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Prologue

 THE ICDL

The
International Computer Driving Licence (ICDL) is the most widely
recognised all-round computer certification in the world.

The ICDL is
made up of a range of modules – each module provides a practical
programme of up-to-date skills and knowledge areas, which are
validated by a test.

The ICDL
enables you to develop and certify your computer skills in the
subject areas of your choice, and to the level that you need –
either for work or day-to-day life.

Through the
module combination that you choose, you create your individual ICDL
Profile.

You must pass
the four core modules and any three modules selected from the
standard and optional modules to receive your International
Computer Driving License Certificate (ICDL).

 


CORE
MODULES

Computer
Essentials: sets out the essential concepts and skills relating
to the use of devices, file creation and management, networks, and
data security.

Online
Essentials: sets out essential concepts and skills relating to
web browsing, effective information search, online communication
and e-mail.

Word
Processing: allows candidates to demonstrate the ability to use
a word processing application to accomplish everyday tasks
associated with creating, formatting, and finishing small-sized
word processing documents, such as letters and other everyday
documents.


Spreadsheets: allows candidates to understand the concept of
spreadsheets and to demonstrate an ability to use a spreadsheet to
produce accurate work outputs.

 


STANDARD
MODULES

IT
Security: allows candidates to understand the main concepts
underlying the secure use of ICT in daily life and to use relevant
techniques and applications to maintain a secure network
connection, use the Internet safely and securely, and manage data
and information appropriately.

Online
Collaboration: sets out concepts and skills relating to the
setup and use of online collaborative tools, such as storage,
productivity applications, calendars, social media, web meetings,
learning environments, and mobile technology.


Presentations: allows candidates to understand the concept
of presentations and to demonstrate competence in the use of
presentation software.

 


OPTIONAL
MODULES

Image
Editing: enables the candidate to understand the main concepts
underlying digital images and to use an image editing application
to enhance images, apply effects, and prepare an image for printing
and publishing.

Web
Editing: enables the candidate to understand key web publishing
concepts and to create, upload, and maintain a website.

Project
Planning: enables candidates to use project management software
to prepare project plans and monitor projects, including planning
and managing time, costs, tasks, and resources.


Databases: enables candidates to gain the knowledge and
skills to create and modify tables, queries, forms and reports.
Also, how to relate tables, and how to retrieve and manipulate
information from a database by using query and sort tools. 

 


WHAT THIS BOOK
COVERS

The computer
essentials module is broken into the following sections.

⦁ Using
Microsoft Word

⦁ Document
creation

⦁ Document
formatting

⦁ Managing
document objects

⦁ Using mail
merge

⦁ Preparing
outputs for distribution

 


At the end of
the module, you will be able to:

⦁ Work with
documents and save them in different file formats.

⦁ Choose
built-in options such as the Help function to enhance
productivity.

⦁ Create and
edit small-sized word processing documents that will be ready to
share and distribute.

⦁ Apply
different formats to documents to enhance them before distribution
and recognise good practice in choosing the appropriate formatting
options.

⦁ Insert
tables, images and drawn objects into documents.

⦁ Prepare
documents for mail merge operations.

⦁ Adjust
document page settings and check and correct spelling before
finally printing documents.

 


The book is
targeted towards the latest version of Windows 10 (version 2004)
and Microsoft Word 2013. However, this module is compatible with
most versions of Windows 10 and Office 2013, 2016 and 2019.

 


Getting used to
a new application can be hard. I have tried to insert as many
screenshots as possible to help you find options quickly. It may
appear that there is repetition in the screenshots. This is
intentional in order to help you by not having to scroll back and
forward trying to perform a specific task.

 


 



Chapter One: Using Microsoft Word




WORKING WITH
DOCUMENTS

Open a word
processing application.

⦁ Click the
Start button.

⦁ Select All
Programs.

⦁ Click Word
2013.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m3c0ddf9e.png]

 


 


Close a word
processing application.

⦁ Click the
‘x’ icon on the top right of the window.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m5fadcdc9.png]

 


 


Open
documents.

⦁ On the
File tab, click Open.

⦁ Click
Computer if required, then click Browse.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m4a112de2.png]

 


⦁ Navigate to
the document(s) to open and click Open.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_eee0824.png]

 


 


Close
documents

⦁ On the
File tab, click Close.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_38835d4f.png]

 


 


Create a new
document based on default template.

⦁ On the
File tab, click New.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m30c3caf9.png]

 


⦁ Double-click
Blank Document.

 


 


Create a new
document based on other available template like: memo, fax,
agenda.

⦁ On the
File tab, click New.

⦁ Enter
Memo in the Search box.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_3fd08b66.png]

 


⦁ Select the
memo template required and double-click the template.

 


 


Save a
document to a location on a drive.

⦁ On the
File tab, click Save. (A new document will
automatically go to Save As).

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m26d2b957.png]

 


⦁ Click
Computer if required, then click Browse.

 


⦁ Enter a file
name in the File name box and navigate to the location
required.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_6815f824.png]

 


⦁ Click
Save.

 


 


Save a
document under another name to a location on a drive.

⦁ On the
File tab, click Save As.

⦁ Click
Computer if required, then click Browse.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m26d2b957.png]

 


⦁ Enter a new
file name over the existing file name and navigate to the location
required.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_6815f824.png]

 


⦁ Click
Save.

 


 


Save a
document as another file type like: text file, Rich Text Format,
template, software specific file extension, version number

⦁ On the
File tab, click Save As.

⦁ Click
Computer if required, then click Browse.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m26d2b957.png]

 


⦁ Click on the
Save as type drop-down list and click a file type.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_55058221.png]

 


⦁ Click
Save.

 


 


Switch between
open documents.

⦁ On the
View tab, in the Window group, click the Switch
Windows button.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_2bc18774.png]

 


⦁ Click the
name of the document to switch to.

 


 


ENHANCING
PRODUCTIVITY

Setting basic
options/preferences in the application: user name.

⦁ On the
File tab, click Options.

⦁ On the
General tab, enter a user name in the User name
box.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m424ec5e5.png]

 


⦁ Click
OK.

 


 


Set basic
options/preferences in the application: default folder to open or
save documents.

⦁ On the
File tab, click Options.

⦁ On the
Save tab, enter a default file location in the Default file
location box.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_67a50271.png]

 


⦁ Click
OK.

 


 


Using
available Help functions.

⦁ Click the
Help button on the top right of the ribbon.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_2bbc2436.png]

 


 


Use
magnification/zoom tools.

⦁ On the
View tab, in the Zoom group, click the Zoom
button.

⦁ Check the
required magnification check box or click the Percent box
and enter the magnification required.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_703005a3.png]


CHAPTER 2: DOCUMENT CREATION




ENTER TEXT

Switch between
page view modes.

⦁ On the
View tab, in the Views group, click a view mode.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_4b7a0d01.png]

 


⦁ Read
Mode view shows the document at a size that is suitable for
reading.

⦁ Print
Layout view shows how a document will look when printed.

⦁ Web
Layout view shows how a document will look in a web
browser.

⦁
Outline view shows the structure of the document as nested
levels of headings and body text.

⦁ Draft
view shows the content of a document with a simplified layout.

 


Enter text into
a document.

⦁ Click the
document window.

⦁ Enter the
text.

 


Insert symbols
or special characters like: ©, ®, TM.

⦁ On the
Insert tab, in the Symbols group, click the
Symbol button.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_6b9bdfcf.png]

 


⦁ Click from
list given or click More Symbols.

⦁ On the
Special Characters tab, select a special character, like ©,
®, or ™, and click Insert.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_52df5129.png]

 


 


SELECTING AND
EDITING

Display, hide
non-printing formatting marks like: spaces, paragraph marks, manual
line break marks, tab characters.

⦁ On the
Home tab, in the Paragraph group, click the
Show/Hide button.



Selecting a
character, word, line, sentence, paragraph, entire body text.

 


[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m6bee1bcb.png]

 


Edit content
by entering, removing characters, words within existing text.

⦁ Select the
text for editing in the document window.

⦁ Edit text as
required.

 


 


Edit content
by over-typing to replace existing text.

⦁ On the
File tab, click Options.

⦁ On the
Advanced tab, check the Use overtype mode
checkbox.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m2496e4f6.png]

 


⦁ Click
OK.

⦁ Click
immediately before the text to replace.

⦁ Enter new
text.

 


Use a simple
search command for a specific word, phrase.

⦁ On the
Home tab, in the Editing group, click the Find
button.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m114909e.png]

 


⦁ Enter the
word or phrase to find into the Search Text box.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m7d259bdb.png]

 


⦁ As text is
entered, matching text is highlighted in the Navigation pane
and the document.

⦁ Navigate
through the search results as required.

 


 


Use a simple
replace command for a specific word, phrase.

⦁ On the
Home tab, in the Editing group, click the
Replace button.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_38748917.png]

 


⦁ Enter the
word or phrase to find into the Find what box.

⦁ Enter the
word or phrase to replace into the Replace with box.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m527b54eb.png]

 


⦁ Click
Replace or Replace All.

⦁ Click
OK if prompted.

 


 


Copy text
within a document, between open documents.

⦁ Select the
text to copy.

⦁ On the
Home tab, in the Clipboard group, click the
Copy button.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_m4b503eb9.png]

 


⦁ Click a new
location within the document or within another open document.

⦁ On the
Home tab, in the Clipboard group, click the
Paste button.

 


 


Move text
within a document, between open documents.

⦁ Select the
text to move.

⦁ On the
Home tab, in the Clipboard group, click the
Cut button.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_21dd7ec0.png]

 


⦁ Click a new
location within the document or within another open document.

⦁ On the
Home tab, in the Clipboard group, click the
Paste button.



Delete
text.

⦁ Select the
text to delete.

⦁ Press the
Delete Key.

 


 


Use the undo,
redo command.

⦁ On the
Quick Access Toolbar, click either the Undo or
Redo buttons.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_5a31b11.png]

 


CHAPTER 3: DOCUMENT FORMATTING




TEXT

 


Change text
formatting: font sizes.

⦁ Select the
text to format.

⦁ On the
Home tab, in the Font group, click the Font
Size arrow.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_3e14281d.png]

 


⦁ Select a size
from the list or enter a size into the Font Size box.

 


 


Change text
formatting: font types.

⦁ Select the
text to format.

⦁ On the
Home tab, in the Font group, click the Font
arrow.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_219e6bc0.png]

 


⦁ Select a font
from the list or enter a font name into the Font box.

 


 


Apply text
formatting: bold, italic, underline.

⦁ Select the
text to format.

1 To embolden
the text, on the Home tab, in the Font group, click
the Bold button.

2 To italicise
the text, on the Home tab, in the Font group, click
the Italic button.

3 To underline
the text, on the Home tab, in the Font group, click
the Underline button.

[image: tmp_72149c6cb60c6ad428226480e1e97dfe_h_jW4Y_html_33e8367d.png]
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