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Week Subject topic Detail Textbook Key 
vocabulary 

Tests/ 
Assessment 

1 
10/09/2007 

understand the nature and content of the 
course 

Students issued with textbooks, folders.  Syllabus and scheme 
displayed on classroom boards. 

   

 
be able to open and explore a presentation 
be able to create/edit a master slide as 
specified 

Open a presentation and be able to distinguish between different 
screen views: individual slides, whole show, slide sorter. 
Working with master slides: placing images/text/logos/slide 
footers 

   

 
be able to change the slide transition 
settings 

Be able to change the slide transition settings: mouse, timing, 
visual changes.  Continuous looping of slides. Hide/unhide 
slides. 

   

 be able to save a presentation to a specific 
location. 

    

2 
17/09/2007 

be able to distinguish between various 
objects on a slide 

Identification of text boxes and graphic frames.    

 be able to change appearance of slide 
objects 

Change text, add borders, resize graphics, recolour…    

 be able to add/ delete objects Create new objects, import images from other applications, 
clipart, from file. 

   

 be able to modify an existing presentation 
successfully 

Update/ change an existing presentation to specific 
requirements. 

   

3 
24/09/2007 

be able change slide order Slides inserted, copied, moved, deleted as required.    

 be able to move slides and objects between 
presentations 

Slides and objects copied/pasted between multiple presentations    

 be able to modify the animation of objects Explore the animation effects that can be applied to objects 
within a slide. 

   

 be able to modify an existing presentation 
successfully 

Update/ change an existing presentation to specific 
requirements. 

   

4 
01/10/2007 

be able to add notes to a slides Creation of notes to be used as accompanying handouts.    

 be able to crate an organisation chart Create and modify an organisation chart as specified. 
Insert/build chart from spreadsheet application 

   

 be able to create a new presentation Creation of a new presentation as specified; slides and content.    
5 

08/10/2007 
investigate the creation of a presentation 
from a given specification 

Build a presentation from a given outline.  Students to work in 
groups. 

   



6 
15/10/2007 

deliver their presentation Delivery of group presentations.    

 be able to demonstrate an acceptable level 
of acquired skill for this module. 

All students take a practical test.    

7 
22/10/2007 

be able to define hardware and software Distinction between hardware and software.    

 be able to distinguish between general and 
specific purpose software 

Development of software to do a specific task to doing more 
general tasks with data supplied by user; ‘content free’ software. 

   

 understand the need for integrated software Requirement that software share data; concept of integrated 
packages. 

   

 understand the characteristics of user 
interfaces 

Use friendliness in software and development of HCI from 
command driven… WIMP systems; HCI, GUI. 

   

 Half Term holiday 
8 

05/11/2007 

be able to identify the main components of a 
computer system 

Block diagram of CPU outlining ALU, CU, CM; description of 
RAM, ROM, PROM, EPROM. 

   

 appreciate the ‘make-up’ of a system Realise the need for input-process-output and backing store 
making a complete system. 

   

 be able to distinguish between different 
types of computer  

Mainframe, micro-, laptop, palmtop…    

9 
12/11/2007 

be able to identify a range of input devices 
Keyboards, pointing devices, video digitisers, remote controls, 
joysticks, magnetic stripes, scanners, digital cameras, 
microphones, sensors, MIDI instruments. 

   

 be able to identify suitable uses of each of 
these input devices 

Direct data capture methods reduce time to collect data and 
should reduce transcription errors;  advantages and 
disadvantages of each of these devices. 

   

10 
19/11/2007 

be able to identify a range of output devices Monitors, printers (laser, inkjet & dot matrix), plotters, speakers, 
control devices.    

 be able to identify suitable uses of each of 
these output devices 

Advantages and disadvantages of each of these devices.    

11 
26/11/2007 

be able to identify a range of backing storage 
media 

Distinguish between media and device; Magnetic tape, hard 
disk, floppy disk, CD-ROM 

   

 be able to identify suitable uses of each of 
these media 

Advantages and disadvantages of each of these media.    

12 
03/12/2007 

understand the ‘back-up’ procedure Be able to define the term backup and describe the need and 
routine for taking backups.  Tape streaming, archiving, 
generational backups. 

   

13 
10/12/2007 

Secondary Examinations    

14 
17/12/2007 

be able to distinguish between internal 
memory and backing storage 

Describe the differences/relative benefits (including speed and 
permanence) between main/internal memory and backing 
storage. 

   

 Christmas holiday 
15 

07/01/2008 

be able to describe the difference between 
analogue and digital data 

Difference between, and examples of, analogue and digital 
representations of data. 

   



 understand the need for signal conversion The need for signal conversion at input and output; interfaces 
(ADC/ DAC) built into devices. 

   

 be able describe  the purpose of a modem Requirement for modem to link computers across the telephone 
network. 

   

 be able to define the terms LAN, WLAN and 
WAN 

Sharing of data and resources as motivators for building 
networks.  Differences between a LAN, WLAN and a WAN. 

   

16 
14/01/2008 

be able to describe the typologies of LANs Construction of Star, Bus (Linear) and Ring (Token) LANs, 
gateways, bridges. Relative advantages/ disadvantages of each. 
Terminology: hubs, routers, bridges, switches and proxy servers 

   

 understand the difference between an 
intranet and the internet 

Describe networking environments – their characteristics and 
purpose, advantages and disadvantages. 

   

17 
21/01/2008 

identify ways of communicating electronically 
Discuss: fax, e-,ail, bulletin boards, tele/ video conferencing.    

 be able to discuss issues of data 
confidentiality 

The confidentiality of data; techniques for ensuring data is kept 
secure; use of use id and passwords. 

   

 understand the need for encryption and 
authentication 

Methods of encryption for securing data. Implications for eg on-
line banking, shopping… as well as passing other confidential 
documents. 

   

 
be aware of the issues surrounding 
information on the internet 

Unreliability, undesirability and the security of data transfer.  
Filter systems and the screening of data. 

   

18 
28/01/2008 

demonstrate an understanding of Sections 1, 2, 3 and 4    

19 
04/02/2008 

able to identify different data types    

 able to select appropriate data types for 
given data 

Logical/boolean, alphanumeric/text, numeric (real and integer), 
date, currency    

 able to use the terminology of files Describe the terms: file, table, record, field, key field.    
20 

11/02/2008 

be able to design a record structure. Differences between text and numeric fields. Field size.    

 
be able to create a database table with a 
specified record structure, enter data and 
save it. 

Enter data in data sheet view to the table created.  Be able to 
modify field names in the datasheet view.    

 be able to make alterations to the data in the 
table. 

Editing data, deleting and adding records.  Make adjustments to 
the record structure including primary key.    

 be able to add a calculation to a field create a calculation for a field for display or save purposes.    

 be able to sort data in a table.  sort subsets 
using several critera 

Sorting of data alphabetically/ numerical, also use numeric, text 
and Boolean, AND/OR and wildcards  

   

21 
18/02/2008 

be able to select records by creating a filter. Create and apply a filter to the records in a table.    

 understand the difference between a filter 
and a query. 

Create and save queries.  Apply queries with different selection 
criteria to a table of records. 

   

 be able to create a simple report. Create a report which presents all records.    
 be able to attach a query to a report.. Create a report which has a query attached to it.    



 be able to control a report layout Use Headers, footers.  Change report layout.  Produce labels.    
22 

25/02/2008 

Be able to produce a graph or chart Selecting only specified data from a series and label as specified    

23 
03/03/2008 

Spare week for any adjustment that may be necessary    

24 
10/03/2008 

be completely familiar with this assessment 
objective 

Revision and test preparation.    

 be able to demonstrate an acceptable level 
of acquired skill for this module. 

All students take a practical test.    

 Easter/Holy Week holiday 
25 

31/03/2008 
be able to discuss the need for government 
legislation concerning information 

Data Protection Act, Copyright Law, Data Misuse Act.    

 understand the terms hacking and virus Measures to combat hacking and the spread of viruses.  
Physical as well as software methods. 

   

26 
07/04/2008 

understand the impact of IT on employment 
Patterns of employment, change in the nature of jobs, release of 
personnel from dangerous or repetitive tasks, retraining, 
deskilling. 

   

 be aware of potential health risk of using IT 
equipment 

Repetitive strain injury (RSI), back and eye problems.  Strategies 
for overcoming or relieving these hazards. 

   

 be aware of the issue of safety  Discussion of the safety issues relating to the use of ICT 
equipment.  Ways of preventing accidents. 

   

27 
14/04/2008 

be aware of how technology is being utilised 
in the home 

Describe the effects of micro-processor devices are affecting 
home life, leisure time, social interaction, home working… 

   

 
understand the limitations of IT Describe the capabilities and limitations of IT including issues 

relating to internet eg: reliability, desirability and security of data 
and its transfer 

   

28 
21/04/2008 

Be able to open, save and create a 
document. 

Difference between open and new, save and save as.    

 
Be able to enter text, edit and proof read as 
required. 

Enter text and numbers as specified with no more than 3 errors. 
Text should be copied, cut, moved, deleted, replaced or sized. 
Spell and grammar check. 

   

 
Understand and control headers and footers. Creation of headers and footers to include a ‘user stamp’ of user 

ID, file name and page numbers.  Creation of a blank document 
to be used as a standard template. 

   

 Be able to use and set tabs. Setting of tabs (left, centre, right and decimal) as appropriate.    

29 
28/04/2008 

be able to format a document Load data from an existing file. Specify page size and 
orientation.    Adjust margins.  Pagination (including widows, 
orphans and page breaks). Select line spacing options.  Set 
alignment (justification). Columns. 

   

 
be able to import images and information 
from external sources 

Bring into a document: information downloaded from the internet 
(text, graphic, table, chart), clipart, imported from a digital source 
(camera), from a file, from internet. 

   

30 
05/05/2008 

be able to set up and format tables. Tables created and formatted. Rows and columns to be added 
or deleted.  Cells merged and split.  Managing borders and 
shading. 

   



 be able to control the appearance of text in a 
document 

Making lists using bullets.  Controlling indents (indent text, 
paragraph, hanging indent) and setting margins. 

   

31 
12/05/2008 

be completely familiar with this assessment 
objective 

Revision and test preparation.    

 be able to demonstrate an acceptable level 
of acquired skill for this module. 

All students take a practical test.    

32 
19/05/2008 

   

33 
26/05/2008 

   

34 
02/06/2008 

be completely familiar and confident with all 
aspects of the course followed. 

Revision programme to cover theory sections 1 – 6 of the 
syllabus in preparation for the end of year examinations. 

   

35 
09/06/2008 

End of school-year examinations:  Students will have both practical and theory 
examinations in this subject. 

   

36 
16/06/2008 

     

37 
23/06/2008 

     

 


