The Mendip School

Computing Key Stage 4 Digital Functional Skills. Level 1
Level 1

Skills area: Using devices and handling information

Carry out searches on the internet.

. Types of search
o Appropriate techniques
o Finding relevant information

Take account of currency, reliability and copyright when selecting information from the internet.
o Currency (check date of information)

. Reliability

. Copyright

Understand that search results may include sponsored results or advertisements and be able to recognise these.
. Sponsored results appear at the top of results list.
. Advertisements are identified and may appear above, below or adjacent search results.

Carry out searches for files.
o Search methods

Create and use a hierarchical folder structure to organise files and use an appropriate file naming convention.
o Hierarchical folder structure
. Appropriate file and folder naming conventions

Save a file on Cloud storage using one device and open it on another device.
o Devices

Know and be able to appropriately use terminology describing data storage requirements.
o Byte

. Kilobyte (KB)
o Megabyte (MB)
o Gigabyte (GB)

. Terabyte (TB)




Know and understand limitations on file sizes when using some online services, and the benefits of using file compression to make effective use of storage capacity and to
reduce data transfer times.

o Online services that may have file size limitations

o Benefits of using file compression

Use online resources to identify solutions to common technical problems and apply the solution.

o Common technical problems:
. Online resources
. Common solutions

Skills area: Creating and editing
Use suitable applications for a range of purposes and audiences.

. Be able to use suitable applications for a range of real-life and work purposes and audiences
o Enter and edit information
o Format information

Use appropriate layout conventions for information and audiences.
o Layout conventions for formal and informal communication
o Audiences

Edit an image using an appropriate tool.

. Editing tools in desktop or touchscreen device applications
. Edit an image
. Use image enhancement techniques

Process numeric data using simple formulae using relative cell references.
o Process numeric data within spreadsheet software using simple formulae with one or two mathematical operators

Process numeric data by values in a column
o Sort numeric data using one criterion maintaining data integrity
o Filtering numeric data using one criterion

Format numeric data.
Chart a single series of numeric data using an appropriate type of chart and apply suitable titles and labels.

. Create charts
o Chart formatting
o Data

. Chart location




Skills area: Communicating

Use email for a range of contexts and audiences.

. Context and audiences for the use of email messages
o Using email

Use online messages for a range of contexts and audiences

o Context and audience for the use of online messages
. Type of online messages
o Using online messaging

Know what steps can be taken to limit a digital footprint.
. Managing digital identity:

Skills: Transacting

Manage account settings for an online service (including personal details, login credentials, marketing and communication preferences).
o Online services

o Account settings

Complete online forms and upload documents or images.
o How to upload a document or image file
o Understand file size limitations

Carry out checks to reduce the risks involved in transactions online.
. Indicators of website security
o Indicators of a website appearing professional

Content area: Being safe and responsible online

Understand key rights under data protection laws and the circumstances where you can request that personal data be rectified or deleted.
. Key rights for personal data

. Circumstances where you can request that personal data be rectified or deleted

Understand the importance of protecting personal information and privacy online and know methods to do so.
. Importance of protecting personal information and privacy online
. Methods to protect personal information and privacy

Know how to backup files to the Cloud
Know how to avoid exposure to malware.
o Install, keep up to date, and run regularly




Know of and know how to minimise the effects of physical stresses may result from using devices.

Physical stresses

Ways to minimise the effects

Set antivirus and antimalware to ‘on access’ scan

Avoid suspicious links (unsolicited emails, pop ups)

Only download from trustworthy sources

Know of and know how to minimise the effects of health risks may result from using devices and the internet.
Health risks resulting from using devices and the internet

Ways to minimise health risks




