
iv

CONTENTS
Term

Section 1: System Technologies ...1

Module 1.1: Computers in our everyday lives ...2 1

Module 1.2: Hardware devices ...11 1

Module 1.3: Hardware recommendations ...40 1

Module 1.4: Software ...51 1

Module 1.5: System software and computer management ...69 3

Section 2: Network and Internet Technologies and Implications ...85

Module 2.1: Internet connections and services ...86 2

Module 2.2: The dangers of computer crime ...103 2

Module 2.3: E-communications ...112 3

Module 2.4: The impact of technology ...126 3

Section 3: Word Processing ...135

Module 3.1: Reviewing documents ...136 1

Module 3.2: Working with long documents ...141 1

Module 3.3: Integrate, check and share documents ...148 2

Section 4: Spreadsheets ...155

Module 4.1: Functions for calculations ...156 1

Module 4.2: Decisions in functions ...165 1

Module 4.3: Text functions ...178 2

Module 4.4: Making changes to charts ...184 3

Section 5: Databases ...195

Module 5.1: Revising and improving skills ...196 1

Module 5.2: Calculations ...214 1

Module 5.3: Designing and creating a database ...228 2, 3

Section 6: HTML / Web design ...235

Module 6.1: Web design with tables ...236 2

Section 7: Information Management and Integrated Skills ...247

Module 7.1: Information Management ...248 1

Module 7.2: Working smarter ...255 4



v

TABLE OF CONTENTS
SECTION 1: System Technologies  ................................................. 1

Module 1.1: Computers in our everyday lives ..................................................2

Why we use computers ....................................................................................... 2
Types of computer systems  ................................................................................ 4
Categories of users ............................................................................................. 6
Convergence ....................................................................................................... 8

Module 1.2: Hardware devices ..........................................................................11

The information processing cycle ...................................................................... 11
Input devices  .................................................................................................... 13
Output devices   ................................................................................................ 22
Storage devices  ................................................................................................ 29
Communication devices   .................................................................................. 33

Module 1.3: Hardware recommendations ......................................................40

Buying a computer ............................................................................................ 40
The value of ICT   .............................................................................................. 45
New technology ................................................................................................. 48

Module 1.4: Software ..........................................................................................51

Choosing the right software   ............................................................................. 51
Application software  ......................................................................................... 55
Fixing software problems .................................................................................. 61

Module 1.5: System software and computer management .......................69

Introduction ........................................................................................................ 69
Operating systems  ........................................................................................... 69
Operating system utilities .................................................................................. 71
Security tools  .................................................................................................... 76
Factors influencing performance  ...................................................................... 77
Troubleshooting using utility software ............................................................... 79

SECTION 2: Network and Internet Technologies and 
Implications .....................................................................................85

Module 2.1: Internet connections and services .............................................86

Introduction ........................................................................................................ 86
Internet connections .......................................................................................... 87
Internet services    ............................................................................................. 90

Module 2.2: The dangers of computer crime ...............................................103

Introduction  ..................................................................................................... 103
Techniques and tools of cybercrime   .............................................................. 103
Categories of computer crime ......................................................................... 105
Protecting yourself against computer crime  ................................................... 107



vi

Module 2.3: E-communications .......................................................................112

Introduction ...................................................................................................... 112
Uses of digital communications ....................................................................... 113
Using the web efficiently  ................................................................................. 118
New trends and technologies    ....................................................................... 120

Module 2.4: The impact of technology ..........................................................126

The impact of technology on the global community ........................................ 126
Social networking and the impact of ICT ......................................................... 129
How technology can benefit or harm society ................................................... 132

SECTION 3: Word Processing ..................................................... 135

Module 3.1: Reviewing documents ................................................................136

Introduction ...................................................................................................... 136
Tracking changes ............................................................................................ 136

Module 3.2: Working with long documents .................................................141

Bookmarks ...................................................................................................... 141
Hyperlinks and cross-references ..................................................................... 142
Manipulating line and page breaks .................................................................. 144

Module 3.3: Integrate, check and share documents ..................................148

Mail Merge ....................................................................................................... 148
Prepare and share files ................................................................................... 150

SECTION 4: Spreadsheets ........................................................... 155

Module 4.1: Functions for calculations .........................................................156

Statistical and mathematical calculations ........................................................ 156
Dates and times .............................................................................................. 159

Module 4.2: Decisions in functions .................................................................165

Introduction ...................................................................................................... 165
Calculations based on a decision .................................................................... 165
The VLOOKUP and HLOOKUP functions   ..................................................... 169

Module 4.3: Text functions ...............................................................................178

The use of text data ......................................................................................... 178
Examples of text functions  ............................................................................. 178

Module 4.4: Making changes to charts ..........................................................184

Introduction ...................................................................................................... 184
Using pictures and other fill effects  ................................................................. 184
Changing the type of chart  ............................................................................. 186
Changing the axes .......................................................................................... 187
Changing the data series ................................................................................ 189



vii

SECTION 5: Databases ................................................................. 195

Module 5.1: Revising and improving skills ....................................................196

Tables .............................................................................................................. 196
Forms .............................................................................................................. 201
Queries  ........................................................................................................... 202
Reports ............................................................................................................ 206

Module 5.2: Calculations ...................................................................................214

Introduction ...................................................................................................... 214
Calculated fields in tables and queries ............................................................ 214
Calculated fields in reports .............................................................................. 220

Module 5.3: Designing and creating a database .........................................228

Introduction ...................................................................................................... 228
Evaluate the design of a table  ........................................................................ 228
Use a report to design a database table ......................................................... 230
Use a form to design a database table ............................................................ 233

SECTION 6: HTML / Web design ................................................. 235

Module 6.1: Web design with tables ..............................................................236

Introduction ...................................................................................................... 236
Table elements ................................................................................................ 237
Table attributes ................................................................................................ 238
Row, header and data attributes ..................................................................... 239
Elements inside a table cell  ............................................................................ 241

Section 7: Information Management and 
Integrated Skills .......................................................................... 247

Module 7.1: Information Management .........................................................248

Introduction ...................................................................................................... 248
Gathering data and information ....................................................................... 249
Creating a formal report  ................................................................................. 252

Module 7.2: Working smarter ..........................................................................255

Office applications ........................................................................................... 255
Case Study  ..................................................................................................... 267

Appendix A: Input Mask Character Sheet .............................. 269

Appendix B: HTML Tag Sheet .................................................... 270


