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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.

⦁ Computers and Devices

⦁ Desktop, Icons, Settings

⦁ Outputs

⦁ File Management

⦁ Networks

⦁ Security and Well-Being

 


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

⦁ Understand key concepts relating to ICT, computers, devices
and software.

Start up and
shut down a computer.

⦁ Work effectively on the computer desktop using icons,
windows.
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