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UNIT SHEETS 

 

 

 

 

 

 

 

This section of your       

Knowledge Organiser contains 

the unit sheets for each topic. 

Use them to make sure you 

know what is required at each 

stage of your learning. 
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          September February July 

Year 

Group 

Unit  

Order Unit Topic Name Lesson Learning Objectives 

 

 

 

7 1 

Base Line test and 1st 

log on   

Been able to effective log on to the school system and 

complete base line tests. 
      

7 1 
Collaborating online 

respectfully 
1 

Create a memorable and secure password for an account on 

the school network       

7 1 
Collaborating online 

respectfully 
1 Remember the rules of the computing lab 

      

7 1 
Collaborating online 

respectfully 
2 Find personal documents and common applications. 

      

7 1 
Collaborating online 

respectfully 
2 Recognise a respectful email 

      

7 1 
Collaborating online 

respectfully 
2 

Construct an effective email and send it to the correct 

recipients       

7 1 
Collaborating online 

respectfully 
3 Describe how to communicate with peers online 

      

7 1 
Collaborating online 

respectfully 
5 Plan effective presentations for a given audience 

      

7 1 
Collaborating online 

respectfully 
5 Describe cyberbullying 

      

7 1 
Collaborating online 

respectfully 
5 Explain the effects of cyberbullying 

      

7 1 
Collaborating online 

respectfully 
6 Check who you are talking to online 

      

7 1       
      

7 2 

Networks: from 

semaphores to the 

Internet 

1 
Define what a computer network is and explain how data is 

transmitted between computers across networks 
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7 2 

Networks: from 

semaphores to the 

Internet 

1 
Define ‘protocol’ and provide examples of non-networking 

protocols 
      

7 2 

Networks: from 

semaphores to the 

Internet 

2 
List examples of the hardware necessary for connecting 

devices to networks 
      

7 2 

Networks: from 

semaphores to the 

Internet 

3 

Compare wired to wireless connections and list examples of 

specific technologies currently used to implement such 

connections       

7 2 

Networks: from 

semaphores to the 

Internet 

3 

Define ‘bandwidth’, using the appropriate units for measuring 

the rate at which data is transmitted, and discuss familiar 

examples where bandwidth is important       

7 2 

Networks: from 

semaphores to the 

Internet 

4 Define what the internet is 

      

7 2 

Networks: from 

semaphores to the 

Internet 

4 
Explain how data travels between computers across the 

internet 
      

7 2 

Networks: from 

semaphores to the 

Internet 

4 
Describe key words such as ‘protocols’, ‘packets’, and 

‘addressing’ 
      

7 2 

Networks: from 

semaphores to the 

Internet 

5 
Explain the difference between the internet, its services, and 

the World Wide Web 
      

7 2 

Networks: from 

semaphores to the 

Internet 

5 Describe how services are provided over the internet 

      

7 2 

Networks: from 

semaphores to the 

Internet 

5 
List some of these services and the context in which they are 

used 
      

7 2 

Networks: from 

semaphores to the 

Internet 

5 

Explain the term ‘connectivity’ as the capacity for connected 

devices (‘Internet of Things’) to collect and share information 

about me with or without my knowledge (including microphones, 

cameras, and geolocation)       
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7 2 

Networks: from 

semaphores to the 

Internet 

5 Describe how internet-connected devices can affect me 

      

7 2 

Networks: from 

semaphores to the 

Internet 

6 
Describe components (servers, browsers, pages, HTTP and 

HTTPS protocols, etc.) and how they work together 
      

7 2       
      

7 3 
Gaining support for a 

cause 
1 

Select the most appropriate software to use to complete a 

task       

7 3 
Gaining support for a 

cause 
1 Identify the key features of a word processor 

      

7 3 
Gaining support for a 

cause 
1 

Apply the key features of a word processor to format a 

document       

7 3 
Gaining support for a 

cause 
1 

Evaluate formatting techniques to understand why we format 

documents       

7 3 
Gaining support for a 

cause 
2 Select appropriate images for a given context 

      

7 3 
Gaining support for a 

cause 
2 Apply appropriate formatting techniques 

      

7 3 
Gaining support for a 

cause 
2 

Demonstrate an understanding of licensing issues involving 

online content by applying appropriate Creative Commons 

licences       

7 3 
Gaining support for a 

cause 
2 

Demonstrate the ability to credit the original source of an 

image       

7 3 
Gaining support for a 

cause 
3 Critique digital content for credibility 

      

7 3 
Gaining support for a 

cause 
3 

Apply techniques in order to identify whether or not a source 

is credible       

7 3 
Gaining support for a 

cause 
4 

Apply referencing techniques and understand the concept of 

plagiarism       
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7 3 
Gaining support for a 

cause 
4 Evaluate online sources for use in own work 

      

7 3 
Gaining support for a 

cause 
5 Organise the content of the blog based on credible sources 

      

7 3 
Gaining support for a 

cause 
6 Construct a blog using appropriate software 

      

7 3 
Gaining support for a 

cause 
6 Organise the content of blog based on credible sources 

      

7 3 
Gaining support for a 

cause 
6 

Apply referencing techniques that credit authors 

appropriately       

7 3 
Gaining support for a 

cause 
6 

Design the layout of the content to make it suitable for the 

audience       

7 3       
      

7 4 Spreadsheets 1 
Identify columns, rows, cells, and cell references in 

spreadsheet software       

7 4 Spreadsheets 1 Use formatting techniques in a spreadsheet 
      

7 4 Spreadsheets 2 
Use basic formulas with cell references to perform 

calculations in a spreadsheet (+, -, *, /)       

7 4 Spreadsheets 2 Use the autofill tool to replicate cell data 
      

7 4 Spreadsheets 3 Explain the difference between data and information 
      

7 4 Spreadsheets 3 
Explain the difference between primary and secondary 

sources of data       

7 4 Spreadsheets 3 Collect data 
      

7 4 Spreadsheets 4 Create appropriate charts in a spreadsheet 
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7 4 Spreadsheets 4 
Use the functions SUM, COUNTA, MAX, and MIN in a 

spreadsheet       

7 4 Spreadsheets 5 Analyse data 
      

7 4 Spreadsheets 5 Use a spreadsheet to sort and filter data 
      

7 4 Spreadsheets 5 
Use the functions AVERAGE, COUNTIF, and IF in a 

spreadsheet       

7 4 Spreadsheets 6 Use conditional formatting in a spreadsheet 
      

7 4 Spreadsheets 6 Apply all of the spreadsheet skills covered in this unit 
      

7 4       
      

7 5 Programming I 1 
Compare how humans and computers understand instructions 

(understand and carry out)       

7 5 Programming I 1 
Define a sequence as instructions performed in order, with 

each executed in turn       

7 5 Programming I 1 Predict the outcome of a simple sequence 
      

7 5 Programming I 1 Modify a sequence 
      

7 5 Programming I 2 
Define a variable as a name that refers to data being stored 

by the computer       

7 5 Programming I 2 
Recognise that computers follow the control flow of 

input/process/output       

7 5 Programming I 2 
Predict the outcome of a simple sequence that includes 

variables       

7 5 Programming I 2 Trace the values of variables within a sequence 
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7 5 Programming I 2 Make a sequence that includes a variable 
      

7 5 Programming I 3 
Define a condition as an expression that will be evaluated as 

either true or false       

7 5 Programming I 3 
Identify that selection uses conditions to control the flow of a 

sequence       

7 5 Programming I 3 Identify where selection statements can be used in a program 
      

7 5 Programming I 3 Modify a program to include selection 
      

7 5 Programming I 4 Create conditions that use comparison operators (>,<,=) 
      

7 5 Programming I 4 Create conditions that use logic operators (and/or/not) 
      

7 5 Programming I 4 
Identify where selection statements can be used in a program 

that include comparison and logical operators       

7 5 Programming I 5 
Define iteration as a group of instructions that are repeatedly 

executed       

7 5 Programming I 5 Describe the need for iteration 
      

7 5 Programming I 5 
Identify where count-controlled iteration can be used in a 

program       

7 5 Programming I 5 Implement count-controlled iteration in a program 
      

7 5 Programming I 5 Detect and correct errors in a program (debugging) 
      

7 5       
      

7 6 Programming I 6 

Independently design and apply programming constructs to 

solve a problem (subroutine, selection, count-controlled 

iteration, operators, and variables)       
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7 6 Programming II 7 
Define a subroutine as a group of instructions that will run 

when called by the main program or other subroutines       

7 6 Programming II 7 
Define decomposition as breaking a problem down into smaller, 

more manageable subproblems       

7 6 Programming II 7 Identify how subroutines can be used for decomposition 
      

7 6 Programming II 8 
Identify where condition-controlled iteration can be used in a 

program       

7 6 Programming II 8 Implement condition-controlled iteration in a program 
      

7 6 Programming II 9 Evaluate which type of iteration is required in a program 
      

7 6 Programming II 10 
Define a list as a collection of related elements that are 

referred to by a single name       

7 6 Programming II 10 Describe the need for lists 
      

7 6 Programming II 10 Identify when lists can be used in a program 
      

7 6 Programming II 10 Use a list 
      

7 6 Programming II 11 Decompose a larger problem into smaller subproblems 
      

7 6 Programming II 12 Apply appropriate constructs to solve a problem 
      

7 6             
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  POWERFUL KNOWLEDGE 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

In this section you can find the 

key information your teachers 

want you to know, understand 

and be able to recall. 
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Collaborating online respectfully 

ICT / Computing 7.1 

  

KEY VOCABULARY Long term 

Phishing 

Means people try to hook you over the Internet to give out personal 

information, credit card information so they can steal money from you or 

clone you 

Cyber bullying 
Is where people use electronic communication to bully another person by 

sending typically intimidating or threatening messages 

Flaming 
Is when somebody directs abuse with messages to somebody else through 

any electronic communication means. 

Pharming 
when somebody tries to redirect a website so you end up going on a fake 

one and people can obtain your information 

Masquerading Is where you are trying to pass yourself off as somebody else 

Spyware 
Is where software enables the users to spy on another person’s computer 

to collect and use data against that person 

Sexting Sending inappropriate content to another person of an adult nature 

Grooming 
The activity of a normally older person preparing a younger person to carry 

out activities normally of an adult sexual nature 

Video chat web 

cam chat 

It is important to make sure that you are never asked to do anything you 

feel uncomfortable or inappropriate online, revealing yourself, especially in 

a state of undress. Remember once you do something you can never get it 

back 

Healthy screen 

time 

It is important to have a balance the amount of time you spend online and 

off-line 

Online Sexual 

Harassment 

Where one person harasses another person including references to a sexual 

adult activity 

Social media 

The means to which people communicate with each other online e.g. 

Facebook, keeping up-to-date with friends and family, sharing videos and 

images. 
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It is never too 

late to tell a 

trusted adult 

It is always never too late to tell a trusted adult, parent, teacher, if 

something has happened, you will not be in trouble 

File folder 

organisation 

It is important to have all your files and folders in a logical order so it is 

easy to find information correctly 

CC 
Means carbon copy in an email to send a copy of an email to somebody else 

but not directly for them 

BCC 

Blind carbon copy when you want to send a copy of an email to somebody 

you want to hide who it is coming from or when you send an email to many 

parents but do not want other people to see each other’s email addresses 

so they are kept private. 

Netiquette 
It is applied respectful way in which to use online social media and emails in 

a correct way to address the layout and responses 

Auto response 

and email 

signature 

These are both advanced features of email along with out of office which 

people can use to be more efficient 

Copyright and 

plagiarism 

It’s important when using images to ensure they are not copyrighted or if 

they are that you reference the original creator, and seek permission from 

them so you do not plagiarise somebody else’s work 

Report, 

It is important to know who you can report any problems to, a trusted 

adult, parents, teachers, and always check the website has a padlock to 

ensure it is a secure site 

Viruses, 
A form of malware, which is a dangerous piece of code that can spread lock 

your computer up and cause damage to it. 
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This 

Section 1 of Knowledge Organiser: using Computers Safely Effectively and Responsibly. 

• Summary Behaviours such as altering computer data without 

permission, hacking, cyberbullying and trolling are considered unethical 

and harmful in relation to computer systems.  

• Stay safe from phishing by deleting unknown email immediately. Do not 

follow any links contained in the email. Instead, go to the website 

directly, and try to log in there.  

• There are a number of ways to protect against malware: install 

antivirus software and use firewall. Show caution by not opening emails 

from senders who you do not recognise and not installing programs 

downloaded illegally.  

• The easiest way to stay safe online is to stay in control of personal 

information given out. Resizing images and compressing files reduces 

the upload and download time when sending email. File Explorer is a 

software application for managing your files, searching them and 

navigating around them.  

• Always choose a password that’s difficult to guess. Use a mixture of 

UPPERCASE and lowercase letters, numbers and symbols 

Email is short for electronic mail 

Advantages of email 

• Once sent emails arrive almost instantaneously 

• You can send to multiple recipients at one go 

• Send it instantly at any time 

• You can request a receipt that the email has been 

sent and read 

• You can send and receive emails from anywhere 

with an internet connection and web enabled 

device 

Disadvantages of email 

• Malware, Viruses, Spam, Trojan horse, Phishing, 

• You need a device with an Internet connection 

• Messages can only be read with the recipient logs 

in to check their email or season on a smart 

enabled device. 

Staying safe online 

• Never agreed to meet anyone in person that you 

have only met online. 

• If somebody tries to do this, or blackmail you tell 

an adult you trust quickly 

• never accept someone as a friend on social media 

because they claim to know another friend of 

yours 

• Never disclose:- 

• Your Name Telephone Number Home address Or 

School 

Email 

• Enter address of the person 

it's going to 

• CC, not directly to this person 

• BCC prevent others knowing 

you sent it to this person 

 

Support 

• Visit these places for advice 
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This 

Digital Tattoo  

• This is things that you share online 

and will stay there forever, it might 

be the 1st thing people notice about 

you just like a tattoo on your arm 

 

 

Section 1a of Knowledge Organiser:,  My Digital World. 

Social media  

• Social media are apps or websites that people 

used to communicate with others. 

• There are normally age limits on these 

websites e.g. 13 years old. Information people 

share is often personal and people should 

change the privacy settings to private to stop 

people finding out information about you. 

 

What are the dangers of being online?  

• Strangers, 

• Exposure to inappropriate illegal content 

e.g. Sexual adult materials, violence, 

• Fraud, identity, financial, 

• Malware, Viruses Worms Trojan horses 

• Cyber bullying 

 

 

 

 

 

 

 

• The Internet is a framework made up of networks of  

• computers and cables. 

• It can be compared to a skeleton as it is the structure 

• of a network 

• The World Wide Web uses network to share information in the form of 

webpages. 

• This is like the muscles and organs and skin sits on the skeleton allows it to 

function 
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Networks: from semaphores to the 

Internet, ICT / Computing 7.2  
 

KEY VOCABULARY Long term 
File server 

 

A networked computer that provides shared storage, it can be accessed by 

workstations on the same network. 

Input device 
Input devices, like a keyboard, allow us to put raw data in a computer which 

it processes to produce outputs. 

LAN 
Local Area Network covers a small area such as one site or building, e.g. a 

school or a college. 

Licence 
A legal agreement between the company who published software and the 

end user covering areas such as copyright 

Network 
A network is a number of computers linked together to allow the sharing of 

resources 

Output device 
A device used output data or information from a computer e.g. a monitor or 

printer 

The Server 
A computer holds data to be shared with other computers. A Web server 

stores and shares websites 

WAN 
A wide area network covers a large geographical area. Most WAN’s are 

made from several smaller LAN’s connected together 

Workstation A computer connected to a network 

Hardware The components kept inside a computer 

Peripheral 
A device which adds extra functionality to a computer system either input 

or output of data., 

Storage Devices that store virtually all the data and applications on a computer 

Motherboard Connects all components in the computer together 
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Processor Performs calculations and processes instructions given to it 

RAM  Short-term storage which stores instructions for the CPU to process 

Hard drive 
Stores information in long-term memory. Contains magnetic disk inside to 

store data on 

SSD 
Solid state drive a more reliable device on which to store data which is 

faster though often smaller than a hard drive 

Power supply 

unit 
Input power to the computer system 

Assistive 

technology 

An object or system that increases or maintains the capabilities of people 

with disabilities, e.g. using a Puck stick. 
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Disadvantages of networks  

• Purchasing network cabling and service is expensive 

• You need a network manager to run a large network 

that is complicated 

• If the fileserver breaks down your files are not 

accessible 

• Viruses can spread more quickly through computer 

network 

• Danger of hacking particularly wide area networks, 

you need security procedures tax, abuse, e.g. A 

firewall 

Advantages of networks 

• sharing devices such as printers saves money 

• site software licenses are likely to be cheaper 

than stand-alone 

• Files can be easily shared between users 

• network users can communicate by email and 

instant messages 

• Security is good, users cannot see other users’ 

files like a stand-alone 

• Data it is easy to backup and stored on a file 

server 

LAN WAN 

• .School network is usually a LAN (Local 

Area Network) these are often connected 

to a WAN,(Wider Area Network) e.g. a 

school network could be connected to the 

Internet, WAN’s can be connected together 

using the Internet leased lines or satellite 

links. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 2 of Knowledge Organiser:, Networks 

Summary, 

• A network is created when more than one device connected together. 

• A network can be a small collection of computers connected within one 

building or room, e.g. school business or home, you can also be a wider 

collection of computers e.g. connected around the world. 

• Main purpose of networking is to share data between computers. 

• A file has to be broken up into small chunks of data known as a data 

packet, in order to be transmitted over a network, 

• protocols are used to control how data is transmitted across networks, 

they are a set of rules how messages are turned into data packets 

sent across networks. 

• Bandwidth measures the amount of data that can transfer through a 

communication channel over a given period of time. 
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Points of wired versus wireless 

networks 

• Wired networks are more 

advantageous than wireless as 

the offer greater security are 

faster though more expensive 

to install 

• Wireless offer the advantage 

of being able to move around 

they do not have the speed or 

security of a wide network 

Network protocols  

• Protocols are a set of rules that govern 

how things happen 

• Example protocols HTTP, (Hypertext 

transfer protocol) HTTPS = Secure 

• FTP, (File transfer protocol for 

transmitting files between client and 

server computers. 

• POP, (Post Office protocol) 

• SMTP (simple mail transfer protocol, 

sending email messages between mail 

servers) 

Internet  

• Is a global network of 

interconnected networks. World 

Wide Web is all the webpages that 

are accessible via the Internet. 

 

Domain name server 

• Converts a website address into an 

IP address e.g. www.google.co.uk 

into IP address 172.217.14.195 

that a client machine can make a 

request to the server hosting the 

webpage 

 

Data travels 

• Data travels as small packets of 

information between computers. 

• It is broken down and then rebuilt 

back up into readable information 

like a sentence been broken up 

then put back together again. 

 

 

 

Connectivity  

• This is a term used for the capacity 

of connected devices to collect and 

share information about a person 

with or without their knowledge e.g. 

microphones cameras geo-locations 

Bandwidth  

The greater the bandwidth then this allows 

more data to travel along a particular cable 

or wireless route imagine a motorway with 

3 lanes or 6 lanes data packets go no 

faster with more vehicle lanes there are 

just more of them reaching their 

destination within the same timeframe. 

 

Summary, 
Hypertext markup language is the basic programming language of building webpages. It uses a set of predefined tanks, that the web 

browser then interprets and renders and displays. 

The World Wide Web Consortium W3C is responsible for standardising HTML releasing updated specifications introducing new tags, 

identifying them and should be the 1st point of reference for any matters concerning HTML. 

Common browsers include: Edge Firefox and Safari Opera and Google Chrome 
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Gaining support for a cause        

ICT / Computing  7.3 
 

KEY VOCABULARY Long term 
Software 

 

A networked computer that provides shared storage, it can be accessed by 

workstations on the same network. 

WORD  

Home Tab which enables you to do basic editing size: and formatting features 

Insert 
The tab which allows you to add in shapes icons smart art online links 

headers and footers as well as text boxes equations and symbols 

Draw, Allows you to use basic drawing tools 

Design 
Allows different layouts and designs of a page including watermarks colour 

and borders 

Layout 
Allows you to design and layout of the page altering margins, orientation, 

size, indents, spacing 

References Allows you to insert references to other pages and external links 

Mailings Allows you to create a mail merge 

Review 
A variety of features allows you to translate the language you are reading 

in, track changes, restrict editing, 

View Allows you to select different views e.g. read, print, web, 1 or 2 pages 

Help Allows you to obtain support on different tasks 

Table design 
Allows you to create different coloured table layouts as well as borders and 

shading for them 

Layout 
Allows you to design and insert extra rows above or below, split or create 

together cells in tables and look at the layout of them 

Licensing 

Having the correct and appropriate licence for a program e.g. Microsoft 

office, or copyright licence for using a certain picture, have you paid a 

copyright fee 

Plagiarism Where you copy somebody else’s work without giving them credit for it 

Blog  
An online social media webpage or website that is typically run by a small 

group or individual, written in informal conversational style 
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Tool icon Tool name Brief description 

 

BOLD Changes the text to be bold, i.e. 

thicker and more noticeable 

 

FONT Allows you to change the 

style/appearance of the text 

 

CENTRE 

ALIGN 

Moves the text so that it is in the 

middle of the page, rather than 

having a margin on the left- or right-

hand side of the page 

 

TEXT 

COLOUR 

Allows you to change the colour of 

the text 

 

BULLETED 

LIST 

Allows you to create a bullet-pointed 

list 

Section 3 of Knowledge Organiser:,  Gaining cause for support 

• Which software will be most appropriate to use to 

write a letter = Word 

• Which software will be most appropriate to develop a 

presentation = Presentation software 

• Which software will be most appropriate to attach 

documents to lots of people at one time = Email 

• Which software is most appropriate to change and 

create images = image manipulation software 

Licensing issues  

• It is important to understand for example Microsoft 

you have to pay a license fee to be able to use its 

software 

• If you want to share a document or photograph with 

others freely, you can use creative Common licenses 

which allow you to share content but retain control 

over who uses it, where and if they can edit it. 
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Reliability of content 

• It is important to understand that not all 

content online is truthful. 

• Anybody can set up a website and add content 

to it. 

• It is important to look at different techniques 

to determine the credibility of the source as 

to how real or fake images and text are. 

 

 

Referencing techniques  

• It is important to understand if you are using 

content from another person you need to 

reference it, either at the bottom of the page 

in a footnote or in a referencing page at the 

end of your work where you will link the 

information you have found where you've used 

it to show you are crediting it to somebody 

else and not your own work you are pretending 

is yours. 

 

Creating a blog key features  

• Use research you have completed well. 

• Reference your sources properly 

• Credit the authors of any photos 

• Use suitable formatting tools to make your 

blog interesting 
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 Spreadsheets  

ICT / Computing  7.4 
 

KEY VOCABULARY Long term 
Spreadsheet 

 

Software that allows you to manipulate data, has rows and columns so 

references, cells, formulas and functions 

Formulas Basic arithmetic to do calculations and spreadsheet 

Functions 
Ability to carry out more complex mathematical problems e.g. SUM, 

COUNTA, MAX, and MIN in a spreadsheet 

Axis labels 
On a graph, horizontal and vertical axes explain what values are related to 

e.g. degrees centigrade temperature 

Cell An individual spreadsheet box where data can be entered and stored 

Cell reference Name and if individual cell that is unique e.g. A10 

Row Cells go horizontally across the spreadsheet 

Column Those go vertically down a spreadsheet 

Computer model 

Used to predict and investigate real-life data and how it might behave if 

you apply different situations to it. E.g. will melons grow better in the UK 

which is cooler or hotter in the Mediterranean countries 

Data Values typically letters and numbers 

Information Data that has had context applied to it 

Format 
Appearance of the document including font, size, colour, rotation, and 

position 

=sum(A1:A10) What will this do? 
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Limitations of computer models  

• A model is only as good as the rules used to 

create it, mistakes could have been made by 

whoever wrote the model  

• Not every situation might be considered, this 

could cause incorrect answers to be given.  

Advantages of spreadsheets  

• Spreadsheets are more effective than the 

calculator or pen and paper as they are 

fast, reliable and effective. 

• Formulae produce results from calculations 

• For example if an electrician had to come 

to repair a light, there would be his callout 

charge, labour, and costs, the spreadsheet 

can automatically work this out adding in his 

hourly charge, travel costs, to give his final 

bill. 

• You can carry out investigations, called 

“what ifs” 

• information can be presented in different 

formats, e.g. a graph of the tuck shop 

sales, a simple range e.g. A1: A8 and: 

B1:B8 could then be used to create a 

graph. 

Section 4 of Knowledge Organiser:, Modelling with spreadsheets 

• In computing, modelling is used to look at large amounts of data to 

help scientific or engineering projects, e.g. looking at vaccine research 

for Covid 

• Simple models can be built in a spreadsheet program e.g.  plan a school 

party. You can use this to check the budget for spending on Food & 

Drink, entertainment and if it is correct and the income made. 

• A spreadsheet can be used as a modelling tool. Models can be 

controlled by sets of rules which work with formulas and functions 

• You can change these about costs and profits. 

• Spreadsheets are used to store the information and data, once the 

data is in your spreadsheet you can run powerful calculations with 

formulas and functions that can give you the data to analyse with easy  

readable graphs that everybody can understand. 

Modelling: “What if?” 

• This is when you have the opportunity to test 

a scenario, known as “what if” questions. 

•  

Sorting and filtering data  

• in a spreadsheet you can 

sort and filter data so it is 

easier to read e.g. sorted 

A-Z or 1-10 or 10 -1 

• You can also apply 

conditional formatting 

which colour codes data 

according to preset values 

eg all above 5 green, below 

red. 
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 Programming  

ICT / Computing  7.5 / 7.6 
 

KEY VOCABULARY Long term 

Algorithm 
A sequence of logical instructions for carrying out a task. In computing, 

algorithms are needed to design computer programs 

Flowchart 
A diagram that shows a process, made up of boxes representing steps, 

decisions, inputs and outputs. 

Instruction Single action that can be performed by computer processor 

Programming The process of writing computer software 

Programming 

language 

The language used by programmers to write a piece of software there are 

many programming languages 

Pseudocode 
A method of writing up a set of instructions for a computer program using 

plain English. This is a good way of planning a programme before coding 

Variable In a computer program this is a memory location where values are stored 

Subroutine 
Group of instructions to be run when called by the main program or other 

subroutines 

Decomposition Breaking a problem down into smaller more manageable subprograms 

Prediction Saying what will happen in a certain piece of code 

Iteration 

Where a group of instructions are repeatedly completed, iteration allows 

rapid development of further growth as sections of code can be reused or 

copied.  

Lists 
A collection of related elements are referred to by single name e.g. 

surname, date of birth, 
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Section 5/6 of Knowledge Organiser:, Programming 

Summary  
• Programming is writing computer code to create a program, this is in 

order to solve a problem. It will consist of a series of instructions to 

tell computer exactly step-by-step what to do and how to do it. 

• An algorithm is a set of instructions in which it describes how to 

complete a task. It is very important the steps in algorithm are 

sequenced, and completed in the correct order otherwise the 

algorithm will not work. 

• Algorithms can be designed and developed using pseudocode, and 

flowcharts. They are written using expressions and statements. 

• There are 3 basic building blocks, constructs, used when designing 

algorithm, sequencing, selection and iteration. A program is created to 

implement algorithms.  

• The algorithm consists of steps the programs consists of statements 

• A technical term in programming, is iteration, used to often mean a 

loop or looping of code, when a program loops to an earlier step. 

• It is implemented using FOR and WHILE statements. 

• Selection is implemented in programming using If statements. 

CPU 

• Central processing unit is the most important 

component of the computer. 

• It is responsible for all of the computer's 

processing. 

Fetch decode execute  

• CPU operates by repeating 3 simple 

instructions 

• Fetch, causes the next instruction and any 

data involved to be fetched from the main 

memory 

• Decode decodes instructions to ensure it can 

be carried out. 

• Execute carries out the instructions and 

repeats 
Conditions 

• Basic conditions of operators > < = 

• Logic operators (and, or, not) 
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Practice Questions Unit 7.1 
Fill in the missing gaps  of either the Key word or the Definition. If you are not sure 

after reading the Powerful Knowledge then Go back and re Read this and the Key Words. 

 

 P _ _ _ _ _ _ _  

Means people try to hook you over the Internet to give out personal 

information, credit card information so they can steal money from you or 

clone you 

_ _ _ _ _ / _ _ 

_ _ _ _ _ _  

Is where people use electronic communication to bully another person by 

sending typically intimidating or threatening messages 

 

_ _ _ _ _ _ _  

Is when somebody directs abuse with messages to somebody else through 

any electronic communication means. 

_ h _ _ _ _ _ _  

 

when somebody tries to redirect a website so you end up going on a fake 

one and people can obtain your information 

M _ _  _ _ _ _  

_ _ _  _ _ 
Is where you are trying to pass yourself off as somebody else 

 

_ _ _ _ _ _ _ 

Is where software enables the users to spy on another person’s computer 

to collect and use data against that person 

 

_ e _ _ _ _ _  
Sending inappropriate content to another person of an adult nature 

 

_ _ _ _ _ _ _ _  

The activity of a normally older person preparing a younger person to carry 

out activities normally of an adult sexual nature 

V _ _ _ _ / C _ 

_ _ / _ _ _ / _ _ 

_ / C_ _ _ _ 

 

It is important to make sure that you are never asked to do anything you 

feel uncomfortable or inappropriate online, revealing yourself, especially in 

a state of undress. Remember once you do something you can never get it 

back 

_ e _ _ _ _ _ / _ 

_ _ _ _ _  / T _ 

_ _ 

It is important to have a balance the amount of time you spend online and 

off-line 

 _ _ _ _ _l / _ _ 

_ _  ss _ _ _ _  

Where one person harasses another person including references to a sexual 

adult activity 
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S _ _ _ _ _ / _ 

_ _ _ a 

The means to which people communicate with each other online e.g. 

Facebook, keeping up-to-date with friends and family, sharing videos and 

images. 

It is _ _ _ _ _ 

too late to tell 

a trusted adult 

It is always never too late to tell a trusted adult, parent, teacher, if 

something has happened, you will not be in trouble 

F_ _ _ / F_ _ _ 

_ _ / O _ _ _ _ 

_ _ _ _ _ _ _ 

It is important to have all your files and folders in a logical order so it is 

easy to find information correctly 

_ _ 
Means carbon copy in an email to send a copy of an email to somebody else 

but not directly for them 

_ _ _  

Blind carbon copy when you want to send a copy of an email to somebody 

you want to hide who it is coming from or when you send an email to many 

parents but do not want other people to see each other’s email addresses 

so they are kept private. 

N _ _ _ _ _ _ _ 

te 

It is applied respectful way in which to use online social media and emails in 

a correct way to address the layout and responses 

_ u _ _ / _ _ _ _ 

_ _ _ _  and _ _ 

_ _ _  signature 

These are both advanced features of email along with out of office which 

people can use to be more efficient 

C _ _ _ _ _ _ _ 

t and  

p _ _ _ _ _ _ _ 

_m 

It’s important when using images to ensure they are not copyrighted or if 

they are that you reference the original creator, and seek permission from 

them so you do not plagiarise somebody else’s work 

R _ _ _ _ _ , 

It is important to know who you can report any problems to, a trusted 

adult, parents, teachers, and always check the website has a padlock to 

ensure it is a secure site 

_ i _ _ _ _ s, 
A form of malware, which is a dangerous piece of code that can spread lock 

your computer up and cause damage to it. 
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Practice Questions Unit 7.2 
KEY VOCABULARY Long term 

File server 

 
 

_ _ _ _ _ device 
_ _ _ _ _  devices, like a keyboard, allow us to put raw data in a computer 

which it processes to produce outputs. 

_ _ _ 
Local Area Network covers a small area such as one site or building, e.g. a 

school or a college. 

Licence  

_ _ _ _ _ _ _  
A network is a number of computers linked together to allow the sharing of 

resources 

_ _ _ _ _ _  

device 

A device used output data or information from a computer e.g. a monitor or 

printer 

The _ _ _ _ _ _ 
A computer holds data to be shared with other computers. A Web server 

stores and shares websites 

_ _ _  
A wide area network covers a large geographical area. Most WAN’s are 

made from several smaller LAN’s connected together 

Workstation  

_ _ _ _ _ _ _ _ The components kept inside a computer 

Peripheral  

S_ _ _ _ _ _  Devices that store virtually all the data and applications on a computer 

_ _ _ _ _ _ _ _ 

_ _ _  
Connects all components in the computer together 

P _ _ _ _ _ _ _ 

_ 
Performs calculations and processes instructions given to it 

_ _ _   Short-term storage which stores instructions for the CPU to process 

 

____ drive 

Store information in long-term memory. Contains m _ _ _ _ _ _ _  disk 

inside to store data on 
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_ _ _  
S_ _ _  _  / st _ _ _ drive a more reliable device on which to store data 

which is faster though often smaller than a hard drive 

_______ / 

________ 
Input power to the computer system 

A _ _ _ _ _ _ _ 

_  / _ _ _ _ _ _ 

_ _ 

An object or system that increases or maintains the capabilities of people 

with disabilities, e.g. using a Puck stick. 

Practice Questions Unit 7.3 
 

KEY VOCABULARY Long term 
Software 

 
 

WORD  

Home  

Insert 
The tab which allows you to add in shapes icons smart art online links 

headers and footers as well as text boxes equations and symbols 

_ _ _ _  Allows you to use basic drawing tools 

D _ _ _ _ _  
Allows different layouts and designs of a page including watermarks colour 

and borders 

_ _ _ _ _ _ 
Allows you to design and layout of the page altering margins, orientation, 

size, indents, spacing 

 _ _ _ _ _ _ _  Allows you to insert references to other pages and external links 

M _ _ _ _ _ _ _  Allows you to create a mail merge 

_ e _ _ _ _  
A variety of features allows you to translate the language you are reading 

in, track changes, restrict editing, 

_ _ _ w Allows you to select different views e.g. read, print, web, 1 or 2 pages 

_ _ _ _  Allows you to obtain support on different tasks 

Table design  

_ _ _ _ _ _ 
Allows you to design and insert extra rows above or below, split or create 

together cells in tables and look at the layout of them 

Licensing 

Having the correct and appropriate _ _ _ _ _ _ _ for a program e.g. 

Microsoft office, or copyright                                                                                                                                                                                                                                                                                                                            

for using a certain picture, have you paid a copyright fee 
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P _ _ g _ _ _ _ _ 

_ 
Where you copy somebody else’s work without giving them credit for it 

________ 
An online social media webpage or website that is typically run by a small 

group or individual, written in informal conversational style 

 

Spreadsheets  

ICT / Computing  7.4 
 

KEY VOCABULARY Long term 
_ p _ _ _ d_ _ e 

_ _ 

 

Software that allows you to m _ _ _ _ _ _ _ _ _ data, has rows and columns 

so references, cells, formulas and functions 

F _ _ _ _ _ _ _  Basic arithmetic to do calculations and spreadsheet 

F _ _ _ _ _ _ _  
Ability to carry out more complex mathematical problems e.g. SUM, 

COUNTA, MAX, and MIN in a spreadsheet 

A _ _ _  / _ _ _ 

_ _s 

On a graph, horizontal and vertical axes explain what values are related to 

e.g. degrees centigrade temperature 

_ _ _ _  An individual spreadsheet box where data can be entered and stored 

_ _ _ l / r _ _ _ 

_ _ _ _ e 
Name and if individual cell that is unique e.g. A10 

 _ _ _ Cells go horizontally across the spreadsheet 

_ _ _ _ _ n Those go vertically down a spreadsheet 

C _ _ _ _ _ _ r 

/_ _ _ _ l 

Used to predict and investigate real-life data and how it might behave if 

you apply different situations to it. E.g. will melons grow better in the UK 

which is cooler or hotter in the Mediterranean countries 

_____ Values typically letters and numbers 

___________ Data that has had context applied to it 

Format 
 

 

=sum(A1:A10) What will this do? 
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Programming  

ICT / Computing  7.5 / 7.6 
 

KEY VOCABULARY Long term 
A _ _ _ _ _ _ _ 

_  

A sequence of logical instructions for carrying out a task. In computing, A _ 

_ _ _ _ _ _ _  are needed to design computer programs 

Flowchart A  

I_ _ t _ _ _ t_ 

_ _  
Single action that can be performed by computer processor 

P_ _ _ _ _ _ _ 

ing 
The process of writing computer software 

_ _ _ _ _ _ _ _ 

_ _ _  / l _ _ _ 

_ _ _ _  

The language used by programmers to write a piece of software there are 

many _ _ _ _ _ _ _ _ _ _ _   languages 

_ _ _ _ _ _ _ _ 

_ _ 

A method of writing up a set of instructions for a computer program using 

plain English. This is a good way of planning a programme before coding 

Variable  

S _ _ _ _ _ _ _ 

_ _  

Group of instructions to be run when called by the main program or other 

_______________ 

D _ _ _ _ _ _ _ 

_ _ _ _  
Breaking a problem down into smaller more manageable subprograms 

_ _ _ _ _ _tion Saying what will happen in a certain piece of code 

_t_ _ _ t_ _ _  

Where a group of instructions are repeatedly completed, iteration allows 

rapid development of further growth as sections of code can be reused or 

copied.  

_ _ _ _ _ 
A collection of related elements are referred to by single name e.g. 

surname, date of birth, 
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REVISION TOOLS 

 

 

 

 

 
 

 

 

 

 

 

Use this section of your 

Knowledge Organiser to 

support you with revision. 

Test yourself and then use the 

revision resources to help you 

fill the gaps in your knowledge 
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Create a Mind Map or Summary Map. 

Mind maps are a revision strategy that helps you to map out your learning in a logical 

linked way. 

This is a very effective way of representing large amounts of information in an 

attractive, easily remembered way. 

You may have used “spider diagrams” - which are very similar.  Use a large sheet of plain 

paper, turned sideways. • In the centre, write the name of the topic that you are going to 

revise - and add a simple illustration if you wish. 

Now draw lines like branches (radiating out from the centre) to represent the main sub-

divisions of your chosen topic. Each of these can be illustrated or could be in a different 

colour - or a different kind of writing.  

To make Mindmaps more memorable: 1) Use doodles, pictures and diagrams 2) Use 

different colours 3) Use different styles of writing 4) Use humour (cartoons) etc. 5) 

Design your own (don’t just copy other people’s) 
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Structured Mind Maps 
This is a tool with areas for key topics that all link together. 

Create a table of similar points of topics with key central theme in the middle. 

 

 

 

 

 

 
 

 

Venn Diagrams of Similarities 
 

Use for linking together all protocols like TCP HTTPS HTTP IT which 

ones are in which layers and how they all work 
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The Flash cards  
 

Using the cards you have in electronic format and the card 

ones please use these face down and then test yourself. 

 

Place them in a grid or snake formation then when you get 1 

wrong start again. 

 

Use the testing ideas on the next section then if you do not 

know an answer go through the  pages before this to find 

the answers 
 

 

 

TESTING YOUR KNOWLEDGE  

 

In the pages below please answer the questions and if 

you are unsure find the answers from within the 

knowledge organiser Powerful Knowledge Sections
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W
h
at is a d

isad
vantage

 of 

e
m

ail? 

 

What are the dangers of being online? 

 

Why is important to have good folder file 

organisation? 

 

7.1 START 
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A
ll L

A
N

’s e
nd

s are
 e

ith
e
r 1 of 2

 

conne
ctions? 

 

A drawback of using a network would be? 

 

Name one protocol and what it is used for? 

 

7.2 
START 
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W
h
at is th

e
 com

m
and

 to m
ak

e
 

som
e
th

ing b
old

? 

 

What steps are there to create a blog? 

 

Why is it important to reference work from 

other people? 

 

7.3 START 
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W
h
ich

 w
ay’s to row

 and
 colum

n 

run on a sp
re

ad
sh

e
e
t? 

Give 3 different types of function and 

describe what they mean? 

 

How can a spreadsheet help a small shop to 

be more efficient? 

 

 

7.4 START 
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W

h
at is a flow

ch
art 

use
d
 to d

o? 

 

What does pseudocode mean? 

 

What are the 3 actions of the CPU. 

7.5 / 6 
START 
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