only space where teachers can share handouts|
Collaboration Space — A space where everyone in your class can share,
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Who the emailis going to—if you start typing their last name it will

me up with their address

Cc stands for carbon copy— used to copy somebody else into the

email

Add

Having a subjectis important — it tells the user what the email will be about,
similar to using a title at the beginning of your written work!

Thisis wh

Dear [recipients name (Mrs Booth

really stuck)

ereyouwrite youremail.

Email etiquette is important. If you are writing to a teacher or a company then
it would need to be formal

man)],

Your message (Please could you help me with my Computing homework as | am

If you want to attach a document
Thankyou/Kind regards then you would clickon the paper
Yourname clip
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Replyto all—this sends everybody
Like the message—this will then the message that wa_s copiedinto
pop us a notification the email
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Replyto the email Forwardthe
messageto
somebodyelse
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Using WMS PowerPoint | p E|
PowerPoint skills: Change background

with all of the

o 1 different tools

: You can then choose the colours to
add subtitle st
2 o o use. For a background, you
wouldn’t want anything too bright

The slides you l
have created

appear here R The slide you
are currently

workingon —choose a light shade/pastel
Click to add title — colour
Right click—
Format
Background

PowerPoint skills: Adding Images

® o ]
PowerPoint skills: Adding Text
L4 w
When you add a new slide, you usually already have text boxes g " Do ERCE e =
L You can add a text box 1\ A: =
Changethe font _——==="""""""= B here N | - ‘
and size here [ A | | Click Insert - Online i .
Bullet points, Pictures o [\
[ hewws  numbering Allows you to
Font colour L . e search on Bing

OR you could use images off Google...

PowerPoint skills: Adding Images PowerPoint skills: Adding Images

Select the image, you then
| haveall of these different
optiens to format the picture

L Right click — Copy
Image

¥ @ 8

Go on Google, type
in what you want to
find.

Click on images

Click on the picture ~
you want

Review View Q Tel

Insert  Design  Layout References  Mailings

[ Prestige Elite (11~ A A Aa~ A it |22 |2
Inset  Design  Layout References  Mailings what you want 1o ¢ Copy
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Copy 1
Format F,y/f B I U-aex x WA ‘ &~ [ || 1Normal | TNoSpac.. He: fead board Font Paragraph
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/ 7 | Highlight the text

(Starters, main courses

and desserts)

- Y / o
Change the font, size, colour 4 !
e mae tbeld 8] ‘ Bt GG Change the font, size, colour

—1 and make it bold (B)
The Gourmet in Burnley , .
Starters Don’t make these as big as your
title!

— Starters

= _ = Main Courses
Paragragh Desserts

1 1

Click on the bullet point icon




