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Get the most from this book



This book will help you revise the contents of OCR Cambridge Nationals in ICT Level 1/2 Unit 1. You can use the contents list on pages 4 and 5 to plan your revision, topic by topic. Make a note when you have:





1  revised and understood a topic



2  tested yourself



3  checked your answers online





Track your progress


You can also keep track of your revision by noting each topic heading in the book. You may find it helpful to add your own notes as you work through each topic.
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Exam tip


Throughout the book there are Exam tips that explain how you can boost your final grade.
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Check your understanding


Use these questions at the end of each section to make sure that you have understood every topic.
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Go online for answers


Go online to check your answers at www.therevisionbutton.co.uk/myrevisionnotes
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1 How ICT is used by individuals and businesses
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How ICT is used


Businesses, organisations and individuals use Information Technology in many ways.


How schools use ICT


Schools, colleges and universities use ICT for:




•  advertising their courses and staff vacancies


•  providing access to information about themselves as well for teaching and learning


•  collecting data for tracking the performance of students and teachers


•  administration tasks, such as writing letters and reports to parents


•  supporting the teaching of students


•  helping students learn by using computers in classes.





How businesses use ICT


Businesses and organisations such as estate agents or leisure centres use ICT for:




•  selling services to customers


•  planning and monitoring finances


•  communications between staff


•  communicating with customers.





An example – estate agent


Estate agent employees could use ICT in their offices to store details of properties and clients and when they are out and about, such as when showing prospective buyers around houses for sale or rent. Other examples of the use of ICT and computer devices by the staff at estate agents could include:




•  using word processors and desktop publishing software to write advertising reports for a new house for sale


•  using digital cameras (or the cameras in smartphones) to take digital images of houses for sale or rent


•  using digital cameras (or the cameras in smartphones) to take digital images of the contents of houses for rent to make a record of the condition of the property and contents


•  finding the location of and directions to houses for sale or rent using navigation software or global positioning systems (GPS) in smartphones or by using laptops and the internet


•  using dedicated satellite navigation systems with GPS to navigate to and from houses for sale or rent.






Government services



Citizens can access information about government services via the internet to:




•  complete and file tax forms online and make tax payments


•  complete and confirm entries in an electoral register so they can vote


•  apply for official documents, e.g. driving licences, passports, identification documents


•  sign online petitions and questionnaires


•  lobby politicians.





Governments use ICT to make information publicly available via websites and emails as well for creating and publishing documents.


Central and local government employees use ICT in their offices and when out on the government’s business.
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Exam tip


Look at the Health and Safety website: www.hse.gov.uk/legislation


Look to see what documents are available and how the site links to social networking to give out information.


Make sure that you know how government websites can be used to provide information and to apply for official documents.
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Using ICT to shop online


Customers can use ICT to:




•  research companies that they might wish to buy items from


•  contact the companies, place and pay for orders


•  track orders


•  provide feedback to the company about what they think of their products and service.





Remote working


People can use ICT to work while away from the office, at home or travelling. They can:




•  send emails to colleagues and customers


•  access and transfer files on company servers or on cloud storage.





The system that stores the files for remote access must be:




•  configured to allow remote access


•  set up so the worker has the proper authentication to be allowed access


•  able to send and receive files securely.





Remote access can involve:




•  sharing the desktop of a computer in the office


•  using a virtual private network (VPN)


•  accessing files and folders using specialist software such as FTP.





The worker must have a user name and a password in order to access files.


[image: ]






Check your understanding





1  Make a list of the jobs that a receptionist at a medical centre would have to do and how ICT would be used in the job.



2  How would an estate agent representative use ICT when visiting a house that is about to go up for lease?





Go online for answers
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The difference between desktop and portable systems


Desktop systems


Desktop computer systems are used in workplaces where employees need to access and use information, such as:




•  offices


•  shops


•  warehouses


•  libraries


•  health and leisure centres.
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Portable systems


Workers do not always need to be physically present in a workplace, instead they can work remotely, such as when working from home or travelling. Workers can access the same information as in their workplace using modern mobile communications systems.


Portable computers include:




•  laptops


•  netbooks


•  tablet computers


•  smartphones.





Portable computers can do most of the tasks required in business and are often used instead of desktop computers.
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Exam tip


Make sure you know how desktop computers are different from portable systems like laptops and that you can match the features of each to their uses in businesses as well as in the home.
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Check your understanding





3  Why are desktop computers more suitable than laptops for employees that always work in offices?





Go online for answers
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Portable computer systems


Laptops


Laptops are portable because:




•  they are lighter than desktop computers


•  they can be powered by batteries


•  the keyboard and pointing device are built in instead of separate


•  the monitor is built in


•  optical storage devices are usually built in


•  connection to a network and/or the internet is usually wireless.
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Laptops allow the user to be mobile but are easily damaged while being moved and are easy to steal.


Typical uses of laptops by businesses include:




•  office-based tasks such as word processing and dealing with emails while away from the office and when travelling


•  creating documents


•  editing video or audio


•  creating presentations


•  instant messaging between employees and/or customers


•  live web chat between employees and/or customers.





Netbooks


Netbooks are:




•  smaller and lighter than laptops


•  easier to carry or use while travelling on trains and aircraft.
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Netbooks are portable because:




•  they are lighter than laptops or desktop computers


•  they can be powered by batteries


•  the keyboard and pointing device are built in instead of separate


•  the monitor is built in


•  storage of data can be on a solid-state disk or a magnetic hard disk, although they do not usually have built-in optical storage devices


•  they use wireless connections to a network and/or the internet.





Netbooks allow the user to be mobile but, like laptops, are easily damaged while being moved and are easy to steal. They usually have a low specification so software applications that need fast processors and a lot of memory run slower or maybe not at all.


Typical uses of netbooks by businesses include office-based tasks similar to those performed on desktop and laptop computers, but the lower specification of netbooks means that tasks take longer and some cannot be done at all.


While out of the office, netbooks are most useful for:




•  sending and receiving emails


•  instant messaging


•  live web chat


•  browsing the internet.





Tablet computers


Tablets have a touch screen that can:




•  display an on-screen keyboard for typing


•  allow selection to be done with the fingers on screen


•  respond to touch gestures such as swiping or pinching


•  run an application that will take over the whole screen and hide other applications.
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Tablet computers are portable because they:




•  are usually smaller even than laptops or netbooks


•  are lighter than laptops or desktop computers


•  can be powered by batteries


•  have no physical keyboard or pointing device


•  often have a solid-state disk, or other flash memory, for storage of data.





Most office tasks can be done on tablet computers but users can find this awkward or difficult as the software may work in different ways than on desktops or laptops.


While out of the office, tablet computers are most useful for:




•  sending and receiving emails


•  instant messaging


•  live web chat


•  browsing the internet


•  viewing photographs or images.





Smartphones


A smartphone is a mobile computer system that combines:




•  mobile telephone


•  personal digital assistant (PDA)


•  web browser


•  media player


•  connections to the mobile phone network and to the internet via the phone network or a wireless network



OEBPS/OEBPS/images/tp.jpg
my revision notes

OCR Cambridge

Nationals in ICT
Level 1/2 — Unit 1

Sonia Stuart
Brian Gillinder

{y HopDER






OEBPS/OEBPS/images/blue.jpg





OEBPS/OEBPS/images/orange.jpg





OEBPS/OEBPS/images/cover.jpg
my revision notes

OCR 17 HODDER

OCR Cambridge Nahonals

ICT

Level 1/2 — Unit 1

Sonia Stuart
Brian Gillinder

Personalise your revision
Learn essential facts

Practise exam questions

Get your best grade!

{y HOPDER

EDUCATION





OEBPS/OEBPS/images/9-2.jpg
A=Y

elearning





OEBPS/OEBPS/images/8-2.jpg





OEBPS/OEBPS/images/9-1.jpg





OEBPS/OEBPS/images/8-1.jpg





OEBPS/OEBPS/images/rules.jpg





OEBPS/OEBPS/images/red.jpg





OEBPS/OEBPS/images/10-1.jpg





OEBPS/OEBPS/images/3-2.jpg
Automated data capture [0 bor codes S ]

i it i .

» s ey
Ot e sty o e g e o e
e et o ey e Tt
e e S e
B ] el

e A -
e et e e ap—
o e ety e
B

Cocheity i w3 vt
ey
Frr e )

FoE Tt
[ o— S ey
o
R

R —— PR— )






OEBPS/OEBPS/images/3-1.jpg
Understand how ICT can be used to meet business needs

]

1 How ICT is used by individuals and businesses
6 How ICT s used

8 The difference between desktop and portable systems
9 Portable computer systems

12 Advantages and disadvantages of different types of
computer system

13 Input devices
16 Output devices

18 Storage devices

20 Connectivity devices

22 choosing and configuring systems

24 Using computer systems and devices for remote

1 OOoono 000 §
T OO0 00 §
11 00000 00O





