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Accredited Programme Outline

	PROGRAMME TITLE:



	Getting Started with IT

	UNIT NO:




	1

	UNIT TITLE:


	Introduction to the Computer and Word Processing application

	LEVEL:





	1


	ELEMENT NO:


	1.1  
Operate a computer


	Learning Outcomes:



	No
	What the candidate must do:



	1.1.1

1.1.2

1.1.3

1.1.4

1.1.5


	Identify components of a computer

Switch on computer and demonstrate use of mouse 

Identify and use components of the Windows environment  

List different types of computer software
Follow safety procedures



	No
	What the candidate must know:



	1.1.6

1.1.7


	Health and Safety requirements for working with computers.

Appropriate IT terminology
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	Range (explanation of terms used in the learning outcomes):



	Components of computer – include monitor, hard drive, keyboard, mouse, CPU, printer, storage devices

Components of Windows environment – eg icons, windows, pointer, menus, tool bars, scroll bars

Software –  eg operating system, word processing, spreadsheets, database, presentation and graphics programs

Safety procedures – organisational procedures for Health and Safety in the IT environment

IT Terminology – words or phrases used in IT (glossary provided)

Health and Safety requirements – general awareness of own safety and safety of others in an IT environment


Accredited Programme Outline

	PROGRAMME TITLE:



	Getting Started with IT

	UNIT NO:




	1


	UNIT TITLE:


	Introduction to the Computer and Word Processing application

	LEVEL:





	1

	ELEMENT NO:


	1.2 
Use a Word Processing Package


	Learning Outcomes:



	No
	What the candidate must do:



	1.2.1

1.2.2

1.2.3

1.2.4

1.2.5

1.2.6

1.2.7

1.2.8
	Access a word processing package

Create a new document and input text

Check the accuracy of the text 

Use drop-down menus and/or icons to identify simple formatting functions 

Carry out simple editing functions
Save the document using suitable file name

Print the document.

Produce a range of simple word processed documents


	No
	What the candidate must know:



	1.2.9

1.2.10

1.2.11

1.2.12

1.2.13


	The key functions of a word processing package.

How to proof-read a document, identify and correcting the errors

How to use the spell checker

How to name and save documents

Print procedures



	Range (context/explanation of terms used in the learning outcomes)


	Formatting functions – bold, centre, underline, font style and size

Editing functions – delete and insert text, join and split paragraphs, undo and redo

Print – select and use correct printer

Simple Documents – single page documents containing text in an uncomplicated format. 

Save documents – save and save as commands


Accredited Programme Outline

	PROGRAMME TITLE:



	Getting Started with IT

	UNIT NO:




	1

	UNIT TITLE:


	Introduction to the Computer and Word Processing application

	LEVEL:





	1

	ELEMENT NO:


	1.3 
Edit and Format a Document


	Learning Outcomes:



	No
	What the candidate must do:



	1.3.1

1.3.2

1.3.3

1.3.4


	Open an existing word processed document

Use editing and formatting techniques

Insert an image in a document

Preview documents prior to printing


	No
	What the candidate must know:



	1.3.5

1.3.6

1.3.7


	How to carry out basic editing and formatting techniques 

How to insert an image

How to use the print preview facility



	Range (explanation of terms used in the learning outcomes):



	Editing  - insert, delete, cut, copy, paste

Formatting – bold, italics, underline, font style and size, right, left and centre alignment

Image – include 2 from the following:  picture, logo, symbol, clip art, scanned image, scanned photograph


Accredited Programme Outline

	PROGRAMME TITLE:



	Getting Started with IT

	UNIT NO:




	1


	UNIT TITLE:


	Introduction to the Computer and Word Processing application

	LEVEL:





	1


	ELEMENT NO:


	1.4
Use File Management Techniques


	Learning Outcomes:



	No
	What the candidate must do:



	1.4.1

1.4.2

1.4.3

1.4.4

1.4.5

1.4.6


	Create suitable file storage areas

Name, save and retrieve documents 

Save documents to appropriate

storage device

Change the name of a file  
Delete a file  

Create a footer to include file path

	No
	What the candidate must know:



	1.4.8

1.4.9
	The reasons for using file management techniques 

How to change the name of a file and how to delete a file.


	Range (explanation of terms used in the learning outcomes):



	File storage areas – directories, folders, files

Storage device – include hard drive, floppy discs




	Assessment Guidance for the Unit:



	Learning Outcome No
	Evidence Requirements
	Additional Information

	1.1.1– 1.1.7

1.2.1 – 1.2.13

1.3.1 – 1.3.7

1.4.1 – 1.4.9


	Tutor-marked worksheets

Tutor observation checklist

Tutor-marked tasks/assignments

Tutor observation checklist

Tutor-marked tasks

Tutor observation checklist

Tutor observation checklist
	Learners will produce a portfolio of tutor-marked word processed documents and/or tasks and tutor observation reports 
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