CONTENTS

Term

Section 1: System Technologies and Implications

Module 1.1: Introduction to computers... 2

Module 1.2: Software... 14

Module 1.3: Hardware... 23

Module 1.4: File management... 37

Module 1.5: ICT in perspective... 49

Module 1.6: Extended software concepts... 56

Module 1.7: Extended hardware concepts... 64

NN aa]a]a

Module 1.8: The impact of ICT... 80

Section 2: Network and Internet Technologies

Module 2.1: Introducing networks... 88

Module 2.2: Network basics... 94

Module 2.3: The World Wide Web... 100

Module 2.4: Electronic communication... 111

N N NN |DN

Module 2.5: Safe internet use... 123

Section 3: Word Processing

Module 3.1: Start working with text... 134

Module 3.2: Formatting of pages and paragraphs... 145

Module 3.3: Editing... 155

Module 3.4: Adding graphic... 165

Module 3.5: Further formatting... 179

Module 3.6: Tables... 196

N[ N[N

Module 3.7: Other useful facilities... 212

Section 4: Spreadsheets

Module 4.1: Introduction to spreadsheets... 222

Module 4.2: Calculations... 240

Module 4.3: Analysing data... 250

Bl WIN|DN

Module 4.4: Charts... 262

Section 5: Presentations

W

Module 5.1: Creating and editing presentations... 270

Module 5.2: Effective presentations... 282 3

Section 6: Information Management

Module 6.1: A strategy for solving problems... 288 2

Module 6.2: Finding information... 294 3

Module 6.3: Processing and presenting... 301 3

Section 7: Integrated skills

Module 7.1: Working smarter... 312

Module 7.2: Practical problem solving... 318 4

Module 7.3: Case studies... 323




TABLE OF CONTENTS

Section 1: System Technologies and Implications.................... 1
Module 1.1: Introduction tO COMPULESIS..........coeeeeeeeeeeeeeeeeeeeeeee e 2
What is @ COMPULET? ....ooeeiiiic e e e e e e 5
INtroduction 10 WINAOWS ........ooiiieeeeeee e 5
SAVING QU WOTK...eeeiiiiieeeiiieeie ettt e e e e e e e s e s eeee e e e e e e e e e e s esasnnnneeaeeeeeeaeeeeesaaannnne 10
Introduction to the keyboard...............eoiiii e 11
MOAUIE 1.2: SOFEWAIE..........eeeeeeeeeeeeeeeeeeeeeee e et e e e e nneean 14
1] (o o 11 o 1o ] o 1SS 14
Application versus system software ............ccccciiiiii 14
The operating SYSteM........coi i 15
Application SOMIWEAIE ........cooiiiiiiiieee e 18
MOAUIE 1.3: HAFAWALE ........eeeeeeeeeeeeeeeeeeeeeeeee et e e e e nneean 23
T 10T [T o) o 1SR 23
N PUL e e e e e e e e e e e e e e e e e e aa—————————————— 24
L@ 11} 1o 11 | ST PP PUURRURRRRRN 26
) (o] = o [P PUUPRRR 30
Health and environmental ISSUES ..........c..ouuiiiiiiieee i 31
Module 1.4: FIle MaNagemMEeNt ... e 37
INEFOAUCTION. ... e e e e e 37
File/WINAOWS EXPIOTET ......vveiiiiiiieiee ittt e e 37
The Need t0 OrganiSe ........cooiiiiiiiie e 40
More about fl€S........o e 41
Working with files and folders............cooi e 44
Module 1.5: ICT IN PEISPECEIVE. ...t 49
1] 10T [0 T 1o ) o 1SR 49
TYPES Of COMPULETS ..o a e e e e e 49
WAt IS ICT 2.t e e e et e e e e e entre e e e e enreas 51
Ethical use of COMPULETS .......ccooiiiiiiiie e 53
Module 1.6: Extended software CONCEPTLS.........cooeeeeeeeeeeeeeeeeeeeeeeeeeeee 56
T 10T [T o) o 1SR 56
Integrated SOfWArE....... .o 56
Licensing agre@mENTS .........eueiiiiiiiiiiiiie e 57
Free SOfWAIE .....ooiiiiee e 58
SyStEM SOWAE .....coiiiieiii e 59
Module 1.7: Extended hardware CONCEPLS .......ccoeeeeeeeceieeeieeeee e 64
INEFOAUCTION. ... e e e e 64
INput and OULPUL AEVICES .......ceeeeeeeeeeeee e 64
Storage devices and Media..........oooiiiiiiiiiiiie e 73
PrOCESSING . ..ttt e 75
Module 1.8: The IMPACL OF ICT ...... .o 80
How ICTs influence our lives and lifestyles ............cccoociiiieeiii e 80
Impact on home OffiCe ........ueiiiii e 82
IMpact 0N €AUCALION .......ooiiiie e 82

Computer CMINAIS .........ouviiiciee e 83



Vi

Section 2: Network and Internet Technologies...................... 87

Module 2.1: INtroduCiNng NEEWOIKS .........oceeeeeeeeeeeeeeeeeeeeeeeeeee e 88
111 (0T [T o) o 1R 88
What is @ NEIWOIK? ... e 88
Advantages Of NEIWOIKS ..........ccuuiiiiiiiiiie e 88
Disadvantages of having @ Network .............ccccoooiiiiii e, 91

Module 2.2: NEtWOIK DASICS .......ooeeeeeeeeeeeeeeee e 94
INEFOAUCTION ... e e e e e e e e e s 94
Small networks —a PAN and @ HAN ... 94
What is needed to CONNECE?.........oooiiiiiiii e 95

Module 2.3: The WOrld WIide WED...........ooieeeeeeeeeeeceee et 100
INEFOAUCHION . ... 100
TYPES OF WEDSItES ....veiiiiiiiiie e 102
Browsing and S€arching .............uuuuuuuiiiiiiieie e 104

Module 2.4: Electronic communication..............cccooeeeieeeeececeeeeeeeeeeeeee 111
INEFOAUCHION ... e e s 111
EMQIL .. 111
Other modes of e-commuNICAtioN ..........coccuiiiiiiiii e 116
NEUQUETEE ... e s 118

Module 2.5: Safe INTEINEL USE.........ooeeeeeeeeeee e 123
INEFOAUCTION ... 123
VITUSES ettt ettt e s e e e s e e e s e e e s e e e 123
Guidelines for using the internet safely ..........coccooii i, 129

Section 3: WOrd ProCesSing...........oceeeeceemeeeceeeeeeeceeeeeeenneeens 133

Module 3.1: Start working With teXt...........ccoirieeeeeeee e 134
What iS @ WOIrd PrOCESSOI? .. ...ttt e e e e e e e eaa e 134
Meet the working environment ... 135
HOW to WOrk With fileS .......eoeiiiee e 135
Creating @ dOCUMENT ... 138
Character formatting.........coooiciiiii i 140

Module 3.2: Formatting of pages and paragraphs............cccccceeeveeeeenenn.e. 145
BasiC Page ayOUL.........eeiiii e 145
Paragraph formatting.............cooiiiiiii e 147
Formatting With Styles........cooi i 150

MOAUIE 3.3: EAITING ...ttt e 155
Copying, moving and deleting text ..., 155
FINd @nd replace...........ooo ot 157
Checking Of SPEIIING ......vviiiiiiiie e 158
Automatic editing OptiONS ........ceuiiiiiii e 160
Spacing and punctuation Marks ..o 161

Module 3.4: AddiNg graphiC ... 165
Inserting and formatting PiCtUreS .........cc.eeiviiiiiiiii e 165
Other graphiC ODJECES ... 168
Page background ... 173
The use of SMartArt ... 175



Module 3.5: Further formatting..........ccoooeeieeieeeeeeeeeeee e 179

Bulleted and numbered liIStS ..o 179
L= L) (o] o 1 PP URPPPPPPRR 182
Indenting of Paragraphs ...........ooueiiii i 187
Page header and page footer ... 189
Use Of the SOft ENLEI .....coviiiiiiie e 191
MOAUIE 3.6: TADIES ...ttt ae e e e e e aeas 196
=T (o =1 o] L= PP 196
ROWS @nd COIUMNS ... 200
Formatting tables. ... 202
Sorting and calCulations .............ooiiiiiii i 207
TEXE AN tADIES ... 208
Module 3.7: Other useful facilities ..o, 212
Page layout with COIUMNS ... 212
L 1Y7 1 0= F= 11T o S 215
USING COMMIENTS.....iiiiiiieiiiiiie ettt e e e e e e e nreeas 216
Protecting @ dOCUMENT ..........oiiiiiiii s 217
HYPEIINKS....cceeeeeeeeee e 218
Section 4: Spreadsheets ... e 221
Module 4.1: Introduction to spreadsheets .............ccooeeeeeeeecieeeeeeeee. 222
What is @ spreadsheet?. ... 222
First encounter With EXCel ............ooiiiiiiiii e 222
Entering data........ooo oo ———— 224
o] 0 1] = TS 225
USING fOrmMatting ......ooeeeiiiiiiee e s 227
BasiC fUNCHIONS ... 229
Types of data formats.........coooiiiiiii i 231
Effective input using Auto Fill ... 236
Module 4.2: CaICUIATIONS ... e 240
INErOAUCTION. ... e 240
FURther fOrmMUIBS ... 240
Cell references and Cell NAMES ..........coveiiiiiiie e 242
Printing @ WOrkSheet ... 244
Error messages iN EXCE/ .........oooiiiiiiii e 245
Module 4.3: ANAIYSING AAtQ.........oooeeeeeeeeeeeeeeeeeeeeeee e e 250
Functions used t0 COUNT ........cooiiiiiiii e 250
Other useful FUNCLIONS .........uviiiiiiiiieee e 253
RS To] 1 1] o PP 254
WOTKSNEELS ...t a e e e e 255
INtroduction t0 ChaMS........cooii i 258
MOAUIE 4.4: CRAIES ...ttt et et et e e e e e e e e e aeas 262
TYpes Of Charts ... 262
Creating @ Chart ... ...t 263
Printing of Charts .......eeiiii e s 266

Vii



viii

Section 5: Presentations ............ccoo oo 269

Module 5.1: Creating and editing presentations..............ccocooeeeeiieeeeenns 270
10T ¥ T2 4o o 1SS 270
First acquaintance with PowerPoint ..............ccccoooiiiiiiiiiieeeeeeee 270
Creating and editing a presentation ............ccccoociii i 272
Printing a presentation ............oooveieiiiiiiic e 275
Navigation during a slide ShOW............cccciiiiiiii e, 277

Module 5.2: Effective presentations.............ccoeeeeireceeeceeeereeeeeeeee e 282
INEFOAUCTION ... 282
Factors t0 CONSIAET .......c.coiiuiiiieiiiiee et 282

Section 6: Information Management ..................ccceeeeeuuneenn. 287

Module 6.1: A strategy for solving problems...........cccccooeeeeeeceeecieeeeeeeenns 288
INEFOAUCTION ... s 288
General problem SOIVING .........eiiiiie e 288
The role of QUESLIONS ..o 289
Data and information ... 290

Module 6.2: FINding iINFOrmMatioN .............ccooeeiieeeeeeeeeeeeeeeeeeee e 294
INEFOAUCHION....ceiieiee e e e e e e e e s 294
Determine what information you need............ccccceiiiiiiiiini e, 295
Find the information and save it ... 299

Module 6.3: Processing and presenting ............oooeeeeeeeeeeeeeeeceeeeeeeeeeeeenns 301
INEFOAUCHION....ceiiee e e e e e e e e e e s 301
Using and processing information ... 301
Finding a solution and presenting it...........cooiiiiiiiii e 307

Section 7: Integrated sKills............ccooeeoeeeeeeeeeee e 311

Module 7.1: WOIrking SIMArter...........oo e 312
Integrating appliCations ............ooiiiiiiiiii 312
TEMPIALES ... —————— 315

Module 7.2: Practical problem SOIVING..........cccoieeeeeeeeeeeeeeeeeeeeeeeeeeees 318
Problem solving in application programs............ccccocuiieieiiiiiei e, 318
Problem solving with application programs .............ccccoiiiie e, 321
Revising your practical sKillS ... 322

MOAUIE 7.3: CASE STUAIES ...t 323
INEFOAUCHION ... e e e e e 323
Case study: Micro-farming ...........occeeeiiiiiiiiii e 323
Think, Interpret, EXplain ... 326

Appendix: Keyboard SNOItCULS............oo e 328



