
������� �����

	
���
����
� �
�
��

�
������
�� ����
�����
���
�����
� �����

�������������

© Cambridge University Press www.cambridge.org

Cambridge University Press
978-0-521-53293-8 - Career Award Information and Communications Technology: Foundation Level
P. K. McBride
Frontmatter
More information

http://www.cambridge.org/0521532930
http://www.cambridge.org
http://www.cambridge.org


TRADEMARKS/REGISTERED TRADEMARKS

Computer hardware and software brand names mentioned in this book
are protected by their respective trademarks and are acknowledged.
The computer programs Internet Explorer, Outlook Express and the

Microsoft Corporation. Screenshots from these programs are reprinted by
permission from the Microsoft Corporation.

applications in the Microsoft Office suite are copyrighted by the

cambridge university  press

Cambridge University Press

www.cambridge.org
Information on this title: www.cambridge.org/9780521532938

© Cambridge University Press 2003

This publication is in copyright. Subject to statutory exception
and to the provisions of relevant collective licensing agreements,
no reproduction of any part may take place without the written 
permission of Cambridge University Press.

First published 2003

A catalogue record for this publication is available from the British Library

Cambridge University Press has no responsibility for the persistence or
accuracy of URLs for external or third-party Internet websites referred to in
this publication, and does not guarantee that any content on such websites is,
or will remain, accurate or appropriate.

Every effort has been made to reach copyright holders. The publishers would
be pleased to hear from anyone whose rights they have unwittingly infringed.

Cambridge, New York, Melbourne, Madrid, Cape Town, Singapore, São Paulo, Delhi

The Edinburgh Building, Cambridge CB2 8RU, UK

Reprinted 2006, 2007

Printed in Dubai by Oriental Press

ISBN 978-0-521-53293-8 paperback

© Cambridge University Press www.cambridge.org

Cambridge University Press
978-0-521-53293-8 - Career Award Information and Communications Technology: Foundation Level
P. K. McBride
Frontmatter
More information

http://www.cambridge.org/0521532930
http://www.cambridge.org
http://www.cambridge.org


��
��
��
How to use this book ................................................................... vii
Conventions ............................................................................... viii

 !�
�����"��
��"�����
��"��������� ���������������������  
Computer systems ........................................................................ 2
Introducing Windows ................................................................... 3
Window modes ............................................................................. 5
The mouse .................................................................................... 6
The keyboard ................................................................................ 7
Menus ........................................................................................... 8
The Start menu ............................................................................. 9
Toolbars ...................................................................................... 10
Dialog boxes ............................................................................... 11
Window controls ........................................................................ 12
Moving windows ........................................................................ 13
Resizing windows ........................................................................ 13
Closing windows ......................................................................... 14
My Computer ............................................................................. 15
Examining your files ................................................................... 17
Opening files .............................................................................. 18
Creating a folder ......................................................................... 19
Disks and drives .......................................................................... 20
Formatting a floppy .................................................................... 21
Health and safety ........................................................................ 22

# ��

�
������
 ���������������������������������������������������#$
The Internet ............................................................................... 24
The World Wide Web................................................................. 24
E-mail ......................................................................................... 26
E-mail addresses .......................................................................... 27
Outlook Express ......................................................................... 28
Receiving e-mail .......................................................................... 29
Sending e-mail ............................................................................ 30
Skills builder 1: Using e-mail ...................................................... 31
Internet Explorer (IE) ................................................................. 32
Going places ............................................................................... 33

© Cambridge University Press www.cambridge.org

Cambridge University Press
978-0-521-53293-8 - Career Award Information and Communications Technology: Foundation Level
P. K. McBride
Frontmatter
More information

http://www.cambridge.org/0521532930
http://www.cambridge.org
http://www.cambridge.org


��

Searching the Web ...................................................................... 34
Saving Web pages ........................................................................ 35
Printing Web pages ..................................................................... 36
Skills builder 2: Exploring the Web ............................................ 37
E-comms glossary ....................................................................... 38

$ %���
�
�� "��������
 �����������������������������������������$&
The Word screen ......................................................................... 40
Opening documents ................................................................... 41
Importing text ............................................................................ 42
Working with text ....................................................................... 43
Editing text ................................................................................. 44
Skills builder 3: Editing a Word file ............................................ 46
Emphasising text ......................................................................... 47
Fonts and text size ....................................................................... 48
The spell checker ........................................................................ 52
Checking documents .................................................................. 53
Saving files .................................................................................. 54
Printing ....................................................................................... 55
Skills builder 4: Formatting in Word .......................................... 56

' %����
�
�"������
 ����������������������������������������������()
Introduction ............................................................................... 58
Opening a file ............................................................................. 59
Importing data ............................................................................ 60
Entering and editing data ........................................................... 62
Using formulae ........................................................................... 63
Copying formulae ....................................................................... 64
Displaying formulae.................................................................... 65
Skills builder 5: Data and calculations ........................................ 66
Column width ............................................................................ 67
Number formatting .................................................................... 68
Alignment ................................................................................... 69
Sorting data ................................................................................ 70
Selecting data .............................................................................. 72
Printing spreadsheets .................................................................. 74
Skills builder 6: Formatting and sorting...................................... 75

© Cambridge University Press www.cambridge.org

Cambridge University Press
978-0-521-53293-8 - Career Award Information and Communications Technology: Foundation Level
P. K. McBride
Frontmatter
More information

http://www.cambridge.org/0521532930
http://www.cambridge.org
http://www.cambridge.org


�

( ������
�� ������ ����������������������������������������������������))
Charts and data ........................................................................... 78
Line graphs ................................................................................. 82
Pie charts .................................................................................... 84
Saving and printing..................................................................... 86
Excel charts in Word ................................................................... 87
Microsoft Graph ......................................................................... 88
Skills builder 7: Excel charts ....................................................... 90

* %��+��"� "�,�����
� ���������������������������������������������& 
DTP and word processing .......................................................... 92
Microsoft Publisher ..................................................................... 93
Page setup ................................................................................... 94
Layout ......................................................................................... 95
Working in frames ...................................................................... 96
Formatting text ........................................................................... 97
Working with images .................................................................. 98
Clip Art (Office 97) .................................................................... 99
Clip Art (Office 2000) .............................................................. 100
Fitting images ........................................................................... 101
Managing frames ...................................................................... 102
The background ....................................................................... 103
Printing from Publisher ............................................................ 104
Page setup in Word ................................................................... 105
Columns ................................................................................... 107
Page breaks................................................................................ 109
Headers and footers .................................................................. 110

) ��
"����� ���"���� ��������������������������������������������   
Computer graphics ................................................................... 112
Microsoft Draw ........................................................................ 112
Starting a drawing ..................................................................... 113
Lines and arrows ....................................................................... 114
Shapes and AutoShapes ............................................................. 115
Filled shapes .............................................................................. 116
Rotate and flip .......................................................................... 117
Text in drawings........................................................................ 118

© Cambridge University Press www.cambridge.org

Cambridge University Press
978-0-521-53293-8 - Career Award Information and Communications Technology: Foundation Level
P. K. McBride
Frontmatter
More information

http://www.cambridge.org/0521532930
http://www.cambridge.org
http://www.cambridge.org


��

- %���,���� �"������
� ����������������������������������������  &
Definitions ................................................................................ 120
Opening and closing ................................................................. 121
Importing data .......................................................................... 122
Entering data ............................................................................ 123
Editing data .............................................................................. 124
Sorting records .......................................................................... 125
Advanced sorting ...................................................................... 126
Queries ..................................................................................... 127
Using multiple criteria .............................................................. 129
Printing a table ......................................................................... 130
Reports ..................................................................................... 131

& .�,�����������
 ������������������������������������������������ $$
HTML and Web pages ............................................................. 134
Formatting text ......................................................................... 136
Colours ..................................................................................... 138
Using images ............................................................................. 140
Hyperlinks ................................................................................ 142
FrontPage .................................................................................. 144
Webs and pages ......................................................................... 146
Handling text ............................................................................ 147
Lists .......................................................................................... 149
Images ....................................................................................... 150
Creating hyperlinks ................................................................... 152
Printing from FrontPage ........................................................... 155
Previewing and printing ............................................................ 156

	
��/ ������������������������������������������������������������������ ()

© Cambridge University Press www.cambridge.org

Cambridge University Press
978-0-521-53293-8 - Career Award Information and Communications Technology: Foundation Level
P. K. McBride
Frontmatter
More information

http://www.cambridge.org/0521532930
http://www.cambridge.org
http://www.cambridge.org


���

0���������������,��+
This book is intended for students on courses leading towards the Cambridge
Career Award, ICT Skills at Foundation level. The Award is designed for anyone
who wishes to develop basic competencies in a variety of ICT applications, and
to gain a broad, practical introduction to work-related ICT skills.

Chapter 1, General principles and procedures, is an introduction to the PC and
covers the essential skills and concepts. It is not tested, but before you go any
further you do need to understand the basics of Windows, be able to handle the
mouse and keyboard confidently, and have a sound grasp of the core file and
disk management techniques.

Chapters 2 to 4 cover the core modules. All students must study all of these.

� Chapter 2, Communication, introduces e-mail and the World Wide Web,
using Internet Explorer and Outlook Express.

� Chapter 3, Document production, explains the basics of word processing,
with examples from Word.

� Chapter 4, Data manipulation, introduces spreadsheets, using Excel.

Chapters 5 to 9 cover the optional modules. Students must take three of these.

� Chapter 5, Creating Charts, is written largely around the charting tools in
Excel, but also introduces Microsoft Graph.

� Chapter 6, Desktop publishing, looks at DTP page layout concepts and
skills, using Microsoft Publisher and Word.

� Chapter 7, Computer graphics, explorers techniques for creating and ma-
nipulating drawn objects, using Microsoft Draw.

� Chapter 8, Database operations, introduces key concepts and skills for
working with databases, using Access.

� Chapter 9, Web site design, shows how to create Web pages containing text,
images and hyperlinks, using a text editor and a browser.

���� �+����� ,�������
In each of Chapters 2 to 5 you will find one or two skills builder exercises. Each
has been designed to reinforce and test your understanding of the skills and
concepts covered in the preceding pages. Before tackling any skills builder, make
sure that you have fully understood the material leading up to it.

A full range of sample tests, and other resources for students is available from the
CIE Web site at www.cie.org.uk
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Menu items, labels on buttons, headings and other key words on the screen are
shown in bold, e.g. the File menu, the OK button.

Filenames are shown in italics, e.g. the tes.doc file.

Anything which you are asked to type is shown in single quotes, e.g. enter the
formula ‘A1 + B2’.

Keys are identified by [brackets], e.g. [Insert]. Where two or more keys must be
pressed, they are linked by a + sign, e.g. [Alt] + [F] means hold down the [Alt] key
and press [F].

Menu commands may be presented in a short form, with > indicating the steps
through the menu, e.g. ‘open the File menu and select Print’ may be written as
‘use File > Print’.
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