
Key Topics covered in 
Term 2:

Office 365
Understand how to 
access online platform 
to
MS Word Skills
Understanding key skills 
and short cuts.

Review Skills
Understanding how to 
take a step back and look 
at your work in a critical 
manner to understand 
how you can improve and 
what went well.

Presentation Skills
PowerPoint presentation 
skills, understanding 
transition, animation and 
hyperlinks

You can access Office365 by clicking the link on your desktop 
and sign in using your hnumber@omacademy.org.uk and 
your network password.

It is really useful as it saves your work automatically and 
regular intervals and you can access it at home as well as 
School. 
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