
Subject: Computing 

Topic: Internet Searching/ E-Safety/ Microsoft Office

Key terms:

Summary of key information:

Domain name, Web Browser, Search Engine, URL, Keyword, Protocol, Boolean Operators, 



Homework this half term - to help prepare for your end of half term multiple 

choice quiz.

How do I use this to help me revise? Guidance and advice on how to use 

your knowledge organiser!

Head over to Google classroom or use your 
revision guide to find other activities to help you 

extend and secure your knowledge. 

Summary of key information:

E-Safety:

How to use the Internet

Safely and Responsibly:

• Never give out your password

• Talk to your parents or teachers
if you have any concerns

• Don’t give out your contact details

• Respect Copyright

• Don’t download software without 

permission
• Respect people’s privacy

• Use a child safe web browser

Tasks to complete in preparation for your end of half term multiple choice quiz are:

TASK 1:
Define key terms associated with Email?

TASK 2:
What are the basic rules of E-Safety?

How to deal with cyber-bullying:

• Don’t send your photos to 

anyone

• Don’t respond back to cyber-

bullies
• Contact the website

• Tell someone – don’t suffer in 

silence

• Save everything as evidence

• Don’t give out personal 
information



Subject: Computing 

Topic: E-Safety/ Microsoft Office

Key terms:

Summary of key information:

Purpose, Audience, Formatting features, Ribbon,  

Microsoft Word:

Microsoft Word is used to write 
written documents, such as 
formal letters and school 

reports. A formal letter is a 
letter that is professional and 

structured. It used appropriate 
vocabulary and wording to 
get a message across e.g. a 

letter home from school. 

Microsoft PowerPoint:

Microsoft PowerPoint is used to create 
presentations, which can be used to 
inform a group of people about a 

message or point e.g. a rewards 
assembly. PowerPoints have many slides, 

with animations creating effects on slides 
and transitions linking the slides together. 

Microsoft Publisher:

Publisher is used to create physical 
documents like posters, leaflets and 
coupons. Publisher can be used to 

design a folding leaflet like those 
found in tourist attractions or at the 

doctors. 

Formatting features found in Microsoft Office



Homework this half term - to help prepare for your end of half term multiple 

choice quiz.

How do I use this to help me revise? Guidance and advice on how to use 

your knowledge organiser!

Head over to Google classroom or use your 
revision guide to find other activities to help you 

extend and secure your knowledge. 

Summary of key information:

Tasks to complete in preparation for your end of half term multiple choice quiz are:

TASK 1:
Define key terms associated with the Microsoft Office?

TASK 2:
What formatting features can you use on a Word document?

Purpose:

The purpose of a 

piece of work is 

the point of 

actually doing it.

Audience:

The audience is 

the group of 

people for whom 

you are 
developing your 

work.
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