
 
 

 Reception Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 
• that there are benefits to 

using ICT to create 
documents (e.g. 
neatness, ability to redraft 
easily) 

• that ICT can be used to 
improve the appearance 
of text to achieve a 
particular effect 

• that a range of formatting 
tools can be used to help 
achieve desired effects 

• that ICT can be used to 
automate the amendment 
of text 

• that images and text can 
be arranged and grouped 
differently on a page 
using various layout and 
text wrapping settings 
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• that a word bank can be 
used to help construct a 
sentence 

• that pictures can illustrate 
text 

• that there are differences 
between handwritten text 
and word processed text 
(e.g. handwriting/font 
styles) 

• that a keyboard can be 
used to enter text 

• that text can be entered 
and corrected after being 
typed 

• that spaces between 
words and punctuation 
(e.g. full stops) can be 
entered to improve 
readability 

• that websites let you 
communicate with other 
people online 

• that comments shared on 
websites should be proof-
read before being 
submitted and only 
contain first names  

• that DTP and presentation 
software provide template 
layouts for producing 
documents 

• that there is a difference 
between running text (text 
wrap) and text with line 
breaks 

• that safe, child-friendly 
websites are available for 
you to communicate on 

• that clip art images can be 
rotated and resized for 
effect 

• that information can be 
shared over distances 
using digital and non-
digital methods 

• that malicious content can 
be sent using the Internet 

• that some sites are 
moderated by an adult 

• that strong passwords 
should be used to keep 
electronic data secure 

• that some websites have 
age restrictions on them 
because they are not 
suitable for children 

• that anonymity during 
online conversations can 
allow people to lie more 
convincingly than when 
talking face-to-face 

• that viruses, spamming 
and cyber bulling are 
hazards associated with 
digital communications 

• that there are possible 
risks and consequences 
in sharing too much 
information online 

• that some software has 
tools to allow changes to 
be tracked and content to 
be created/edited 
collaboratively  

• that digital communication 
tools need to be used 
safely to avoid dangerous 
or uncomfortable 
situations 

• to identify and discuss 
appropriate uses of 
communication 
technologies 

• to select personal 
information that should be 
kept private (not made 
public) 

• to select and explain 
strategies for dealing with 
unsafe or inappropriate 
messages 

• to gain confidence in 
using online tools to 
publish and comment on 
work effectively 

• to draw text boxes 

• to alter font type, size and 
colour for emphasis and 
effect 

• to make text: bold, italic 
and underlined 

• to amend text by 
highlighting 

• to change the alignment 
of text or graphics on a 
page 

• to change the orientation 
of a page when necessary 

• to resize and crop 
inserted image files in 
documents appropriately 

• to use text formatting and 
inserted graphics to 
communicate information 
effectively in a document 
or presentation T
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• to use the letter keys on 
the keyboard to type their 
name and simple regular 
words 

• to use the SHIFT key to 
type capital letters 

• to use the SPACEBAR to 
type a space 

• to type a simple sentence 
to convey information 

• to paint a picture/insert 
clip art to illustrate their 
work 

• to develop keyboard 
familiarity by typing 
regular words 

• to use the BACKSPACE 
key to make corrections 

• to use the RETURN/ 
ENTER key to insert line 
breaks 

• to change the colour of 
text 

• to type sentences with 
correct punctuation to 
convey information and 
ideas 

• to communicate simple 
messages with other 
people online 

• to add comments to posts 
on the school website 
safely 

• to identify situations 
where it is wise to seek a 
trusted adult for help 
when using the Internet 

• to use DTP or 
presentation software to 
illustrate sentences 

• to develop manual 
dexterity, keyboard skills 
and to type accurately 

• to alter font size 

• to delete and insert text 
using the cursor to 
improve readability 

• to type documents with 
and without line breaks 

• to engage in online 
discussions safely 

• to resize and rotate 
inserted clip art images in 
a document appropriately 

• to use a selection of DTP 
or presentation tools 
appropriately to create 
and improve a document  

• to discuss the ways ICT is 
used to communicate 

• to read and reply to an 
online message (e.g. 
email or Edmodo note) 

• to interact and contribute 
to a range of websites 
using safe and 
appropriate behaviours 

• to create a bulleted list 

• to use cut and paste or 
drag and drop to reorder a 
piece of text 

• to delete, insert and 
replace text to improve 
clarity and create mood 

• to use a thesaurus to find 
synonyms of words 

• to use a spelling and 
grammar checker 

• to use: editing, formatting 
and presentation 
techniques to organise 
and communicate 
information effectively for 
a given purpose in a 
document or presentation 

• to apply different layout 
designs to slides in a 
presentation 

• to explore the slide 
transition and text 
animation tools 

• to organise and display 
information effectively 
across slides in a 
presentation 

• to identify and explain 
strategies for safely 
dealing with hazards 
using digital 
communication tools 

 

Text and Graphics: Using software and the Internet to communicate information 


