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ECDL / ICDL Courseware – Conforming to Version 4.0 of the ECDL / ICDL Syllabus
ECDL / ICDL Courseware supplied by TheCoursewareShop (TCS) is available for any version of Microsoft Office. Please specify which version of Office you are running when ordering.

ECDL / ICDL Overview

The European Computer Driving Licence (ECDL) is the European-wide qualification which enables people to demonstrate their competence in computer skills. 

The ECDL is designed specifically for those who wish to gain a basic qualification in computing to help them with their current job, develop their IT skills and enhance their career prospects. No prior knowledge of IT or computer skills is needed to study the ECDL. 

How ECDL works
The ECDL syllabus is designed to cover the key concepts of computing, its practical applications and their use in the workplace and society in general. It is broken down into seven modules, each of which must be passed before the ECDL certificate is awarded. 

Candidates purchase a logbook listing all the modules. As they pass each module, the accredited testing body will sign the logbook. The modules may be taken in any order and over any period of time - even all at once - offering maximum flexibility. When all the modules have been successfully completed, the logbook is exchanged for a certificate. 

The seven modules that make up the ECDL are: 

· Basic concepts of IT 

· Using the computer and managing files 

· Word processing 

· Spreadsheets 

· Databases/filing systems 

· Presentation and drawing 

· Information network services 

Benefits of taking ECDL
ECDL is designed to help people at work and at home. It will confirm to potential employers that the person has a professionally recognised, relevant and up-to-date qualification and it will assist in raising familiarity with the technology and its uses. 
Benefits for the Individual - Employer - Training Provider 

Why ECDL is so effective
ECDL is not like any other qualification - although it utilises the positive aspects of the best.
It is fast becoming the most widely recognised qualification in the field of work-related computer use, because it is targeted at the full spectrum of the population, and because of the support and monitoring of the organisations behind it. 

ECDL / ICDL Course Modules (Content)…….Using Microsoft Office 97/2000/XP
Study prerequisites

No knowledge of computers or computing is assumed.
Module Contents
Module 1: Basic concepts of Information Technology 

Recognise computer components and their impact on PC performance • Understand the types of software available • Describe the use of networks, telecommunications, the internet and email • Recognise the role of IT in everyday life • Be aware of safety and legal issues when using IT

Module 2: Using the computer and managing files

Use the Microsoft Windows operating system to create and manage files • Create, rename, move, copy, backup and delete files and folders • Search for a file using different criteria • Print a file • Customise the appearance of folders and the Desktop.
Module 3: Word processing

Use Microsoft Word to create and edit a document • Use Word's editing and formatting tools to apply text and paragraph effects, borders, bullets and styles • Change the page setup to add numbering, page breaks and hyphenation • Use the Find & Replace and Spelling & Grammar tools to proof a document • Preview and print a document • Use a template to create a pre-formatted document • Use a table to present data • Insert clip art and graphics and use the drawing tools • Import data from other applications • Use mail merge to create form letters and address labels • Save a document as a web page.
Module 4: Spreadsheets

Use Microsoft Excel to create a spreadsheet to store and calculate data • Enter different types of data onto a spreadsheet • Enter a formula and use functions, such as SUM and AVERAGE • Use Relative and Absolute cell references • Recognise and resolve common error messages • Apply different cell value formats to change the appearance of numbers and dates • Change the appearance of text, columns and rows • Move and copy data around a worksheet and between workbooks • Setup and sort a list of data • Change the page layout of a worksheet and print it • Produce different types of charts and graphs, such as line, bar or pie charts • Import data from other applications and export data to other applications • Save a worksheet as a web page.
Module 5: Database

Use Microsoft Access to create a database to store and analyse records • Add and modify records in a database using datasheets and forms • Create a table to store data and apply field properties • Modify table layout attributes and field properties • Create a query with multiple selection criteria • Use Summary Queries and perform calculations • Apply a filter to a datasheet • Create a data entry form • Modify the appearance of form controls • Create a report to present data in a formatted document • Customise report headers and footers and apply sorting and summary options.
Module 6: Presentation

Use Microsoft PowerPoint to create a set of slides to accompany a presentation • Create basic slides incorporating bullet text and clip art • Change the appearance of slides using the formatting tools, the Slide Master and colour schemes • Use the drawing tools • Create different kinds of chart, including line, bar, pie and organisation charts • Change slide setup and add footers and numbering • Use the Office Clipboard to exchange data • Deliver a Slide Show incorporating slide transitions and animation effects • Print slides and save a presentation for use on the web.
Module 7: Information and communication

Use the Microsoft Internet Explorer web browser to open web pages on the internet • Understand the makeup of a web address (URL) • Use a search engine to locate a particular web page • Print a web page with different page setup options • Add a web page to a list of favourites • Customise the web browser • Use Microsoft Outlook to send and receive email and manage contacts • Create and address a new mail message, with a signature, mail attachments and send options • Read and reply to mail messages • Create a contact to store an email address • Create a Personal Distribution List to address mail to several recipients • Sort and find messages • Organise messages using mail folders.
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