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4 1 Understand key concepts relating to ICT, computers, devices and
Software.
8 2 Use the main features of the operating system including adjusting the

main Computer settings and using built-in help features.Use utility
software to compress and extract large files and use anti-virus
software to protect against computer viruses.

8 2 Create and edit small-sized word processing documents that will be
ready to share and distribute.

4 1 Prepare documents for mail merge operations.

4 1 Apply different formats to document s to enhance them before

distribution and recognize good practice in choosing the appropriate
formatting options.

4 1 Understand different presentation views and when to use them,
choose different slide layouts and designs.
4 1 Choose, create and format charts to communicate information

meaningfully.




4 1 Apply animation and transition effect s to presentations and check
and correct presentation content before finally printing and giving
presentations.

4 1 Enter data into cells and use good practice in creating lists. Select, sort
and copy, move and delete data.

8 2 Create mathematical and logical formulas using standard
spreadsheet functions. Use good practice in formula creation and
recognize error values in formulas.

4 1 Choose, create and format charts to communicate information
meaningfully.
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1- www.icdlgcc.org
2- www.office.microsoft.com/en-us

3- www.litmus.com
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