
ECDL ADVANCED
WORD PROCESSING

(MODULE 3)
What you will learn:

Word Processing Packages have progressed a lot further
from the utilities offered by the modest typewriter.  Today
the computer can produce many more tools, such as
macros, track changes, tables and drop-down fields.
These can greatly reduce the effort and time required in
the creation of a file.  ECDL Advanced Word Processing
echoes the reality of these tools, which will help the user
be more efficient.

ECDL Advanced Word Processing is for the individual
who uses a word processing package to produce reports,
newsletters and forms.  Skilled candidates can establish
their skill to use many of the advanced tools on hand on
modern word processing applications, including:

Using multiple and section breaks in a document:

Sections can have different layouts to be used in the same
file.  Pages can be landscape and/or portrait and some
sections may have two or more columns.

Creating macros functions:

These features make routine the use of frequent items as
well as speeding and improving production as well as
making sure of more regularity.  They are a means of
carrying out a number of tasks at once.

Using forms to create drop-down fields and check
boxes:

Forms can be created and locked so people can fill in
specific areas and tick options without altering certain
parts of the form.

Also covered in ECDL Advanced Word Processing are the
following functions:

Autotext, document administration and printing.

ECDL ADVANCED
SPREADSHEETS

(MODULE 4)
What you will learn:

Spreadsheets have become wide-ranging and important
tools.  Some people use the basic functions of
spreadsheets.  Others use spreadsheets as an advanced
package to study and change data.  ECDL Advanced
Spreadsheets is intended for users, who know the full
prospective of the spreadsheet operation, as well as those
who can only use the basic functions.

ECDL Advanced Spreadsheets is for the individual who
study and change data and consequently produce
outstanding reports.  Skilled candidates can establish their
skill to use many of the advanced tools on hand on
modern spreadsheet applications, including:

Subtotals, filter or advanced filter:

This allows study and change of data into distinct areas to
produce reports and show administration data.

Use of charts:

To use charts such as pie charts or combination charts
and change details such as the values and text on the
charts.

Linking numerous worksheets:

To provide consolidation of data across various sheets,
using 3D style.

Pivot Tables:

Cross-tabulating data to create a summary of complicated
data.

Also covered in ECDL Advanced Spreadsheets are the
following functions:

Editing, analysis and macros.

ECDL ADVANCED
DATABASES

(MODULE 5)
What you will learn:

Databases are used more and more each day.  ECDL
Advanced Databases requires the candidate to use the
database to organise, remove, view and report on data
using advanced data supervision expertise.

The candidate shall understand the variety of ways that
data can be relayed and organised.  In addition, the
candidate shall be able to run and record macros and to
import, export and link data from other various files.

ECDL Advanced is for the individual, who controls and
evaluates data for advanced use in tables, queries, forms
and reports.  Skilled candidates can prove their ability to
use many of the advanced tools available on modern
databases applications, including:

Creating Table Design:

Create validation rule and an input mask, modify default
values.  Create/amend relationships between tables.

Creating Query Design:

Create and update queries, use functions, wildcards and
show values in a query.

Creating Report Design:

Perform logical and percentage calculations.  Enter
header/footer data and force page breaks.

Creating Macros:

Record and assign a macro to a form, report.

Also covered in ECDL Advanced Databases are the
following functions:

Importing, exporting and linking data.



ECDL ADVANCED
POWERPOINT
(MODULE 6)

What you will learn:

Powerpoint is used to present data on computers to
impress audiences.  Multimedia, charts and drawing
toolbar are used.  Various formats and colours and sound
can be added to enhance the powerpoint.

ECDL Advanced Powerpoint is for the individual who
designs presentations as advanced outputs.  The photo
editor package will be used in conjunction with powerpoint
to create/edit an image.  Skilled candidates can establish
their skill to use many of the advanced tools on hand on
modern powerpoint applications, including:

Considering Audience Understanding:

Understand audience size, room size, pictures to use,
audience knowledge of powerpoint and subject being
presented.  Consider microphone, projector, colour to use,
age, education and cultural background.  Know key points
and to be aware of colour blindness.

Slide Variation:

Use templates, custom background fill effects, merge
word/spreadsheet files and save in other formats, eg jpeg.

Images and Objects:

Ungroup objects, change order, re-position, rotate, omit,
convert to jpeg, apply semi-transparent effect and change
background fill colours.

Graphs and Charts:

Create line column on 2 axes, change data series, y-axis,
draw flowchart and change connector types.

Also covered in ECDL Advanced Presentations are the
following functions:

Command presentations, relaying data and macros.
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QUALIFICATION
Reduced Fees available for unemployed.

Must get approval from Sliabh Beagh Office.

Please book early to guarantee your place -
first come, first served.

Sliabh Beagh reserves the right to amend Course details or
discontinue Courses if the need arises.

This project is funded by the EU Programme for Peace and
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Ireland through the Cross-Border Consortium
(ADM, CPA, CFNI and CI).

Now is your chance to
complete ECDL

Advanced and gain your
ECDL Expert Certificate!!

      What is ECDL Advanced?
¥ The ECDL Advanced Qualification is

internationally recognised.  
¥ Computer users will further develop their IT

Skills to be at expert user level.
Benefits of Taking
ECDL Advanced:

¥ ECDL Advanced will give candidates extra IT
knowledge and help them gain a job involving
computer usage at a higher level.

¥ The candidate will benefit the organisation by
their extensive knowledge of computer functions.

Who should enrol for
ECDL Advanced?

¥ This Course is for the hard-working individual,
who has completed ECDL.

¥ It is for candidates wishing to show that their level
of skill is ahead of basics.

Entry Requirements:
¥ Applicants should possess ECDL or equivalent.
¥  Dedication and commitment needed for this

Course.

Method of Study:
¥  Each ECDL Advanced Module is studied

separately.
¥ Students will receive an individual Certificate for

each module that they pass.
¥ If candidates pass all 4 ECDL Advanced Modules

in Word Processing, Spreadsheets, Databases
and PowerPoint, they will become an ECDL
Expert and will receive an ECDL Expert
Certificate!


