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Lesson 25: Working with Graphics

insert clip art images

insert pictures saved as files

size, crop or trim pictures

change properties for a picture

move pictures

identify available drawing objects

draw simple objects

change and arrange drawing objects
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This outlines the topics to be covered in this Lesson.

Students often look forward to this topic as it begins to show them how powerful Word can be and how they can make their documents look more interesting and attractive. Be careful to watch your time with this lesson as there is a tendency to give the students more time to play with the options, especially once they realize the number of clip art images available to them, both installed as well as online.
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What are Illustrations?

Visual content inserted into document

To insert object into document, on Insert tab, click appropriate object in Illustrations group

All illustrations considered objects and, when selected, appear with eight handles

Handles confirm object selected so you can make changes

Vary in appearance but always around selected object
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Objective 2-1.3.7

Briefly introduce what illustrations are and how they become objects once inserted into the document. 

Editing of pictures and clip art is limited and should not be encouraged when discussing changes possible. For true editing of a picture of pre-drawn image, encourage the use of a dedicated graphics design program such as Illustrator, CorelDRAW, or Photoshop to handle this type of task.

Draw their attention to the handles and make sure they understand that these must appear around the object before anything can be done to the object. Relate this to selecting text and once it’s inserted, you must select it before you can make any changes to it.
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Inserting Pictures

Can add pictures to document from sources

To insert picture, position pointer where you want picture to be, and on Insert tab, in Illustrations group, click Picture
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Objective 2-1.3.7

You may want to check your classroom before the class starts in order to organize the pictures if the systems reboot each time they are shut down. This may save a bit of time when teaching this topic if you have some pictures other than the samples provided with Vista. It also provides a bit of variety for students to see how they can insert personal pictures (a very popular question that is asked once you show them how to insert one sample picture).

This can be a good time to do a review of how to manage files on the computer, especially pictures, if they want quick access to them. Depending on what they want to do, you may want to remind them to create folders for specific types of pictures (e.g., vacation, family, events, etc.) versus leaving them all in the Pictures folder. This will be a personal preference but certainly it can be faster to find a picture in a folder than mixed up with several hundreds of pictures from the digital camera.

As time permits, you may want to have a digital camera with a couple of pictures that you can use to demonstrate how to copy the pictures from the memory card in Windows Explorer to a folder in Pictures.
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Inserting Clip Art

Available online from Microsoft Office Online Web site with graphics you can download 

To insert Clip Art, position pointer where you want graphic to be, and on Insert tab, in Illustrations group, click Clip Art

Search for

Enter text for Word to search for specific clip art images.

Search in

Specifies where Word will search for matching clip art 
images.

Results should be

Specifies media type to display.

Organize clips

Displays Clip Organizer where Clip Art graphics stored in 
hierarchy to view pictures in specific category, or all available 
pictures.
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Objective 2-1.3.7

Introduce the top fields in the pane and how they can be used to narrow the search. 

Have one demo ready to show the number and types of images that may appear with specific types of files selected.
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Inserting Clip Art

To insert picture from results of search, position pointer over image and:

Click image in list

point at graphic and click arrow beside it



Small icon at lower left corner of each image 
identifies:

   It can be obtained online from the Microsoft Web site.

   It is not available from the existing collection.

   There is animation with this image.

To determine if image suitable, point at image to view Screen Tip with keywords associated with image
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Objective 2-1.3.7

Be sure to walk students through the Clip Organizer to see how you can find images, and what to do when looking for pictures. Point out how clicking on the picture once will insert it but you can also copy to the Clipboard when multiple pictures are required.

Regardless of the number of images they want to collect, the images must be copied to the Clipboard to insert them into the document multiple times. Walk students through the menu for images, reminding them to have the Clipboard task pane activated in order to begin collecting the images.

As a result of this method, some students will want to know if there is a faster way to insert one picture at a time. The exercise does show them how they can search for images and then insert them directly from the task pane. Also include the same type of exercise in your demonstration.

Discuss how you can click an image directly from the Clip Organizer as well as copy it to the Office Clipboard.

Walk students through the Search option and then discuss briefly what each of the icons mean. Sometimes students believe all the pictures are available on their system and when the image doesn’t appear, it confuses and frustrates them. You may also want to discuss how the search option also goes to the Microsoft Clip Art and Media web page to find matching images.

You may want to briefly discuss the different options that can be set to narrow the search, e.g., types of files to find, where to look, etc.

As time permits, you may want to have students try the Online feature in order to find images that aren’t available on their system or where else they can find more images if the ones on their system don’t quite fit the message of the document. Be prepared to spend a bit of time explaining the options on the web site and how to download the images. Students often get carried away here and want to spend the rest of the class playing with this option so you may want to limit the time.

Office 2007 is more geared towards finding the pictures from the Microsoft Clip Art and Media web page, so be prepared to spend a bit of time, depending on your connection speed, to wait for the images to appear.
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Inserting Clip Art

Clip Art on Office Online

Search online Microsoft
Clip Art and Media Web 
site for specific images, 
latest images, or choose 
from several categories 
of images



Tips for finding clips

Displays Help window with information and tips on how to obtain best results from searches
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Objective 2-1.3.7

As time permits, show students how they can go online to search for pictures. This tends to get them excited about the possibilities in creating newsletters or other types of documents with specific types of pictures. Be sure to allocate a set time as many students will get carried away with being able to search for multitude of pictures. Build into your demonstration how to download pictures from the site, reiterating the license about the use of pictures, and where the pictures are saved on downloading.
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Manipulating Pictures 

Can insert pictures as inline objects or floating objects

Inline object acts as text character in paragraph

Floating object can be placed anywhere in document

Can switch from inline to floating or vice versa

Must select picture before you can change it

Need to show handles

Once you insert picture, Picture Tools ribbon appears and offers variety of ways to manipulate objects
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Objective 2-1.3.7

Briefly introduce the handles that appear with pictures. You will discuss these a bit more with students as you go into the next two topics of sizing and moving pictures. Point out how Word provides visual clues on the screen as to how the picture was inserted, e.g., corner handles are circles, green handle is for rotating.

You may want to emphasize how inline graphics and floating graphics have different inherent properties and rely on the user to identify the type of picture this is, e.g., floating objects always causes text to wrap around it by default (usually Square or Tight) whereas inline objects sit at the same baseline as text where it was inserted, etc.

Discuss how manipulating pictures here refers to very simple options you can do with the pictures; any color manipulation or other types of editing should be performed in a dedicated graphics design program. Word provides some tools but certainly not as extensive as a program like Illustrator, CorelDraw, or Photoshop.
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Sizing a Picture 

Picture inserts in its original size, or largest size that page will accommodate

Can resize or scale picture to any proportions

To size picture:

Vertically:  drag middle horizontal handle at top or bottom edge in or out

Horizontally: drag middle vertical handle at left or right edge in or out

Two adjacent sides: drag corner handles in or out

To keep picture proportional when sizing, press         before dragging appropriate handle
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Objective 2-1.3.7

Discuss how the handles determine which side is sized and the position of the handle is a visual reference for the width or height of the object. Corner handles will size those two adjacent sides accordingly, and dragging in or out will determine the size for the object.

Point out how Word again provides visual clues as to what you may be doing on the screen, e.g., ghost image shows the approximate size for the object as you drag, crosshair to represent mouse cursor, original stays in place as reference, etc.

Mention how this is the same, regardless of whether the picture is an inline or floating picture. Handles are used to size the image and appear the same when positioned over the handle and when sizing. 

The book shows the mouse method for sizing a picture (usually the quickest) and as time permits, you may want to take them through the Size dialog box. This method gives them a bit more control over the exact size, as required.

You can also mention that if they want to object to be sized proportionally for height and width, they can press the Shift key as they drag one of the corner handles to resize the picture.
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Cropping a Picture 

Refers to ability to “cut” certain portions of picture

Can only crop pictures horizontally or vertically

When active, cursor changes to 

To crop top or bottom of picture, drag top or bottom 

To crop left or right side of picture, drag left or right 

To crop two adjacent sides of picture, drag corner 
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Objective 2-1.3.7

Point out to students how the crop feature works and draw the analogy of taking a pair of scissors to cut the picture. Only drawback here is that Word doesn’t provide the same flexibility as a pair of scissors or a dedicated graphics program. Remind them that cropping is only from a horizontal or vertical perspective.

Draw their attention again to the visual clues that Word provides when they activate this feature and the way the symbols change based on which handle is selected.

You may also want to demonstrate how once the picture is cropped, you can add more “white space” around the picture by resizing the picture. This gives them a demonstration of how a picture can be manipulated using more than one option, as well as how to change the effect of a picture by cropping it and then resizing it.

As time permits, show them how you can also crop a picture using the Size dialog box.
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Changing the Properties for a Picture 

Way picture inserts depends on properties set for picture

To change properties for selected picture:

Click appropriate feature from  Picture Tools Format ribbon

Under Picture Tools, on Format tab, click Dialog box launcher for group properties to adjust

Right-click picture and click Format Picture
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Objective 2-1.3.7

As noted with the previous slides, the picture can be manipulated using options from the Picture toolbar and the mouse, or directly from the Format Picture toolbar. As with most other dialog boxes, more options are available in the dialog box and can be handy when multiple options need to be changed for the picture.

The tab that appears at the time the Format Picture dialog box appears will depend on what option may have been selected for the picture at that time.

You may want to briefly introduce and discuss some of the options in each of the tabs, as these will vary on the selected picture type.

© CCI Learning Solutions Inc.

	10

Internet and Computing Core Certification Guide   	Module B Key Applications



Moving a Picture 

Drag-and-drop method easiest way to move picture

If inline object, mouse pointer displays     as you drag

If floating object, mouse pointer displays      as  you drag
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Objective 2-1.3.7

Have students try moving both an inline as well as a floating picture so they can see the different symbols that Word provides. This can be their hint as to the type of picture that is being moved so they aren’t surprised when the inline picture takes up just as much room in the new location and has no text wrapping option.

Mention how you can set up absolute positions for pictures using the Picture Position tab in the Advanced Layout dialog box (activated by choosing More Layout Options from text wrapping or Position in Arrange group of Picture Tools Format ribbon). This is not an IC3 exam objective but can be introduced for those who may be interested in learning more about how to manipulate pictures for their documents. You can then encourage these students to look at taking an advanced course.
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Drawing Objects

To draw objects, on Insert tab, in Illustrations group, 
click Shapes 



When creating lots of shapes, consider creating them 
in drawing canvas to keep all objects together

To create drawing canvas, 
on Insert tab, in Illustrations 
group, click Shapes, click New 
Drawing Canvas



Select object to display Drawing Tools ribbon
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Objective 2-1.3.7

Point out the Drawing Tools ribbon when it becomes available. As with pictures, for more flexibility and enhancement or effects, one should use a dedicated graphics design program instead.

Discuss how creating objects requires the simple process of clicking where you want the object to start and then dragging to the required size. Once the object is drawn, it will display handles similar to pictures and can then be sized or moved in the same way. Where objects become more interesting is the number of effects that can be used to enhance them.

Students will get a chance to try different options from the Drawing toolbar so don’t spend a lot of time showing them how to create each. These will be covered in the exercises. Have them create a couple to show them how the procedure pretty much works the same for all objects.

The Drawing Canvas no longer appears by default with the general installation of Office. If you want to turn on this option, select Tools, Options and then select the Automatically create drawing canvas when inserting AutoShapes feature in the General tab. For the purpose of the exercise in this Lesson, turn the drawing canvas feature on so they can see how drawing the objects with the drawing canvas will keep the items together, regardless of how the document is edited.

As you begin to introduce different shapes for the students to try creating, keep a tight control on what is being done. Students tend to start creating shapes based on their own interests and you may find they are at different areas.
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Drawing Objects

Mouse pointer changes to     after selecting shape

Can create most objects by clicking top left corner of object and dragging until object size you want

To draw another object of same type, click tool again

To select object, click object

To select multiple objects:

Click first object, press       or     , and click each object

On Home tab, in Editing group, click Select, click Select Objects to draw selection box around all objects to select

Number of handles on selected object vary on drawing object

To size object, drag appropriate handle

To move object, point in object and drag to new location

To delete an object, click object and press
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Objective 2-1.3.7

You may want to combine some of these points with actual hands-on so students get a true understanding of what they can do with shapes.

This is very true as you move towards the latter three points for working with multiple shapes. You may want to have an exercise in mind that has students creating multiple shapes to form a picture at the end, e.g., moon and stars to create a “night scene”, rectangles to create a set of stairs, five circles for the Olympic rings, simple organization chart (although this really should be done with the SmartArt which is not currently an IC3 exam objective), etc.

This can then give you the opportunity to combine turning the grid on to get precise layout options, or to align objects (covered a bit towards the end of this lesson).
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Drawing Objects

For precise placement, on View tab, in Show/Hide group, click Gridlines

To draw straight line or perfectly proportioned object, press       as you draw object to required size

To draw object outward from its center point, press     as you draw object to required height or width

To draw two objects that share side
or point, draw first object, then draw 
second object and move so side or 
point to share is overtop appropriate 
side or point of first object
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Objective 2-1.3.7

Discuss how having gridlines on is a personal preference and can be turned on all the time versus just for precise measurements. You may want to give an example of when you might want precise measurements, e.g., creating a flow process chart where there are connectors that need to be lined up with certain processes or decisions.

Have students try working with proportioned sizes, whether it is perfectly proportioned like a square or from the center as with a circle. This should give them ideas as to how they might use these options to draw specific types of objects.

Even without gridlines, the Microsoft Office products provide a very nice visual confirmation of shared sides or being able to see the “layers” of objects.
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Drawing Objects

To insert text into object or edit text already there:

Select object to display Drawing Tools ribbon, and then on Format tab, in Insert Shapes group, click     (Edit Text)

On Insert tab, in Text group, select Text Box

Can also manipulate shapes with features such as cutting, copying, pasting, and formatting
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Objective 2-1.3.7

Discuss how entering text into a drawn object is much easier now and does not require you to draw a text box overtop of the object and then try to size it appropriately. Now they can select the object and use the Edit Text option to add or modify the text.

Something that also gets students excited is the ability to copy and paste objects, thereby creating a different set of effects with the drawing. This is true for pictures so you may want to have an exercise that combines the two types of objects together to give them a demo.
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Editing Shapes 

Refers to sizing, moving, or enhancing object and its properties

Select object before making changes

Drawing Tools and Text Box Tools ribbons share same commands, with variations for object type
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Objective 2-1.3.7

Have students select one object and then another of a different shape so they can see how each share similar tools with some variations for the specific object. Point out that the number of features available will depend on the selected object, e.g., cannot add shadow or 3-D effects to a line, no arrow styles can be applied to a square, etc.

Be sure to caution students about applying too many types or variations of effects such as colors, borders, fills, etc. as the drawing can quickly become difficult to read or interpret. The tools available can be powerful when creating a special effect or atmosphere in the document, but can also become too busy very quickly.
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Arranging Objects 

		Under Drawing Tools, on Format tab, in Arrange group:
		

		Group		Groups selected objects into single object, reverts to separate objects, or regroups objects ungrouped originally.

		Bring to Front		Brings selected shape forward one layer, or to top layer.

		Send to Back		Sends selected shape back one layer, or to last layer.

		Align or Distribute		Aligns edges of multiple objects along single line, or distributes objects evenly across page horizontally or vertically. Can view gridlines or set features of grid.

		Rotate or Flip		Rotates or flips object in different directions. 

		If text boxes, use commands under Text Box Tools, on Format tab, in Arrange group		
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Objective 2-1.3.7

Provide examples of when you might need to arrange or rearrange the order of objects on the screen, e.g., keeping two text boxes side by side, displaying the grid to ensure that the top line of the text boxes start at the same spot vertically, flipping a picture to create a mirror image, changing how text wraps around an object, etc.

These options stay constant regardless of which shape is selected, and in fact, are the same for pictures/images/clip art. There may be some variation for detailed requirements such as the types of effects you can apply to pictures that aren’t available to shapes, but this group is the same.
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Courseware Mapping 
Module A: Computing Fundamentals 


IC3 Exam 
Objectives Objectives & Skill Sets CCI Page Number and Topic 


CCI Exercise 
Page Number 


DOMAIN 1.0 COMPUTER HARDWARE, PERIPHERIALS AND TROUBLESHOOTING 


Objective 1.1   Identify types of computers, how they process information, and the purpose and function of different hardware 
components 


IC³-1   1.1.1 Identify different types of computer devices 4-7, Identifying Computers  


IC³-1   1.1.2 Identify the role of the central processing unit (CPU) 
including how the speed of a microprocessor is 
measured 


8-10, Looking at the System Unit  


IC³-1   1.1.3 Identify concepts related to computer memory 8-9, Looking at Memory  
IC³-1   1.1.4 Identify the features and benefits (storage capacity, 


shelf-life, size, etc.) of different storage media 
11-13, What Are Storage Systems?  


IC³-1   1.1.5 Identify the types and purposes of standard input 
and output devices on desktop or laptop computers 


15-19, What are Input/ Output Devices  


IC³-1   1.1.6 Identify the types and purposes of specialized input 
devices for the physically challenged 


19, Looking at Specialized Devices  


IC³-1   1.1.7 Identify the types and purposes of specialized output 
devices 


21, Output Devices  


IC³-1   1.1.8 Identify how hardware devices are connected to and 
installed on a computer system 


21-23, Connecting Devices  


IC³-1   1.1.9 Identify factors that affect computer performance 24, Increasing the Computer’s Performance  
Objective 1.2 Identify how to maintain computer equipment and solve common problems relating to computer hardware 
IC³-1   1.2.1 Identify the importance of protecting computer 


hardware from theft or damage 
25-26, Taking Care of the Computer  


IC³-1   1.2.2 Identify factors that can cause damage to computer 
hardware or media 


25-26, Taking Care of the Computer  


IC³-1   1.2.3 Identify how to protect computer hardware from 
fluctuations in the power supply, power outages and 
other electrical issues (such as use of computers on 
different electrical systems)  


25-26, Taking Care of the Computer  


IC³-1   1.2.4 Identify common problems associated with computer 
hardware 


26-28, Working with Hardware  


IC³-1   1.2.5 Identify problems that can occur if hardware is not 
maintained properly 


27, Performing Hardware Maintenance  


IC³-1   1.2.6 Identify maintenance that can be performed 
routinely by users 


27, Performing Hardware Maintenance  


IC³-1   1.2.7 Identify maintenance that should ONLY be 
performed by experienced professionals, including 
replacing or upgrading internal hardware (especially 
electrical) components (such as processors or 
drives) that are not designed to be user accessible 


27, Performing Hardware Maintenance  


IC³-1   1.2.8 Identify the steps required to solve computer-related 
problems 


28, Performing Basic Troubleshooting  


IC³-1   1.2.9 Identify consumer issues related to buying, 
maintaining and repairing a computer 


31-33, Deciding What to Purchase  


DOMAIN 2.0 COMPUTER SOFTWARE 


Objective 2.1 Identify how software and hardware work together to perform computing tasks and how software is developed and 
upgraded 


IC³-1   2.1.1 Identify how hardware and software interact 35-37, What is a Software Program?  
IC³-1   2.1.2 Identify the difference between an operating system 


and application software 
37-38, Choosing an Application Program  


IC³-1   2.1.3 Identify issues relating to software distribution 36, Obtaining Software 
37, Upgrading Your Software 


 


Objective 2.2 Identify different types of application software and general concept relating to application software categories 
IC³-1   2.2.1 Identify fundamental concepts relating to word 


processing 
38, Word Processing  


IC³-1   2.2.2 Identify fundamental concepts relating to 
spreadsheets 


39, Spreadsheets  


IC³-1   2.2.3 Identify fundamental concepts relating to 
presentation software 


40, Presentations  


IC³-1   2.2.4 Identify fundamental concepts relating to databases 40, Database Management  
IC³-1   2.2.5 Identify fundamental concepts relating to graphic 


and multimedia programs 
41, Graphics 
42, Multimedia 


 


IC³-1   2.2.6 Identify fundamental concepts relating to education 
and entertainment programs 


43, Education or Entertainment  


IC³-1   2.2.7 Identify the types and purposes of different utility 43, Utility Tools  
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programs 


IC³-1   2.2.8 Identify other types of software 45-49, Accounting or Financial, Electronic 
Mail, Web Browsers, Messaging, Web 
Authoring, Web Conferencing, Computer 
Aided Design, Project Management, Group 
Collaboration, Integrated Suites, Specialized 
or Custom 


 


IC³-1   2.2.9 Identify how to select the appropriate application(s) 
for a particular purpose, and problems that can arise 
if the wrong software product is used for a particular 
purpose. 


37-38, Choosing an Application Program  


IC³-1   2.2.10 Identify how applications interact and share data. 37-38, Choosing an Application Program  


DOMAIN 3.0 USING AN OPERATING SYSTEM 


Objective 3.1 Identify what an operating system is and how it works, and solve common problems related to operating systems 
IC³-1   3.1.1 Identify the purpose of an operating system. 52, Looking at Operating Systems  
IC³-1   3.1.2 Identify different operating systems 52-55, Looking at Operating Systems  
IC³-1   3.1.3 Identify that a computer user may interact with 


multiple operating systems while performing 
everyday tasks  


54, Using Different Operating Systems  


IC³-1   3.1.4 Identify the capabilities and limitations imposed by 
the operating system including levels of user rights 
(administrative rights, etc.) which determine what a 
user can and cannot do (install software, download 
files, change system settings, etc.) 


55, Identifying Capabilities and Limitations  


IC³-1   3.1.5 Identify and solve common problems related to 
operating systems  


55, Common Issues with Operating Systems  


Objective 3.2 Use an operating system to manipulate a computer’s desktop, files and disks 
IC³-1   3.2.1 Shut down, restart, log on and log off the computer 59-60, Exiting the Computer Properly 60 


IC³-1   3.2.2 Identify elements of the operating system desktop 57-58, Looking at the Windows Desktop 
62, Looking at a Typical Window 
67, Starting Application Programs  


 


IC³-1   3.2.3 Manipulate windows 61, Using the Taskbar 
62-64, Looking at a Typical Window 


61-62 
63, 64-65 


IC³-1   3.2.4 Start and run programs 58-59, Using the Start Button 
68, Working with Multiple Windows, Using the 
Run Command 
70-73, Using Windows Help and Support 


60 
69-70 
 
73-75 


IC³-1   3.2.5 Manipulate desktop folders and icons/shortcuts 76-92, Understanding Files and Folders, 
Creating Folders, Copying and Moving Files 
and Folders 
Viewing Folder Properties 


79-80, 81, 84-85, 
86, 87, 88, 89, 
90-91 


IC³-1   3.2.6 Manage files 76-92, Understanding Files and Folders 
 
94-95, Looking at the Recycle Bin 


84-85, 86, 87, 88, 
89, 90-91, 92 
95, 96 


IC³-1   3.2.7 Identify precautions one should take when 
manipulating files 


96-97, Identifying Common Problems with 
Files 


 


IC³-1   3.2.8 Solve common problems associated with working 
with files 


96-97, Identifying Common Problems with 
Files 


 


Objective 3.3 Identify how to change system settings, install and remove software 
IC³-1   3.3.1 Display control panels/system preferences 99-110, Using the Control Panel 101-110 
IC³-1   3.3.2 Identify different control panel/system preference 


settings 
99-101, Using the Control Panel, Customizing 
the Desktop Display 


 


IC³-1   3.3.3 Change simple settings 101-109, Customizing the Desktop Display, 
Changing the Date and Time, Customizing the 
Mouse, Customizing the Keyboard, Changing 
the Volume, Accessibility Settings, Security 
Settings 


101-109 


IC³-1   3.3.4 Display and update a list of installed printers 109-110, Looking at Printers 110 
IC³-1   3.3.5 Identify precautions regarding changing system 


settings 
101, Using the Control Panel  







Courseware Mapping INTERNET AND COMPUTING CORE CERTIFICATION GUIDE 


7300 © 2009 CCI Learning Solutions Inc.   3 


IC³-1   3.3.6 Install and uninstall software 112-113, Managing Application Programs, 
Installing a New Program 
116, Uninstalling a Program 


113-115 
 
116-118 


IC³-1   3.3.7 Identify and troubleshoot common problems 
associated with installing and running applications 


115-116, Why Isn’t the Program Working  


Module B: Key Applications 


IC3 Exam 
Objectives Objectives & Skill Sets CCI Page Number and Topic 


CCI Exercise 
Page Number 


DOMAIN 1.0 COMMON PROGRAM FUNCTIONS 


Objective 1.1 Be able to start and exit an application, identify and modify interface elements and utilize sources of online help 
IC³-2   1.1.1 Start and exit a Windows style application 123, Starting Word/Excel/ PowerPoint 


Exiting Word/Excel/ PowerPoint 
23 


IC³-2   1.1.2 Identify on-screen elements common to applications 124-127, Looking at the Screen  
IC³-2   1.1.3 Navigate around open files  142, Moving the Insertion Point, Using the 


Scroll Bar 
254, Moving Around the Worksheet  
317, Moving Around in the Presentation 


 
 
255 
317-318 


IC³-2   1.1.4 Display and use onscreen command buttons 
(toolbar/ribbon) 


128-129, Using the Quick Access Toolbar, 
Using the Ribbon 


129-130 


IC³-2   1.1.5 Change views (draft/normal, print-layout/page-layout, 
etc.) 


153, Customizing the View 
317, Displaying Information in the 
Presentation 


54 
317-318 


IC³-2   1.1.6 Change magnification level (zoom) 154, Adjusting the Zoom 
317, Displaying Information in the 
Presentation 


54 
317-318 


IC³-2   1.1.7 Display options for changing application defaults 
(where files are stored, print and auto save options, 
etc.) 


135, Changing the Program Options 136 


IC³-2   1.1.8 Identify and prioritize help resources 131-135, Getting Help  
IC³-2   1.1.9 Use automated help 131-135, Getting Help 134-135 
Objective 1.2 Perform common file-management functions 


IC³-2   1.2.1 Create files 146, Starting a New Document 
249-250, Creating a New Blank Workbook, 
Creating a New Workbook from a Template 
312-314, Creating  Presentations 


146-147 
249, 250-251 
 
314 


IC³-2   1.2.2 Open files 148, Opening a Document 
251, Opening Workbooks 
316, Opening a Presentation 


148 
251 
316 


IC³-2   1.2.3 Switch between open documents 149, Switching Between Documents 
251, Switching Between Workbooks 
314, Switching Between Presentations 


149 
252 
315-316 


IC³-2   1.2.4 Save files in specified locations/formats 143-144, Saving Documents 
252, Saving Workbooks 
315, Saving a Presentation 


145 
253 
315-316 


IC³-2   1.2.5 Close files 147, Closing a Document 
252, Closing workbooks 
315, Closing a Presentation 


148 
252 
315-316 


IC³-2   1.2.6 Identify and solve common problems relating to 
working with files 


136-137, Working with Files, Identifying 
Problems with Files 


 


Objective 1.3 Perform common editing and formatting functions 
IC³-2   1.3.1 Insert text and numbers into a file 140-142, Entering and Editing Text 


253-254, Entering Data in the Worksheet 
317-318, Entering Text in the Outline Tab or 
Slide Pane 


142 
254 
317-318 


IC³-2   1.3.2 Perform simple editing 151-153, Selecting Text 
155-157, 
Editing Text, 
Using Cut, Copy, and Paste 
257, Selecting Cells 
258-259, Making Changes to the Contents 
329, Manipulating Text 


153 
155-158,  
 
 
259 
 
329-330 


IC³-2   1.3.3 Use the Undo, Redo and Repeat commands 155, Using Undo, Using Redo 
258, Using Undo, Redo, or Repeat 


155-156,  
259 


IC³-2   1.3.4 Find and/or Find and Replace information 175-176, Finding Items 
177, Replacing Items 


177 
177-178 
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IC³-2   1.3.5 Check spelling 172-174, Checking the Spelling and Grammar 
287, Using the Spell Checker 
330, Checking the Spelling 


174 
288 
330-331 


IC³-2   1.3.6 Perform simple text formatting 160-161, Formatting Text Characters 
276-285, What Does Formatting Mean? 
331-332, Formatting Text 


161,  162, 163 
277-286 
332, 333 


IC³-2   1.3.7 Insert pictures and other objects into a file 213-216, What are Illustrations? 
216-217, Manipulating Graphics 
220-222, Drawing Objects 
222-223, Editing Shapes 
335, Inserting Images 
336, Manipulating the Pictures 
343-345, Creating Drawing Objects 


216 
217-218,  
219-220 222 
223-224 
336 
336-337  
345-346 


Objective 1.4 Perform common printing/outputting functions 
IC³-2   1.4.1 Format a document for printing 184-187, Changing the Page Setup 


185-187, Changing Margins 
303-306, Customizing the Printout 


185 
187 
306-307 


IC³-2   1.4.2 Preview a file before printing 190-191, Previewing  the Document  
300-301, Previewing  the Worksheet 


191 
301 


IC³-2   1.4.3 Print files, specifying common print options 191-193, Printing a Document 
307, Printing the Worksheet 
355, Printing the Presentation 


193 
308 
356-357 


IC³-2   1.4.4 Manage printing and print jobs 192-193, Managing Your Print Jobs 193 
IC³-2   1.4.5 Identify and solve common problems associated with 


printing 
194-195, Identifying Common Problems with 
Printing 


 


IC³-2   1.4.6 Output documents in electronic format 193-194, Looking at Different Output Formats 194 


IC³-2   1.4.7 Identify issues related to outputting files in electronic 
format 


194-195, Identifying Common Problems with 
Printing 


 


DOMAIN 2.0 WORD PROCESSING FUNCTIONS 


Objective 2.1 Be able to format text and documents including the ability to use automatic formatting tools 
IC³-2   2.1.1 Change spacing options 182, Changing Line Spacing 


183, Setting Paragraph Spacing 
183 
183 


IC³-2   2.1.2 Indent text 166-167,Working with Indents 167-168 
IC³-2   2.1.3 Display the ruler 141, Using the Ruler 165-166 
IC³-2   2.1.4 Use tabs 164-165, Understanding Tab Settings 165-166 
IC³-2   2.1.5 Insert and delete a page break or section break 196-197, Using Breaks 197, 198 
IC³-2   2.1.6 Display non-printing characters and identify on-screen 


formatting information 
141, Displaying Formatting Codes 142 


IC³-2   2.1.7 Create and modify bulleted and numbered lists 
(single-level and multi-level) 


168-169, Adding Bullets and Numbering 169-170 


IC³-2   2.1.8 Insert symbols/special characters 187-188, Adding Special Characters 188 
IC³-2   2.1.9 Insert, modify and format page numbers 199, Adding Page Numbering 199-200 
IC³-2   2.1.10 Create, modify and format headers and footers 198-199, Using Headers and Footers 199-200 
IC³-2   2.1.11 Create, modify and apply styles  201-204, Working with Styles  205 
IC³-2   2.1.12 Create and modify columns 206-207, Applying Columns 207-208 
IC³-2   2.1.13 Work with tables 225-228, Understanding How Tables Work 


235-236, Converting Text or Tables 
229 
236 


IC³-2   2.1.14 Modify table structure 232, Inserting & Deleting Rows/Columns/ 
Cells, Adjusting the Width or Height, Merging 
and Splitting Cells 
234, Splitting a Table 


233-234 
 
 
235 


IC³-2   2.1.15 Format tables 229-235, Formatting the Table 
239, Sorting Information in a Table 


231, 233-234 
235 


IC³-2   2.1.16 Identify common uses for word processing (such as 
creating short documents like letters and memos, long 
documents like reports and books, and specialized 
documents such as Web pages and blog entries) and 
identify elements of a well-organized document 


140-142, Entering and Editing Text  


Objective 2.2 Be able to use word-processing tools to automate processes such as document review, security and collaboration   
IC³-2   2.2.1 Use language tools 172-174, Checking the Spelling and Grammar 


174-175, Using the Thesaurus 
178-179, Using Research Tools 
180, Using Document Statistics 


174 
175 
180 
180 


IC³-2   2.2.2 Insert and modify data elements into a document 188, Inserting the Date and Time 
208, Using Footnotes and Endnotes 
209-210, Using Hyperlinks 


189 
209 
210 


IC³-2   2.2.3 Use tools that support collaborative creation and 
editing of documents 


239-242, Sharing Information with Others 240, 242-243 


IC³-2   2.2.4 Protect a document from unauthorized viewing or 
modification 


243-245, Protecting Documents 244-245, 245-246 


DOMAIN 3.0 SPREADSHEET FEATURES 


Objective 3.1 Be able to modify worksheet data and structure and format data in a worksheet 
IC³-2   3.1.1 Identify how a table of data is organized in a 


spreadsheet 
248-249, Understanding Basic Terminology 
253-254, Entering Data in the Workbook 


 


IC³-2   3.1.2 Identify the structure of a well-organized, useful 
worksheet 


248-250, Understanding Basic Terminology, 
253-254, Entering Data in the Workbook 


 


IC³-2   3.1.3 Insert and modify data 253-254, Entering Data in the Workbook,  255 
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260, Using Fill 
263-264, Inserting or Deleting Rows, 
Columns, or Cells 


260-261 
264 


IC³-2   3.1.4 Modify table structure 258-259, Copying and Moving Data 
261-262, Changing the Column Widths 
262, Adjusting the Row Height 
265, Managing Worksheets 
277-278, Changing Cell Alignment 


259 
262 
262 
265-266 
278-279 


IC³-2   3.1.5 Identify and change number formats 276-277, What Does Formatting Mean? 277 
IC³-2   3.1.6 Apply borders and shading to cells 281, Applying Borders 


282-283, Applying Colors and Patterns 
282 
283 


IC³-2   3.1.7 Specify cell alignment 277-278, Changing Cell Alignment 278-279 
IC³-2   3.1.8 Apply table AutoFormats 284, Using Styles 285 
IC³-2   3.1.9 Specify worksheet/workbook-specific print options 302, Adding Page Breaks 


303-306, Customizing the Printout 
302 
306-307 


IC³-2   3.1.10 Identify common uses of spreadsheets (such as 
creating budgets, managing expense reports, or 
tracking student grades) as well as elements of a 
well-organized, well-formatted spreadsheet 


248-249, Understanding Basic Terminology  


Objective 3.2 Be able to sort data, manipulate data using formulas and functions and create simple charts 


IC³-2   3.2.1 Sort worksheet data 288-289, Sorting Data 289-290 
IC³-2   3.2.2 Filter data 290, Filtering Information 291 
IC³-2   3.2.3 Demonstrate an understanding of absolute vs. relative 


cell addresses 
272, Using Absolute & Relative Addresses 272-273 


IC³-2   3.2.4 Insert arithmetic formulas into worksheet cells  267-269, Creating Simple Formulas 269-271 
IC³-2   3.2.5 Demonstrate how to use common worksheet 


functions 
268-269, Using Common Built-In Functions 269-271 


IC³-2   3.2.6 Use AutoSum 268-269, Using Common Built-In Functions 269-271 
IC³-2   3.2.7 Insert and modify formulas and functions  267-269, Creating Simple Formulas 269-271 
IC³-2   3.2.8 Identify common errors people make when using 


formulas and functions 
273-274, Proper Use of Formulas 274 


IC³-2   3.2.9 Insert and modify simple charts in a worksheet 292-295, Understanding Charts 293-294, 295, 
295-298 


IC³-2   3.2.10 Draw conclusions based on tabular data or charts in a 
worksheet 


292-295, Understanding Charts  


DOMAIN 4.0 COMMUNICATING WITH PRESENTATION SOFTWARE 


Objective 4.1 Be able to create and format simple presentations 
IC³-2   4.1.1 Manage slides 310-311, What is PowerPoint 


322-3253, Managing the Slides 
314 
323-324 


IC³-2   4.1.2 Add information to a slide 320, Creating a Master Slide 
328-329, Selecting Text Objects, Manipulating 
Text 
331-333, Formatting Text 
335, Inserting Images 
337-338, Creating and Using Tables 
339-342, Creating a Chart 
343-345, Creating Drawing Objects 
346, Inserting Multimedia Objects 
348-349, Animating Objects 


320-321 
329-330 
 
332, 333 
336, 336-337 
338-339 
342-343 
345-346 
346-347 
350 


IC³-2   4.1.3 Change view (including outline view, slide layout view, 
and slide master view) 


317, Displaying Information in the 
Presentation 
320, Creating a Master Slide 


317-318 
 
320-321 


IC³-2   4.1.4 Change slide layout (title slide, table slide, etc.) 323, Changing the Slide Layout 323-324 
IC³-2   4.1.5 Modify a slide background 325, Changing the Theme 


326, Changing the Background Color 
325-326 
326-327 


IC³-2   4.1.6 Assign transitions to slides  350-351, Applying Slide Transitions 351 
IC³-2   4.1.7 Change the order of slides in a presentation (using 


slide sorter view) 
324, Rearranging the Slides 324 


IC³-2   4.1.8 Identify different ways presentations are distributed 
(printed, projected to an audience, distributed over 
networks or the Internet, etc.) 


353-355, Previewing the Presentation  
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IC³-2   4.1.9 Create different output elements (speaker's notes, 
handouts, Web page, etc.) 


352-354, Creating Notes and Handouts 353-354, 356-357 


IC³-2   4.1.10 Preview the slide show presentation 352, Previewing the Presentation 
357-359, Running the Slide Show 


356-357 
359-360 


IC³-2   4.1.11 Navigate an on-screen slide show 357-359, Running the Slide Show 359-360 
IC³-2   4.1.12 Identify common uses of presentation software (such 


as facilitating meetings or classroom learning or 
creating and distributing content that includes a wide 
variety of media) as well as effective design principles 
for simple presentations 


310-311, What is PowerPoint  


Module C: Living Online 
IC3 Exam 


Objectives Objectives & Skill Sets CCI Topic and Page Number 
CCI Exercise 
Page Number 


DOMAIN 1.0 COMMUNICATION NETWORKS AND THE INTERNET 


Objective 1.1 Identify network fundamentals and the benefits and risks of network computing 


IC³-3   1.1.1 Identify that networks (including computer networks 
and other networks such as the telephone network) 
transmit different types of data 


364-367, Networking Fundamentals  


IC³-3   1.1.2 Identify benefits of networked computing 368, Benefits of Networking  
IC³-3   1.1.3 Identify the risks of networked computing 368-370, Disadvantages of Networking 


371-372, Connecting to a Network 
 


IC³-3   1.1.4 Identify the roles of clients and servers in a network 365-367, Looking at Computer Networks  
IC³-3   1.1.5 Identify networks  365-367, Looking at Computer Networks  
IC³-3   1.1.6 Identify concepts related to network communication 364-367, Networking Fundamentals 


371-372, Connecting to a Network 
 


IC³-3   1.1.7 Identify fundamental principles of security on a 
network 


368-370, Disadvantages of Networking  


DOMAIN 2.0 ELECTRONIC COMMUNICATION AND COLLABORATION 


Objective 2.1 Identify different types of electronic communication/collaboration and how they work 
IC³-3   2.1.1 Identify the different methods of electronic 


communication/collaboration and the advantages 
and disadvantages of each 


373-375, What is Electronic Communication  


IC³-3   2.1.2 Identify how unique users are identified with 
communication services such as instant mail, text 
messaging, online conferencing, and social network 
sites 


373-375, What is Electronic Communication  


IC³-3   2.1.3 Identify the major components of electronic 
communication 


373-375, What is Electronic Communication  


Objective 2.2 Identify how to use an electronic mail application 
IC³-3   2.2.1 Identify how electronic mail identifies a unique e-mail 


user by e-mail address 
376-378, Understanding an E-mail Address  


IC³-3   2.2.2 Identify the components of an electronic mail 
message or instant message 


376-378, Understanding an E-mail Address  


IC³-3   2.2.3 Identify when to use different electronic mail options 390-391, Receiving Messages  


IC³-3   2.2.4 Read and send electronic mail messages 386-389, Creating New Messages 
390-391, Receiving Messages 


389-390 
391, 392 


IC³-3   2.2.5 Identify ways to supplement a mail message with 
additional information 


392-393, Attaching Files  


IC³-3   2.2.6 Manage attachments 392-393, Attaching Files 393-394 


IC³-3   2.2.7 Manage mail 394-400, Using the Inbox 395, 396, 397, 
398, 399, 400 


IC³-3   2.2.8 Manage addresses 401-403, Working with Contacts 402-403, 403, 
404 


IC³-3   2.2.9 Identify the purpose of frequently used mail-
configuration options 


404-407, Maintaining Outlook  
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Objective 2.3 Identify the appropriate use of different types of communication/collaboration tools and the “rules of the road” 
regarding online communication ("netiquette") 


IC³-3   2.3.1 Identify appropriate uses for different communication 
methods 


373-375, What is Electronic Communication 
375-376, Using Electronic Communication 
378-382, Using Electronic Communication 
Appropriately 


 


IC³-3   2.3.2 Identify the advantages of electronic communication 375-376, Using Electronic Communication  


IC³-3   2.3.3 Identify common problems associated with 
electronic communication 


378-382, Using Electronic Communication 
Appropriately 


 


IC³-3   2.3.4 Identify the elements of professional and effective 
electronic communications 


378-382, Using Electronic Communication 
Appropriately 


 


IC³-3   2.3.5 Identify appropriate use of e-mail attachments and 
other supplementary information 


378-382, Using Electronic Communication 
Appropriately 


 


IC³-3   2.3.6 Identify issues regarding unsolicited e-mail ("spam") 
and how to minimize or control unsolicited mail 


378-382, Using Electronic Communication 
Appropriately 


 


IC³-3   2.3.7 Identify effective procedures for ensuring the safe 
and effective use of electronic communication 


378-382, Using Electronic Communication 
Appropriately, 


 


DOMAIN 3.0 USING THE INTERNET AND THE WORLDWIDE WEB 


Objective 3.1 Identity information about the Internet, the World Wide Web and Web sites and be able to use a Web browsing 
application 


IC³-3   3.1.1 Understand the difference between the Internet (a 
worldwide network of computers) and the World 
Wide Web (a set of linked pages containing 
information and applications that uses the Internet to 
facilitate online communications) 


410, Understanding the World Wide Web 
411-415, Looking at Web Pages 


 


IC³-3   3.1.2 Identify terminology related to the Internet and the 
World Wide Web 


410, Understanding the World Wide Web 
411-415, Looking at Web Pages 
416-417, Identifying Other Web Page 
Elements 


 


IC³-3   3.1.3 Identify different items on a Web page 411-415, Looking at Web Pages  


IC³-3   3.1.4 Identify different types of Web sites and the 
purposes of different types of sites 


411-415, Looking at Web Pages  


IC³-3   3.1.5 Navigate the Web using a browser  420, Using the Address Field 
423, Understanding Hyperlinks 


420 
423-424 


IC³-3   3.1.6 Reload/Refresh the view of a Web page 420-422, Navigating the Web Browser 422-423 


IC³-3   3.1.7 Show a history of recently visited Web sites, 
navigate to a previously visited site and delete 
history of visited sites 


420-422, Navigating the Web Browser 
428, Checking the History 


422-423 
428 


IC³-3   3.1.8 Find specific information on a Web site 443-445, Finding Items on the Internet 445 


IC³-3   3.1.9 Manage Bookmarked sites/Favorite sites 424-425, Working with Favorites 425-427 


IC³-3   3.1.10 Copy appropriate elements from a Web site to 
another application (such as copying text or media 
to a word processing document or presentation or 
copying data to a spreadsheet) 


430, Retrieving Information from a Web Page 431 


IC³-3   3.1.11 Download a file from a Web site to a specified 
location 


430, Retrieving Information from a Web Page 
434, Downloading Information 


431 
434 


IC³-3   3.1.12 Print information from a Web site or Web page 432-433, Printing a Web Page 433 


IC³-3   3.1.13 Identify settings that can be modified in a Web 
browser application 


435, Customizing the Web Browser 436-437 


IC³-3   3.1.14 Identify problems associated with using the Web 437-441 Identifying Common Web Browser 
Errors 


 


Objective 3.2 Understand how content is created, located and evaluated on the World Wide Web 


IC³-3   3.2.1 Identify ways content is created on the Internet 411-415, Looking at Web Pages  


IC³-3   3.2.2 Identify ways of searching for information 444-447, Using Search Engine Technology  


IC³-3   3.2.3 Use a search engine to search for information 444-447, Using Search Engine Technology 448-449 


IC³-3   3.2.4 Identify issues regarding the quality of information 
found on the Internet 


450-452, Evaluating the Information  


IC³-3   3.2.5 Identify how to evaluate the quality of information 
found on the Web 


450-452, Evaluating the Information  


IC³-3   3.2.6 Identify responsible and ethical behaviors when 
creating or using online content 


452-454, Identifying Ethical Issues  
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DOMAIN 4.0 THE IMPACT OF COMPUTING AND THE INTERNET ON SOCIETY 


Objective 4.1 Identify how computers are used in different areas of work, school and home 


IC³-3   4.1.1 Identify how information technology and the Internet 
are used at work, home or school 


454-456, Impacting Society  


IC³-3   4.1.2 Identify that traditional desktop and laptop 
computers represent only a fraction of the computer 
technology people interact with on a regular basis 


454-456, Impacting Society  


IC³-3   4.1.3 Identify how computers and the Internet have 
transformed traditional processes 


454-456, Impacting Society  


IC³-3   4.1.4 Identify technologies that support or provide 
opportunities to the physically challenged and 
disadvantaged 


454-456, Impacting Society  


Objective 4.2 Identify the risks of using computer hardware and software and how to use computers and the Internet safely, 
ethically and legally 


IC³-3   4.2.1 Identify how to maintain a safe working environment 
that complies with legal, health and safety rules 


458-460, Protecting Your Data or Computer  


IC³-3   4.2.2 Identify injuries that can result from the use of 
computers for long periods of time 


460-461, Preventing Personal Injuries  


IC³-3   4.2.3 Identify risks to personal and organizational data 458-460, Protecting Your Data or Computer  


IC³-3   4.2.4 Identify software threats 461-464, Identifying Software Threats  


IC³-3   4.2.5 Identify reasons for restricting access to files, 
storage devices, computers, networks, the Internet 
or certain Internet sites 


466-467, Restricting Access  


IC³-3   4.2.6 Identify the principles regarding when information 
can or cannot be considered personal, including the 
difference between computer systems owned by 
schools or businesses that may have rules and 
guidelines as to who owns data stored on the 
system, and computers owned by individuals where 
the owner of the computer has control over his or 
her own data 


467-469, Protecting Yourself  


IC³-3   4.2.7 Identify how to avoid hazards regarding electronic 
commerce 


467-469, Protecting Yourself  


IC³-3   4.2.8 Identify how to protect privacy and personal security 
online (to avoid fraud, identity theft and other 
hazards  


467-469, Protecting Yourself  


IC³-3   4.2.9 Identify how to find information about rules regarding 
the use of computers and the Internet 


467-469, Protecting Yourself  


IC³-3   4.2.10 Identify how to stay informed about changes and 
advancements in technology 


470, Keeping Up with Technology  


IC³-3   4.2.11 Identify how to be a responsible user of computers 470-471, Looking at Personal Responsibilities  
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Going Green with Ethics 

The words, green ethics, are said frequently and yet to some of us, this new phrase has no definition or clarity of purpose. What does green ethics mean?

The definition for the word, ethics, according to the Merriam-Webster online dictionary at www.merriam-webster.com shows as:

1 plural but sing or plural in constr: the discipline dealing with what is good and bad and with moral duty and obligation

2 a: a set of moral principles: a theory or system of moral values <the present-day materialistic ethic> <an old-fashioned work ethic> —often used in plural but singular or plural in construction <an elaborate ethics><Christian ethics> b: plural but sing or plural in constr: the principles of conduct governing an individual or a group <professional ethics> c: a guiding philosophy d: a consciousness of moral importance <forge a conservation ethic>

3 plural: a set of moral issues or aspects (as rightness) <debated the ethics of human cloning>

Three different definitions and yet with a similar theme: a set of moral guidelines. Each of us has a set of ethics we apply in real life such as being kind and respectful of others – why should this not extend to business? In theory, a business should apply ethics for the employees and also in the service or product they sell to the public. How then does going green fit in?

Going green refers to actions taken to assist in reducing any damages caused to the environment. This could be anything from recycling paper and plastic bottles to changing the process during manufacturing. Many companies have taken steps towards changing their operations to include actions that reduce emissions or dispose of wastes appropriately.

Putting these two ideas together means having a set of moral guidelines or principles that apply automatically to any task. The people in a business need to all believe in the idea of taking the appropriate steps to apply principles to responsibly protecting the environment in everything they do.  This can start with reducing paper consumption and go all the way to using wind or solar panels to provide power for the business.

The title used here was written with a bit of “tongue in cheek” using a slight change on the “going green with envy” phrase. The intent here is not so much to make our competitors envious but to look at ourselves as what each of us can do to set an example for others to see in our goal to become greener. What steps have you taken or can you take toward this goal?



