Table of contents

Section |

system Technologies and 'mplioations 0‘.0‘.0“0“00‘.0‘.0‘.0“0“00‘I

Module 1.1 Introduction to computers.......cc..ceeeeeeeeneceeeneceenneceennnnnns 2
INEFOAUCTION ... e e 2
Hardware VErsus SOfIWAIE ...........oooiiiiiiiiie et e 2
HOW @ COMPULET WOTKS ...ttt e e s 3
INtroduction t0 WINAOWS .........eiiiii et e e e 5
What happens When We SaVe QUM WOTK..........cuuiiieieeeeii e e e e e e e e e e e e e e 11
Honing your Keyboard SKillS...........oiuuiiiiiiiie e 12
Test and improve your KNOWIEAGE ...........uiiiiiiiiiiiiie e 14

MOdUIE 1.2 SOFEWAIE..c.eeeeeeeeieeeeeieereeeeeesaesessssnssssssosssssossssosnsse | T

a1 oo [ Tex 1] o H PP ERPSRPPRRT 17
Applications versus system Software..............oooiii e 17
The operating SYSIEM ... ... e e e s 17
ApPPlICAtioN SOFIWAIE ......ccoiiiiiii e e 22
Test and improve your KNOWIEAGE ...........uiiiiiiiiiiiiie i 24

MOdUIE 1.3 HardWare..........ueeeeeeeeeeeinieeeenereseeesesssscsesesssssssssseses 28

a1 oo [ Te3 1] o PP EPPSRPPRRT 28
L 11 1 11 | PO 32
T o | PSR ERRTRT 29
S (o] = o L= YO PO POPPUPRPOOPPPRTN 35
Environmental and health iSSUES ..........coooiiiiiiiiiiii e 37
Test and improve your KNOWIEAGE ..........oiiiiiiiiiiii e 39
Module 1.4 File management.........cccceeumueeeiiiccnssnunececcccssssneenees 43
Lo (oo [ Tex 1] o PSP ERPUUPPRRT 43
WINAOWS EXPIOTEI ... .ottt e e e e e e e e e e e e e e e e et e e e e e eeeaeaeaaaaaeaeaeaaas 43
The NEEA 10 OFGANISE.....uuuiiiiiiiiiiieiie ettt et e e e e e e e aeeaeaeaaaeeaeaannnnnnenes 45
Creating fOIABIS ....ooiii ettt et n e e e 46
MOrE @DOUL fIlES ...t e e e 46
Test and improve your KNOWIEAGE ..........oiiiiiiiiiiiici s 53
Module 1.5 ICT in PErsSPective ...euuueeeeeeeeeeeneereeeeereeersnieersseeennnes 57
Lo (oo [ o3 1] o PP ERPSRPPRRRN 57
TYPES Of COMPULETS ...ttt ettt e e et e e e e e st e e e e e esbeeeeesennsnnneaeas 57
LA E= L0 S (O ISP TPRP 59
Ethical use Of COMPULETS .......eiiiiiii e 62
Test and improve your KNOWIEAQGE ..........oioiiiiiiiiicii s 63
Module 1.6 Extended software concepts........cccuuuueeeeiennnecenennnnnans 65
a1 oo [ e 1] o PP ERPSPPPRRT 65
Stand alone versus integrated SOftWare ..............coooiiiiiiiiiiiiee e 65
LiCENSING @QrEEMENTS .....oiiiiiiiiiiiie ettt et 66
Free SOfWAIE!.... .o ettt e e et e e e e e naeeeaaeenes 67
SYSIEM SOMWAIE ...ttt e e et e e e eaa e e e 68
Test and improve your KNOWIEAGE ...........ueiiiiiiiiie e 70



Module 1.7 Extended hardware concepts .........ceeuveeeeeeeeeeneeeeennnnnns 74

INEFOAUCTION ...ttt et e e e e et e e e e e e e e e e anees 74
INPUL AEVICES ..ottt e e e e e e e e e e e et e e e e e e eaeaeaaeaeeaeeeananannn 74
OULPUL BVICES. ... ittt e e et e e e e e e e e e s e saar e e e e e e snsseaaeeaan 81
OtNEI AEVICES ...ttt ettt s 82
Storage devices and Media .........cooiiiiiiiiiiii s 83
PrOCESSING ..ttt oot e et e e e ettt e e e e et e e e e e e e anteeeaeeanea 85
Test and improve your KNOWIEAGE ............uiiiiiiiiiii e 87
Module 1.8 The impact OF ICT .....eeeeeeeieeeeeeeeeeeeeeeeeereeeeeneeenens 91
How ICTs influence our lives and lifeStyles...........ccuviiiiiiiiiiiic e 91
IMpact 0N hOME OFfICE ..o s 93
IMPACt ON @AUCALION ... 94
[07e]aq] o101 =Y e T o 1o =1 £ SSTRPPPIRt 95
Test and improve your KNOWIEAGE ............ueiiiiiiiiie et 97

Section 2
Network and Internet Technologies................................99
Module 2.1 Introducing networks ........cccccceeeeiiiiceeecaeecencenenee..... 100

What is @ NEIWOTIK? ...t e e e e e e e e e s nrreeaeeaennes 100
Advantages Of NEIWOTKS .......coouiiiiiiiiii e 101
Disadvantages of having @ NetWOrK............oouuiiiiiii e 103
IMPOrtance Of NEIWOIKS ..........ooiiiiiiiiice e e e e 103
Test and iMProve Your KNOWIEAQE .....c.oiviiiiiiiieeeee et 104
Module 2.2 Network basics ....ccccceevvreeeeerernnceeeenenceeseseneesennnnss. 100
What is needed t0 CONNECE? ... ...t e e 106
Types Of SMaAll NEIWOTKS ......ccoiiiiiiiiii e 108
Test and improve your KNOWIEAGE ........coouuiiiiiaiieieee e e 110
Module 2.3 The Internet and WWW .........ccoueeeiiiennnniinnnnnnnannnnens n2
What is the INtErNEt? ... e 112
What is needed to connect to the Internet? ... 113
The World Wide WED (WWW) ...ttt 114
Test and improve your KNOWIEAGE ........cooueiiiiiiiie et 122
Module 2.4 Electronic communication .........cceeeeeeeeeeeeeeeeeeneecaanane 125
Applications to facilitate e-communication................cccoooiiiiiiiiiii e 125
Practical use of €-Mail .......cooeiiiiiii s 131
NEUQUELLE ...ttt et e e e e b s 135
Test and improve your KNOWIEAGE ..........cciiiiiiiiiiiiiice e 138
Module 2.5 Safe INternet USE .......ccuueeeeeeeereereeeereeeeerrrereeeeennnnens 141
INEFOAUCTION ...ttt e et e e e et e e e e s neeeeeeeeannes 141
VITUSES .ottt ettt e et et e e e et e e e e et e e e e e 141
COMPULET WOITIIS ...ttt e ettt e e e et e e e ettt e e e e e et e e e e e sstaeeeeesesaseeeeeeansseeeeessnsnneas 143
B ()= 0 T PRSPPI 144
SPIM ettt b ettt 144
HOBXES AN SCAMS .....eeiiiiiieiiiii ettt e et e e e e et e e e e e ettt e e e e e annb e e e e e e annrneeeaeaannes 144
L 01 E5 01T T S 145
L =T 0T T PR 146
E-mail SPOOTING....ceiiiiiiiiei e 146
General GQUIAEIINES. .......oooiiiieiiee ettt 147

Test and improve your KNOWIEAGE ..........cooiiiiiiiiiiiiieeet e 149




Section 3
word Processing ‘0.‘0.00.000.00.‘0.‘0.00.000.00.‘0.‘0.00.000.00.‘0.‘0.00153
Module 3.1 Start working with text..........cccccevvviiicicccinnnnannnn.... 154

What is @ word processor USE fOr? .........ooiuiiiiiiiiiiiiee et 154
Meet the working envirONMENt ...........ouiiiiiii e 155
HOW t0 WOrK With fileS .......eiiiiiii e 156
Creating @ dOCUMENT ......uuiiii e e e e et e e e e e e e e e e e snrneeas 159
Character formatling..........uii i e 162
Test and improve your knowledge and SKillS ..o 165
Module 3.2 Formatting of pages and paragraphs.................uuuu... 169
BasiC page [ayOUL ... 169
Paragraph formatting..........oooueeeiiiii e 171
Formatting With STYIES .......ccooiiiiiiiiee e 176
Test and improve your knowledge and sKillS ...........cccoiiiiiiiiiiiiiiee e 179
Module 3.3 Editing ..ccccceeeeuuummmuueneeneeeeeeceeciiiiiiecesesssssssssssssssnees 182
Copying, moving and deleting texXt ... 182
Search and rePlace .........oooiiiiiiiiie e 184
Checking Of SPEIIING ....oeiiiieiee e e 186
Automatic editing OPLIONS ........coiiiiiiiiie e 188
Rounding off spacing and punctuation marks .............cccoiiiiiiiiiic 190
Test and improve your knowledge and SKillS ..o 192
Module 3.4 Adding graphics .......ccccceeeeeeeeeeeciieeeenrssceeecseesesnnnnnee 195
INSErtING PICLUIES ... .ttt e e et e e e e e e e e e e snneeeeeeeaannes 196
Inserting and formatting of drawing objJectS........cceiiiiiieiiiie e 198
(B (o] o J 071 o 1= T PSR PRP R PPPPRR 203
Page layout and background...........c.cueiiiiiiiiiiie e 204
The USEe Of SMATAI ......oiie e e 206
Test and improve your knowledge and sKills ... 208
Module 3.5 Further formatting of pages and paragraphs.............. 212
Bullets and numbered liStS ..........coooiiiiiie e 212
E 1o JE] (o] o =TSSP OUPPRPRN 215
Indenting Of PAragraphs ........cooiiii e 221
Page header and page fOOLEr ........coociiiiiiiiiii s 224
Use Of the SOft ENEEI ..o 226
Test and improve your knowledge and sKills ..o 227
Module B.6 Tables ....ccevrrruunnieiiiiiiiiiiieeeeeeieeneeceeeeeesessannnseeaaaas 232
Creating @ basiC tabIe .........ooiiiiii e 232
Inserting and removing rows and COIUMNS .........c.uuiiiiiiiiiiie e 238
FOrmatting tables ........oooiiiii s 239
Sorting and CalCUIAtIONS ........coiiiiiiiie e 246
Change tables to text and text to tables ...........ccceiiiiiii e 248
Test and improve your knowledge and SKillS ............oooiiiiiiiiiiiii e 249

Module 3.7 Columns, comments and protection and hyperlinks ..... 254

Page layout With COIUMNS ........coiiiiiiii s 254
HYPRENATION .t 258
USING COMMENES ...ttt e e ettt e e e e et e e e e e e nnaeeeaeean 259
Protecting @ doCUMENT ... 260
L1 Y7 1= 4 1 ] S PRPPE 261
Test and improve your knowledge and SKillS ...........cccoiiiiiiiiiiiiiie e 262



Section 4
Spreadsheets.....cccevuieiuiininiinininiinienieiiiiecnecncnnnnees.. 207

Module 4.1 Introduction to spreadsheets .........cccccuueeeeennnennnnnnn.. 268
What is @ SPreadshEet? ..........ooo i 268
BaSiC FUNCLIONS ....eeeiiiieec ettt et e et e e eneee e nnneeas 271
INPUEEING daa.....eeeieee ettt e et e 273
Use Of FOrMattiNg ......veeiiiici e s 274
More about types of data formats ... 277
Effective input using AUto Fill..... ..o 282
Test and improve your knowledge and sKills ... 283

Module 4.2 Calculations.......ccc..ceeeeeieneceieneieeenccenneeeeneeccancacens 287
[ o] 1eTo [8 o111 ] o F PP P R SUPPRPPNt 287
FOIMUIBS. ...ttt e e st e e e e e ettt e e e e e et e e e e e e snraeeeaeeannes 287
USING CEll FEEIENCES ...t 290
MaKing @ PriNTOUL ... e e e a e 291
Error messages iN EXCEL.....co.uiiiiiii e 292
Test and improve your knowledge and sKillS ...........cooiiiiiiiiiiie e 295

Modle 4.3 Analysing data ..........eueeeeeeeeeciiiiiiiciccccnissssssssssnnnnee. 298
Functions that Can COUNT .........oouiiiii e 298
Other USEfUl TUNCHIONS. .......oiii et e e 302
I To T4 1T IR PP 303
WOTKSNEELS ...ttt e e et e e e e 304
INtrodUCHiON 10 CRAIS .....coiiieecee e 307
Test and improve your knowledge and SKillS ...........ccooiiiiiiiiiiiiiii e 308

Module 4.4 Charts .......ccceueeeeeeeneceieennceeeeneececeennececeesnecsccssneeaes Sl
TYPES OF CNAITS ..ot 311
Creating Charts ........oo et e e e e 312
Printing and copying of Charts ...........coiiiiiioi e 317
Test and improve your knowledge and sKills ..............cooooviiiiiiiiiiiiie e 318

Section 5

P(esentations oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo32'

Module 5.1 Creating and editing presentations ..........cccccceeuuuueee 322
[ o] 1eTo [8 o1 1 1] o PSP PU PR SUPPRPPOt 322
First acquaintance with a PowerPoint presentation...............cc.coccooiiiiiiii, 322
How to create and edit @ presentation.............ccoccviiiiiiiiiic e 324
Printing @ presentation ... 327
Navigation during @ slide SHOW............uiiiiiii e 329
Test and improve your knowledge and SKillS ..........ocoooiiiiiiiiiiieee e 333

Module 5.2 Effective presentations ........ccccceeeueeeeeneccenneccennee. 337
INEFOAUCTION ..ttt et e e e e e 337
Factors 10 CONSIAET .......uiiiiiii et 337

Test and improve your KNOWIEAGE .........oouueiiiiiaiiieiee et 342




Section 6

Information Management...................ccuuuuuuuuuuu........... 343

Module 6.1 A strategy for solving problems .................cccceuuneee. 344
[0 0o [8 o3 1] o P PRR ORI 344
General Problem SOIVING........coiiuiiiie et e e 345
The role Of QUESTIONS ..o e e 346
Where does one find information?............oooiiiiiiiiiii e 346
Test and improve your KNOWIEAGE ..........ccoiiiiiiiiiii e 349

Module 6.2 Finding information............ccccveeeeerrueicecssueecessnnees 374
How to find iNfOrmation ...........ooo i e 352
Determine what information you NEEd.............coiiiiiiiiiiiii e 352
Determine which sources you are going t0 USE..........cceviiiiieiriiiiiieee e 355
Save data, facts and information that you find ... 355
Test and improve your KNOWIEAGE ..........cooiiiiiiiiiiiiiceee e 356

Module 6.3 Using and processing information .................cccuuu.... 358
INEFOAUCTION ...ttt e et e e e et e e e e eeeeeaannee 358
Step 1: Sift the data and information ............cccceiiiiiiiii e, 359
Step 2: Process the data and information ..........ccocceiiiiiiiiieie e 360
Test and improve your KNOWIEAGE ..........ccoiiiiiiiiiiiiiece e 362

Module 6.4 Presenting solutions and information ............ccccuuuuu.. 363
INEFOAUCTION ...ttt e e e e e e e e e e e e e nneeeeeeeaannes 363
FIN YOUT SOIULION .. 364
Present YOUr SOIULION........oooi e e e e aeaeaeas 365
Test and improve your KNOWIEAGE ..........ceiiiiiiiiiiii e 367

Section 7
Module 71 Integrated sKills .........uueeeeeeeeiiiiiiiicicicinsnssssneneenne.. 369

Integrating @ppliCAtIONS .........oiiiiiii e 370
TEMPIALES ... 373
Test and improve your KNOWIEAGE ........ccueiiiiiiiiiii et 377
Module 7.2 Practical problem solving...........ccccevuueeecerruueeccssunnee 379
Problem solving in application programsS............c.ceeieieieieeee e 379
Problem solving with application programs ..........cccooiieeeiiiee i 384
Module 7.3 Case studies ......cccuuerieueeiiuneiiennieienecnieneceeenccenneee. 387
INEFOAUCTION ..t e e et e e 387
Case study: MiCro-farming ......c.eooiiiiii e 389
Case study: The Wannal€arns ..........cccceeiiiieiiiiieiie ettt 390
Case study: Wannalearns and NetWOrkS ............oooeiiiiiiiiiiiiiiiiie e 391

[T = PRI 1 I



