ECDL ADVANCED
WORD PROCESSING
(MODULE 3)

What you will learn:

WordProcessinBackagebaveprogressed lotfurther
fromtheutilitieofferedythemodestypewriterToda:
the computecan producemanymoretools,sucha
macrostrackchangestablesand drop-dowrtiields,.
Thesecangreatlyeduceheeffortandtimerequiredn

thecreatiorof a file. ECDLAdvancetlVordProcessing

echoegherealityof thesetools whichwillhelptheuse
be more efficient.

ECDLAdvance®ordProcessings for the individual
whousesa wordprocessingackagé¢o produceeport
newsletterandforms. Skilleccandidatesanestablis
theirskillto usemanyof theadvancetbolson hando
modern word processing applications, including:

Using multiple and section breaks in a document:

Sectionsanhavedifferenayoutsobeusednthesam
file. Pagescanbelandscapand/omportraisndsom
sections may have two or more columns.

Creating macros functions:

Thesdeaturesnakeroutingheuseoffrequenitemsas
wellas speeding@ndimprovingroductiomas wellas
makingsureof moreregularity.Theyare a meansof
carrying out a number of tasks at once.

Usingformsto createdrop-downfields and checK
boxes:

Formscanbe createdandlockedso peoplecanfillin
specifiareasandtick optionswithoutalteringcertai
parts of the form.
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Alsocoveredh ECDLAdvanceWordProcessingrethe
following functions:

Autotext, document administration and printing.

ECDL ADVANCED
SPREADSHEETS
(MODULE 4)

What you will learn:

Spreadsheetsmavebecomavide-rangingndimportant

tools. Some peopleuse the basic functionsof
spreadsheet©thersisespreadsheetss anadvance
packageo studyand changedata. ECDLAdvance
Spreadsheets intendedor users,whoknowthe ful
prospectivefthespreadsheeperatiorgswellasthosq
who can only use the basic functions.

ECDLAdvance&preadsheets fortheindividualvhd
study and changedata and consequentlproduc
outstandingports.Skilledcandidatesanestabliskhei
skillto use manyof the advancedoolson handon
modern spreadsheet applications, including:
Subtotals, filter or advanced filter:

Thisallowsstudyandchangefdataintodistincareaso
produce reports and show administration data.

Use of charts:

Tousechartssuchas pie chartsor combinatiochart
andchangeletailssuchas the valuesandtexton the
charts.

Linking numerous worksheets:

To provideconsolidationf dataacrossvariousheets
using 3D style.

Pivot Tables:

Cross-tabulatidgtato createa summargfcomplicate
data.

Alsocoveredn ECDLAdvance®preadsheetzreths
following functions:

Editing, analysis and macros.
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ECDL ADVANCED
DATABASES
(MODULE 5)

What you will learn:

Databaseare usedmoreandmoreeachday. ECD
Advance@atabasesequireshe candidatéo usethe
databaseo organisesemoveyiewandreporion datg
using advanced data supervision expertise.

Thecandidatshallunderstanthe varietyof waystha
datacan be relayedand organised.In additionthe
candidatshallbe ableto runandrecordnacrosandto,
import, export and link data from other various fil

ECDLAdvancedks for theindividuakvhocontrolsand

evaluatedataforadvancedseintablesgueriesforms

andreports.Skilleccandidatesanprovetheirabilityto,
use manyof the advancedoolsavailableon moder
databases applications, including:

Creating Table Design:

Createvalidationuleandaninputmaskmodifydefau
values. Create/amend relationships between tal

Creating Query Design:

Createandupdategueriesysefunctionsyildcardand
show values in a query.

Creating Report Design:

Performlogicaland percentagealculations.Ente
header/footer data and force page breaks.

Creating Macros:
Record and assign a macro to a form, report.

Alsocoveredn ECDLAdvancedatabasesire the
following functions:

Importing, exporting and linking data.
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ECDL ADVANCED
POWERPOINT
(MODULE 6)

What you will learn:

Powerpoinis usedto presenidataon computers$o
impressaudiences. Multimediagchartsand drawing
toolbaareused. Variousormatandcolourandsound
can be added to enhance the powerpoint.

ECDLAdvancedPowerpoins for the individuaivhg
designgresentatiores advancedutputs. Thephotg
editopackagevillbeusedn conjunctiowithpowerpoi
tocreate/edanimage. Skilleccandidatesanestablis
theirskillto usemanyof theadvancetbolson handon
modern powerpoint applications, including:
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Considering Audience Understanding:

Understandudiencesize,roomsize,picturego use
audience&knowledgef powerpoirdnd subjectbeing
presentedConsidemicrophon@rojectoigoloutouse
age.educatioandculturabackground{nowkeypoints
and to be aware of colour blindness.

Slide Variation:

Usetemplatesgustombackgroundll effectsmerge

word/spreadsheet files and save in other formatg, eg jpeg.

Images and Objects:

Ungroumbjectschangeorder re-positiorrptate pmit
converto jpegapplysemi-transparesftecandchang
background fill colours.
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Graphs and Charts:

Creatdinecolumron?2 axeschangelataseriesy-axis,
draw flowchart and change connector types.

Alsocoveredn ECDLAdvancedresentatiorarethe
following functions:

Command presentations, relaying data and mafros.
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Now is your chance t¢
complete ECDL
Advanced and gain yo

ECDL Expert Certificat

What is ECDL Advanced”

¥ The ECDL AdvancedQualificatiols
internationaltgcognised.

¥ Computeauserswillfurthedevelopheir T

Skills tive aexperuserevel.

Benefits of Taking

ECDL Advanced:

¥ ECDLAdvanceavill givecandidatesxtralT
knowledgandhelpthemgaina job involvin
computer usage at a higher level.

¥ Thecandidatavill benefithe organisatiohy
their extensive knowledge of computer fu

Who should enrol for
ECDL Advanced?

¥ ThisCoursds for the hard-workinigdividuag
who has completed ECDL.

¥ ltisforcandidatewishingo showthattheileve
of skill is ahead of basics.

Entry Requirements:
¥ Applicants should possess ECDL or equi
¥ Dedicatiorand commitmemeededfor this
Course.

Method of Study:

¥ Each ECDL AdvancedModuleis studie
separately.

¥ StudentsvillreceiveanindividuaCertificatéof
each module that they pass.

¥ Ifcandidatesassall4 ECDLAdvanceModule
in WordProcessingspreadsheetBatabasq
and PowerPointhey will becomean ECD
Expertand will receivean ECDL Exper

ur
ell
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