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Fully accredited content, clever design and student features make this ECDL
EXAM SUCCESS PACK the easiest way of passing the ECDL. The pack
contains: (1) How To Pass ECDL4 for Office 2000 - an engaging, student friendly
textbook, ideal to accompany any ECDL course. Includes FREE 4-colour cut-outand-keep summary module guides at the back - ideal for study and revision. (2)
Practical Exercises for ECDL4 - newly updated for the latest syllabus, full of
exercises and model answers to reinforce learning and help prepare for and pass
the ECDL test.
"The ECDL Advanced" series is about helping people to take full advantage of
the broad capabilities of different applications. On completion of the programme,
candidates will be certified as experts in the use of these applications.
Module 4 ECDL/ICDL Syllabus 4.0. This manual helps you learn how to design
spreadsheets, how to use basic functions to perform calculations within your
spreadsheet and how to create and format charts. The manual comes with its
own data files which you use for practising the relevant exercises. Approved by
the ECDL Foundation.
Fully accredited content, clever design and student features make this ECDL
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EXAM SUCCESS PACK the easiest way of passing the ECDL. The pack
contains: (1) ECDL4 for Office XP Coursebook - offers the reader everything they
need to pass the ECDL exam. By using case studies and practical examples,
readers can learn the skills they are required to pass the exam, and test
themselves on the way. (2) Practical Exercises for ECDL4 - newly updated for
the latest syllabus, full of exercises and model answers to reinforce learning and
help prepare for and pass the ECDL test.
Module 6 ECDL/ICDL Syllabus 4.0. This manual helps you learn how to create a
PowerPoint presentation using various types of slides, how to format your slides
using a variety of techniques and how to run a slide show. The manual comes
with its own data files which you use for practising the relevant exercises.
Approved by the ECDL Foundation.
Aimed squarely at the student studying the ICDL, How To Pass ICDL4 for Office
XP is an engaging, student-friendly textbook, ideal to accompany any ICDL
course. Clever design and student-friendly features make this the easiest way of
passing the ICDL.Brendan Munnelly and Paul Holden are experienced IT
trainers, consultants, journalists and authors. Based in Dublin, Ireland, they
developed user training materials for a range of corporate and government
organisations throughout Europe. They also offer frequent contributions to
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computer publications.
Learn the basic operations associated with searching and navigating web sites to
access information, how to create and send e-mail messages and how to
manage personal distribution lists and message folders. The manual comes with
its own data files which you can use for practising the relevant exercises.
Approved by the ECDL Foundation.
This manual will help build evidence for a sample portfolio for CLAIT Advanced Unit 4.
The step by step exercise based approach gradually builds up and extends your
knowledge of complex documents. Useful data files are supplied with the manual which
allow you to practise the different software features. Endorsed by OCR.
Provides an invaluable step-by-step guide to Advanced ECDL Word Processing, with
numerous screenshots showing exactly what should appear on the screen at each
stage. Exercises have been designed so that you don't need to load documents from
CD or the Internet -- you create the documents as you go along. The latest version of
Microsoft Office (2003) is used throughout.
Covers the information students need to pass the Advanced ECDL AM4 Spreadsheets
qualification using Microsoft Office 2003.
Module 5 ECDL/ICDL Syllabus 4.0. Learn how to design a database and how to create
tables, how to retrieve and manipulate data and present it in a report format. The
manual comes with its own data files which you use for practising the relevant
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exercises. Approved by the ECDL Foundation.
Covers all modules of the ECDL qualification and all of the underpinning knowledge
your students need to complete their assessment. Screenshots and illustrations using
Office 2003 bring the theory to life, making learning easy. Skills practice throughout
helps students consolidate what they have learnt. Practice material at the end of each
module prepares students for the ECDL assessment. A CD-ROM with the book
contains recalled text to save keying-in time, and answers to the exercises in the books.
A step-by-step guide to Advanced ECDL Presentation, with numerous screenshots
showing exactly what should appear on the screen at each stage.
"This book provides a source for definitions, antecedents, and consequences of social
informatics and the cultural aspect of technology. It addresses cultural/societal issues in
social informatics technology and society, the Digital Divide, government and
technology law, information security and privacy, cyber ethics, technology ethics, and
the future of social informatics and technology"--Provided by publisher.
This textbook covers Module 4: Spreadsheets for ECDL version 4. Written in a straightforward
style, this book will be a useful guide for students studying for the ECDL (European Computer
Driving Licence) qualification.
Learning to Pass ECDLHeinemann
Module 3 ECDL/ICDL Syllabus 4.0. This manual helps you to create, format and finish word
processed documents. You will learn how to use some of the more advanced features of word
processing such as creating standard tables and importing pictures and images. The manual
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comes with its own data files which allows you to practise the different word processing
features. Approved by the ECDL Foundation.
Module 2 ECDL/ICDL Syllabus 4.0. You will learn about the main operating features of
Windows, the desktop and display settings on your computer. You will also learn how to
organise and manage files and folders using the supplied data files. Approved by the ECDL
Foundation
Using one of the most powerful, but most feared, pieces of business software -- the Access
package of Microsoft Office XP/2003, this comprehensive course book covers all aspects of
the ECDL Advanced Databases module, providing everything candidates need to pass the
ECDL Advanced Databases certification test.
'ECDL/ICDL Syllabus 4' contains a collection of exercises that provides you with support and
assistance so you can assess and improve your knowledge of Microsoft Windows and Office.
They are designed to reinforce the understanding of the skills and techniques necessary
before taking the ECDL tests.
This fully revised text for the European Computer Driving Licence has been updated. It takes
students step-by-step through the seven modules of the award, setting tasks and exercises on
the way.
This comprehensive manual covers all aspects required by Module 4 ECDL/ICDL Syllabus 4.0.
Data files are supplied with the manual which allow practice of the different software features.
It is approved by the ECDL Foundation.
Social work practice can be positively or negatively impacted by the advance of technology.
Advances and applications must be up-to-date as possible, yet they may be ineffective if not
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simple enough to easily learn and use. Information Technology and Evidence-Based Social
Work presents leading social work experts exploring the latest technological advances and the
innovative practical applications which can be used effectively in evidence-based social work.
Students and practitioners get creative practical advice on how best understand technology
and apply it to their work.
Revised for the new specification, this textbook covers all the modules of this qualification.
Skills practice helps consolidate learning. Practice material at the end of each module helps
prepare students for assessment. A CD-ROM contains answers and recalled text to save time
and effort.
History of Computing: Learning from the Past Why is the history of computing important?
Given that the computer, as we now know it, came into existence less than 70 years ago it
might seem a little odd to some people that we are concerned with its history. Isn’t history
about ‘old things’? Computing, of course, goes back much further than 70 years with many
earlier - vices rightly being known as computers, and their history is, of course, important. It is
only the history of electronic digital computers that is relatively recent. History is often justified
by use of a quote from George Santayana who famously said that: ‘Those who cannot
remember the past are condemned to repeat it’. It is arguable whether there are particular
mistakes in the history of computing that we should avoid in the future, but there is some
circularity in this question, as the only way we will know the answer to this is to study our
history. This book contains papers on a wide range of topics relating to the history of c- puting,
written both by historians and also by those who were involved in creating this history. The
papers are the result of an international conference on the History of Computing that was held
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as a part of the IFIP World Computer Congress in Brisbane in September 2010.
This major textbook covers all the modules for ECDL Version 4. Written in a straightforward,
easy-to-follow style and including sample test questions, this title should be a useful resource
for all students studying for the ECDL (European Computer Driving Licence) qualification.
The only accredited complete coursebook for the new ECDL4 syllabus for Mac OSX, this
coursebook offers the reader everything they need to pass the ECDL exam. By using case
studies, practical examples and exercises, readers can learn the skills they are required to
pass the exam, and test themselves on the way. Written by experienced trainers, this complete
coursebook provides everything students need to gain a full understanding and practical
knowledge of the subjects covered by the syllabus.
This comprehensive manual covers all aspects required by Module 1 ECDL/ICDL Syllabus 4.0.
Designed to gradually build up your knowledge taking a step by step, exercise based
approach. The ideal training solution, whether you are a beginner, or if you just need to fill
gaps in your existing knowledge. Module 1 gives an insight into hardware and software as well
as giving examples of how computers are used every day.Approved by the ECDL Foundation.
Fully accredited content, clever design and student features make this ECDL EXAM
SUCCESS PACK the easiest way of passing the ECDL. The pack contains: (1) How To Pass
ECDL4 for Office XP - an engaging, student friendly textbook, ideal to accompany any ECDL
course. Includes FREE 4-colour cut-out-and-keep summary module guides at the back - ideal
for study and revision. (2) Practical Exercises for ECDL4 - newly updated for the latest
syllabus, full of exercises and model answers to reinforce learning and help prepare for and
pass the ECDL test.
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The 4th guide in the CLAIT Plus 2006 series helps you to understand design briefs, house
styles and the elements that compose them. You will learn the skills necessary to create, edit
and print multiple page publications, including copyfitting techniques and the use of proof
correction symbols. You will be able to prepare files for an outside printing service and to print
composite and colour separated proofs. Endorsed by OCR.
Module 2 ECDL/ICDL Syllabus 4.0. You will learn about the main operating features of
Windows, the desktop and display settings on your computer. Approved by the ECDL
Foundation.
This comprehensive manual covers all aspects required by Module 6 ECDL/ICDL Syllabus 4.0.
Designed to gradually build up knowledge, it takes a step-by-step, exercise based approach.
Data files are supplied with the manual which allows practice of the different software features.
It is approved by the ECDL Foundation.
This comprehensive manual covers all aspects required by Module 5 ECDL/ICDL Syllabus 4.0.
Data files are supplied with the manual which allow practice of the different software features.
It is approved by the ECDL Foundation.
This comprehensive manual covers all aspects required by Module 3 ECDL/ICDL Syllabus 4.0.
Designed to gradually build up knowledge, it takes a step-by-step, exercise based approach
and is approved by the ECDL Foundation.
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