Key Operational IT Skills

Laptop Skills

Mouse skills Touchscreen Skills Organisation Transferring data
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Whﬁf:uh;:::mr » Moving the mouse to the =  Two finger pinch to = Swfn': media
s |s the laptop plugged in? desired location change th? size of an : mﬂpml . media
Year 3 * Isthere alight to show * Double left click to open object ne
the laptop is on? software

=  Safe powering down

* Holding mouse still while
. Controlling the operating buttons » Two finger rotate to turn . Load "

brightness using keys = Single left click to open an object progra
* Controlling the volume links * Touch, hold and_ drag to
using keys *  Left click and hold to move an object
highlight text
* Right mouse click for
extra information and to
cut, copy and paste

Using the screll wheel to
scroll up and down
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* Types of files to transfer
. Double left click to *  Searching for apps {Phﬂt‘_ﬂﬂr documents,
highlight . Finding and using videos etc.) _
= Other uses of the scroll settings *  Tablet to windows via
wheel USE cable
* Windows to windows via
USE stick
« Left click, hold and drag . Printing skills

window or object




