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Computing-  Computer systems and networks

	Lesson 1 
Teamwork
Creating rules for collaborative work so that working together runs smoothly. 

Focus: To understand that software can be used to work online collaboratively.
SC:

· I understand I can work with a partner without being in the same room.

· I can contribute to teamwork sensibly and responsibly.

· I can recognise what behaviour is appropriate when collaborating online.

https://www.kapowprimary.com/subjects/computing/lower-key-stage-2/year-4/collaborative-learning-2/microsoft-collaborative-learning/lesson-1-teamwork-2/

	Lesson 2 

Sharing a document 

Learning to work effectively as part of a team using some of the features of Microsoft word.

Focus: To understand how to contribute to someone else’s work effectively.
SC:
· I can share my work with other people and access documents shared with me.

· I can understand that it is important to be positive and supportive of my classmates.

· I can use collaborative word processing software to make suggestions or comments on someone else’s work.
https://www.kapowprimary.com/subjects/computing/lower-key-stage-2/year-4/collaborative-learning-2/microsoft-collaborative-learning/lesson-2-sharing-a-document-2/


	Lesson 3
Microsoft forms. 

Creating fun and interesting surveys using a digital survey programme. 

Focus: To understand how to create a digital survey.
SC:

· I can create a Microsoft Form.

· I can understand why a survey might be useful.

· I can plan my survey.
https://www.kapowprimary.com/subjects/computing/lower-key-stage-2/year-4/collaborative-learning-2/microsoft-collaborative-learning/lesson-3-microsoft-forms-1/

	Lesson 4
Microsoft forms.

Creating and sharing surveys with Microsoft Forms to gather data and information.

Focus: To create and share a Microsoft Form.
SC:

· I can create a Microsoft Form.

· I can share a form with my class.

https://www.kapowprimary.com/subjects/computing/lower-key-stage-2/year-4/collaborative-learning-2/microsoft-collaborative-learning/lesson-4-microsoft-forms-2/


	Lesson 5
Shared spreadsheets. 

Exploring and extracting information and data from a shared spreadsheet. 

Focus: To analyse data.
SC:

· I can export data to a spreadsheet.

· I can highlight data using conditional formatting.

· I can use a spreadsheet to calculate averages and sums of numbers.
https://www.kapowprimary.com/subjects/computing/lower-key-stage-2/year-4/collaborative-learning-2/microsoft-collaborative-learning/lesson-5-shared-spreadsheets-2/

	

	· Understanding that computer networks provide multiple services, such as the world wide web, and opportunities for communication and collaboration.

· Use online software for documents, presentations, forms and spreadsheets.

· Using software to work collaboratively with others.

· Understanding that software can be used collaboratively online to work as a team.

· Recognising what appropriate behaviour is when collaborating with others online.

· Software can be used collaboratively online to work as a team.

· What type of comments and suggestions on a collaborative document can be helpful.

· You can use images, text, transitions and animation in presentation slides.
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Vocabulary


 





Use a range of tools to work collaboratively in a sensible and respectful way.





 





By the end of this unit children will 


 


 


 


 


 


 








Essential Knowledge


 


 


 








Understand the need to be thoughtful when working on a collaborative document.


Use comments to suggest changes to a document and understand how to resolve comments.


Plan a survey for Microsoft Form with a range of different question types that will provide different types of answers, e.g. text, multiple choice or numerical values.


Create a Microsoft Form with a range of different question types that will provide different types of answers, e.g. text, multiple choice or numerical values.


Export data to a spreadsheet, highlighting data, using conditional formatting and calculating averages and sums of numbers.
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