
Computer Studies 
Term:  10 Week Course 

Wk Unit Learning Objective Main Teaching 
Practical 

Component 1 
Practical 

Component 2 
Discussion Topic 

and homework 
Plenary 

 

1 

 

Windows Set-

up 

 To understand 

how Windows 

works and to be 

able to control the 

interface. 

 To be able to 

maintain the 

computer so that 

it runs properly. 

 Using the Control 

panel. 

 Adding, removing 

programs. 

 Maintenance of 

computer. 

 Installing 

Hardware. 

 File management. 

 to go into the 

control panel and 

setup your 

desktop with a 

new background 

and screensaver 

 explore the 

maintenance 

options within the 

control panel and 

understand how 

they work.  

 Discuss what 

happens when the 

computer is not 

maintained 

properly. 

 Homework set-up 

your control panel 

at home for 

optimisation. 

 What dangers are 

there when adding 

or removing 

programs. 

 How often should 

you be defragging 

the computer? 

 

2 

 

Internet 

 To understand 

how the internet 

works. 

 To be able to use 

and control 

internet explorer 

and the various 

interfaces. 

 Using internet 

explorer. 

 Toolbars. 

 Homepages. 

 Favourites. 

 History. 

 Cookies. 

 Google. 

 Using explorer set 

up a favourite 

account and load a 

few pages that 

you may wish to 

visit again. 

 Find the 

history 

column and 

note the 

sites visited 

then delete 

the history. 

 Discuss homework. 

 Discuss how the 

history can be 

used so that you 

can keep a record 

of other users 

internet activity. 

 H/W History 

 What toolbars can 

provide you with 

extra protection 

on the internet? 

 How can someone 

hide their 

internet activity? 

 

3 

 

Internet 

 To understand the 

need to protect 

your computer 

using anti-virus 

and anti-spy 

software. 

 To be able setup 

and use an e-mail 

client account. 

 Google. 

 Yahoo. 

 Anti Virus. 

 Anti Spyware. 

 Firewall. 

 Searching for 

images, maps and 

information. 

 Setting up an 

email account 

 Using email. 

 search images, 

maps and 

information for a 

holiday 

destination then 

save the 

information for 

further perusal. 

 Set up an email 

account. 

 Discuss homework. 

 Discuss the 

problems that can 

occur on the 

internet especially 

viruses and 

spyware. 

 H/W Send an 

email to me giving 

a brief of what 

you learnt today. 

 Why do you need 

to protect you 

computer using 

Firewalls and 

antivirus 

software? 

 What is spyware 

and what can it 

do? 

 

 

4 
Microsoft 

Word 

 To understand 

how to use Word 

as a design 

program rather 

than as a word 

processor. 

 To be able to 

produce a flyer on 

Word. 

 Producing and 

modifying text. 

 Using the design 

toolbars. 

 Text Boxes. 

 Tabs and 

paragraph 

settings. 

 Importing clipart, 

shapes and images 

 produce a flyer 

for the computer 

classes using 

different font 

styles in a design 

layout. 

 import and add 2 

clipart images and 

two photographs 

from the internet 

to your flyer. 

 Discuss homework. 

 Discuss with the 

other students 

what and how they 

have produced 

their flyer (3’s) 

 H/W produce a 

flyer on your 

hobby/work  

 What is the 

different between 

a word processor 

and a design word 

package? 

 How can Text 

boxes be used to 

get over 

important 

information? 

 

5 

 

Microsoft 

Word 

 To be able to 

layout different 

letters and forms 

on Microsoft 

Word. 

 To be able to 

produce standard 

letters on 

Microsoft Word. 

 Cutting and 

pasting into word 

from other 

programs. 

 Headers, Footers. 

 Inserting 

Hyperlinks. 

 Inserting Tables. 

 Page layout and 

printing. 

 Producing 

Standard Letters. 

 produce a 

standard letter 

including 

hyperlinks, header 

& footer and cut 

and paste to 

duplicate the 

letter. 

 produce a table 

that plans your 

family’s week – 

including Dates 

and times. 

 Discuss homework. 

 Discuss with other 

students what and 

how they have 

produced the work 

today 

concentrating on 

the areas that you 

did not include. 

 H/W Produce a 

plan of what you 

have learnt.  

 What are 

Hyperlinks and 

how can they be 

used to provide 

information within 

letters and 

forms? 

 What are the main 

elements of word? 



 

 

6 

 

Microsoft 

Excel 

 To understand the 

formatting within 

workbooks and 

worksheets. 

 To be able to 

create tables 

using cells within 

excel 

 Inserting Text 

and Numbers 

 Changing Coloum 

Widths 

 Creating Tables 

 Formatting 

 AutoFill 

 Toolbars 

 create a 

worksheet that 

has titles for rows 

and columns with 

number values 

inserted. 

 format the 

worksheet using 

the toolbars and 

create a basic 

Table. 

 Discuss homework. 

 Discuss how excel 

could be used to 

create financial 

control. 

 H/W create a 

basic sheet for 

car expenses. 

 What is a cell 

address? 

 How do you 

change the text 

value for a cell? 

7 
Microsoft 

Excel 

 To understand cell 

addresses to be 

able to create 

formulas. 

 To be able to 

produce a 

spreadsheet to 

calculate a home 

budget. 

 Formulas and 

Macros 

 Formulas that get 

information from 

other files 

 Sorting the 

information 

 Filters 

 Using excel for 

home budgets 

 Full spreadsheets 

 create a 

worksheet that 

has formulas in to 

automatically work 

out the total 

values for you. 

 Create a workbook 

that takes values 

from one sheet 

and automatically 

enters them into 

another sheet. 

 Discuss homework. 

 Discuss how 

workbooks can be 

used to produce 

separate accounts 

and then bring 

them together. 

 H/W-produce a 

monthly budget 

spreadsheet for 

your family. 

 What is the 

difference 

between a 

worksheet and a 

workbook? 

 What formula is 

used to transfer 

information within 

workbooks 

 

8 
Microsoft 

Powerpoint 

 To be able to 

understand how 

PowerPoint is used 

as a presentation 

program. 

 To be able to 

format a 

presentation. 

 Creating moving 

and deleting slides 

 Frames 

 Entering the text 

 Inserting 

pictures, clip art 

and charts 

 Layouts 

 Toolbars 

 Colour schemes 

and slide designs 

 Produce a 

presentation with 

4 slides that have 

text and images. 

 change the layout 

and colour scheme 

of your 

presentation 

 Discuss homework. 

 Discuss to what 

uses a Powerpoint 

presentation may 

be put to. 

 H/W - Produce a 

presentation on a 

member of your 

family. 

 What is a title 

slide? 

 What advantages 

does using a 

master slide have? 

9 
Microsoft 

Powerpoint 

 To understand 

how with the use 

of Animations and 

Hyperlinks a 

presentation can 

run itself. 

 To be able to 

produce a 

presentation as a 

slideshow. 

 Animations and 

transitions 

 Inserting 

Hyperlinks 

 Inserting movies 

 Printing Handouts 

 Notes and there 

uses 

 Slideshow 

presentations 

 Produce a 

presentation that 

has animations and 

transitions. 

 produce a self 

timed 

presentations that 

includes 

Hyperlinks. 

 Discuss homework. 

 Discuss the ability 

to produce 

presentations for 

corporate use. 

 H/W produce a 

presentation for 

use within your 

work. 

 What advantage 

does a self timed 

presentation hold? 

 What can 

hyperlinks be used 

for within a 

slideshow? 

10 
Other 

Programs 

 To understand the 

differences 

between the 

different 

software 

programs 

available. 

 To be able to 

understand the 

basic interfaces 

for the various 

programs. 

 Webcams 

 Messenger 

 Skype 

 Burning software 

 Firewalls 

 Importing images 

from cameras 

 I Tunes 

 Photographic 

manipulation 

programs 

 Design programs 

 Drawing programs 

 using burning 

software put all of 

your work onto a 

CD for taking 

home. 

 using a photo 

manipulation 

program, change a 

image so that it 

could be used on 

the web or 

transfer be email. 

 Discuss homework. 

 Discuss the 

options available 

through use of 

Webcams, 

Messenger and 

Skype. 

 What can a 

firewall prevent 

from happening on 

your computer? 

 What is the 

difference 

between drawing, 

design and 

painting 

programs? 


