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	Skills
	Grade 1-3 
	Grade 3-5 
	Grade 6-7
	Grade 6-9

	
	Bronze
	Silver
	Gold
	Platinum

	Organisation
	· Use the Spell check facility to present a professional document
· Create folders to organise work effectively
· Be able to Minimise the Ribbon on different applications


	· Replicate information on different applications
· Work from split screens
· Set up effective passwords and understand what makes an effective password
· Name File/folder with effective and appropriate names
· Add footers and headers in different sections and be able to amend them appropriately.
	· Search for information on the internet using appropriate words (Boolean)
· Write an email professionally using appropriate subjects
· Change usernames on documents and applications
	· Use Mail merge effectively by using correct field names 
· Merge a mailing list with a letter as a new file or printed output
· Email a document to several respondents and be able to add an attachment

	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Presentation and Design Skills
	· [bookmark: _GoBack]Copy relevant information as required
· Move Copy relevant information as required
· Use Format Painter to copy a specific format
· Change presentation views, normal, slide sorter

	· Add/delete relevant transitions to a presentation
· Add/delete relevant animations to a presentation
· Save as a different file type and different locations
	· Use and add Auto shapes and be able to format them.
· Use a master slide effectively, e.g. adding and deleting images
· Use different types of drawn objects and format them
· Start a slide show from a different slide
	· Save a design template
· Insert organisational charts and format it, e.g. add subordinates, assistants etc.
· Select appropriate output format, e.g. overhead

	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Logical Thinking Skills
	· Add basic formatting to a Spreadsheet
· Use simple arithmetic formulae
· Create a simple Sort/Filter
· Create a basic graph/chart
	· Add useful formatting to a Spreadsheet
· Use simple arithmetic formulae & simple functions appropriately
· Use Custom Sort and Filters to select the appropriate information
· Create graphs/charts using the correct graph types

	· Add effective formatting to a Spreadsheet using a variety of tools
· Use a variety of formulae & functions appropriately including IF & VLOOKUP
· Use a number of  Custom Sorts and Filters using multiple/advance  criteria
· Create effective graphs/charts formatted with titles, labels & legends

	· Add near-professional formatting to a Spreadsheet using a large number of the tools available
· Independently use a variety of formulae & functions including IF & VLOOKUP
· Devise appropriate Custom Sorts and Filters using multiple/advanced criteria 
· Devise effective graphs/charts formatted with titles, labels & legends


	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Programming and Interpretation
	· Create a simple program to output 1 line
· Create a simple program to ask for user input and output a suitable response 
	· Create simple programs to output multiple lines and ask for multiple user inputs to combine to output a suitable response
· Create programs to perform simple arithmetic and output the results
	· Be able to convert numeric data into strings and vice versa for input/output
· Use selection programming construct using an IF statement
· Use loop programming construct to perform tasks multiple times
	· Use conditional loops to perform tasks multiple times until a condition is met
· Use subroutines and functions
· Use lists or arrays
· Use Files to store and read data

	
	
	
	

	
	
	
	
	
	
	
	
	
	



