
Computing AQA progression 

 Half term 1 Half term 2 

Autumn 

105381 WORD PROCESSING IN 

MICROSOFT WORD 

105880 USING MICROSOFT 

POWERPOINT TO CREATE A 

PRESENTATION 

Spring 
105880 USING MICROSOFT 

POWERPOINT TO CREATE A 

PRESENTATION 

105425 MAKING A LEAFLET 

Summer 105425 MAKING A LEAFLET  
 

In successfully completing the unit the learner will have shown evidence of the skills below. 
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Session Skills/ objectives Knowledge  Activity Horizontal links 
(Cross curricular) 

Key questions Key 
vocabulary 

Evidence 

1 1. open a new 

document in Microsoft 

Word 
 

2. enter text using 
Microsoft Word 

How to open a 
word doc and 

type. 

Open a word doc.  
Explore how to type and 
select different fonts.  
Study the keyboard for 
30 seconds- Try to write 
words without looking at 
the keyboard or give 
pupils letters/numbers 
at random for them to 
try and find.   Save As- 
name the document and 
save it in pupil 
documents. 

SMSC/ PSHE: 
patience, managing 
emotions, resilience 
and preparing for 
learning, 
concentration and 
achievement 
 
Maths-  
 
English-  
 
Science- gravity, 
forces, static 
 
Geography- 
reading/following 
signs, following 
route/floorplan 
 
BV- rule of law, 
tolerance, 
individual liberty 
 
 

Show me how to open 
a new doc. 

What might you use 
word for? Could you 
find the keys easily or 

were they hard to find? 

Microsoft word, 
text 

Doc saved and 
printed into UAS 

folder.  Session 
reflection sheet 

2 3.undo the last 

action 

 

4. redo the action 

that was last undone 

How to 

undo/redo 
actions 

Enter text/pics, edit 
them using the 
design/insert tab.  
Explore how the 
undo/redo function 
works and effects the on 
screen product.  Save As 

Why might you want to 

use undo/redo? How 
many times can you 
use the undo feature in 

a row?  

Undo, redo Doc saved and 

printed into UAS 
folder.  Session 
reflection sheet 

3 5. select and edit 

text, eg cut text, 

copy text, paste text 

How to cut, 
paste, copy 

text/pictures 

Write a paragraph (can 
be nonsense if need be) 
chose parts/ sentences 
to cut/paste/copy and 
experiment with moving 
them around the page.  
Try to cut/copy/paste 
images too.   Save As 

What might you 
want to use 
cut/paste/copy 
actions for? Do 
you know that 
there are 
keyboard short 
cuts to make it 

Cut, paste, copy Doc saved and 
printed into UAS 

folder.  Session 
reflection sheet 
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even easier? What 
are they? 

4 6. format text, eg 

change font type, 

change font size, 

change font colour 

How to format 
text 

Choose sections of pre-
typed text.  Explore how 
to edit font 
type/size/colour.  
Highlight different words 
and choose different 
sizes, colours and fonts 
to make a jumbled up 
paragraph.    Save As 

How do you change 
font size/colour/type? 

Which was your 
favourite? Do you know 
when it might be best 

to use certain fonts? 

Font, type,  Doc saved and 
printed into UAS 

folder.  Session 
reflection sheet 

5 7.insert a picture 

from the computer 

library  

How to insert a 
picture into a 
word doc. 

Either download pictures 
or find some on the 
server.  Copy and insert 
them into the document, 
adjust where needed.   
Save As 

What picture did you 
choose? Where did 
you find it? How did 

you copy and paste it? 

Insert, picture Doc saved and 
printed into UAS 
folder.  Session 

reflection sheet 

6 8. change page 

orientation 

9.save the word 

document. 

How to change 

page orientation 
and save a doc. 

Manipulate the page 
orientation using the 
layout tab.  Pupil to 
choose what way round 
they like the doc.  Save 
As  

Why might you want 

the page turned? What 
are the names of how 
they orientate? Where 

do you find the tab to 
do this action? 

orientation Doc saved and 

printed into UAS 
folder.  Session 
reflection sheet 
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*Dates must be used to record the achievement of each outcome in the columns below 

Student Details 
Outcomes * Date of 

completion 
          

Learner 

Number 

(4 digits) 

Surname Forename 1 2 3 4 5 6 7 8 9 
Date of 

completion 

             

             

             

             

             

             

 

 

Name of Centre Brantridge School Centre No 8 3 0 6 5 

Unit Title 
WORD PROCESSING IN MICROSOFT WORD,   Unit Code 105381 

I, the teacher, confirm that each student has individually completed in full all aspects of the outcomes for this unit and all appropriate evidence is present 

and correct. 
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Signed  (Unit teacher) Date  

 
Verified 

  
(Coordinator) 

 
Date 

 
Strictly Confidential 


