Internet and Computing Core Certification Guide
Using Windows 7 and Microsoft Office 2010

IC³ Pathway Companion – Courseware 7310


	Module A:

Computing Fundamentals 
Units 1 and 2 – Lessons 1-14
	Module B:

Key Applications

Units 3, 4, 5 and 6 – Lessons 15-40
	Module C:

Living Online 
Units 7 and 8 – Lessons 41-50

	Computer Hardware
	Common Program Functions
	Communication Networks and the Internet

	Computer Software
	Word Processing Functions
	Electronic Communication and Collaboration

	Using an Operating System
	Spreadsheet Features
	Using the Internet and the World Wide Web

	
	Communicating with Presentation Software
	The Impact of Computing and the Internet on Society


[image: image4.jpg]CERTVPORT




The Internet and Computing Core Certification Guide consists of 64 Lessons, with lesson objectives, summary and ten review questions. IC³ objectives are easily located by using symbols throughout the courseware.
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Course Description 

The first module explores the various computers available today, their components and peripherals. You’ll also learn how to maintain computer equipment, protect hardware from theft or damage, and solve common hardware problems. It also examines how software and hardware work together to perform computing tasks and how software is developed and upgraded. You’ll identify different types of software. And finally, you’ll examine what an operating system is, how it works, and how to manage it. 

The second module helps you perform functions common to the Microsoft Office applications, Word, Excel and PowerPoint. You’ll also look formatting text and documents, and the ability to use word-processing tools to automate processes such as document review, security and collaboration. You’ll learn how to build and use a spreadsheet efficiently, how to sort and manipulate data using formulas and functions, create simple but effective charts, and draw conclusions based on tabular data and charts. In addition, you’ll learn how to design, manage and modify presentations and identify different ways presentations are distributed.

The third module helps you identify network fundamentals and the benefits and risks of network computing, identify various types of electron​ic communication and collaboration. This includes an understanding of “the rules of the road” for online communication and common problems associated with electronic communication. You’ll learn about the Internet, the World Wide Web and websites and how to use a Web browsing application. Also how to evaluate the quality of information found on the Web, and identify responsible and ethical behaviors when creating or using online content.
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Having tfid diflerent chart ypes and switching the data series around. you realize what you really want 1o
Show n the chart i per capta by country only. The values are foo fa apart between the tial and the per
‘capial values thatt does not make sense t compare tese two et of data. You can now remove one of the.
st seres.

3 Under Chart Tools, on the Designtab, i th Data group, ik Select Data.

First switchthe data back toshowing the counties on the horizonta ais.
4 ik Switch RowlColumn.
5 he Legend Eniries (Series) rea, select Total and cck Remove. Then cick OK.

perCapita

Ry

‘Your chart now only shows one set of data. As such, you decide you no longer need the legend as there
s only one set of data.

8 Under Chart Tools, on the Layout tab, in the Labels group, ok Legend and then cick None.
Now oy the tte to inicste wht i ttsl reprasents intis hart.
7 Click the Per Gapia textin the chart o select 1, and then aick at the end of the word o ype: by County.

Per Capita by Country

‘Suppose you would ke fo change the color of the columns n the chart
5 Click one of the data bars to select al the bars. Under Chart Tools, on the Format ab, in e Shape.
Styles group. cck the amow for 341 and then clicka colr of your chaice.
Althe bars zhouid now changs to th color selectad i st &

‘Another way 1 show tis data is o use 3 is char a thea s ony one set of data. You may also want t o be
Stored on a separate workshest

8 Clik anywhere in the worksheet 0 go back o deselectthe chart.
10 Selectcels A4 o B14. On he Insert 12, in the Charts group,cick Pie and then ol Pie in 3.
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Approved by Certiport

We are pleased to announce that our courseware has been approved for the IC³ Certification. This book fulfills the basic requirements for the Computing Fundamentals, Key Applications and Living Online IC³ exams. What this means is that after completing the exercises in this book, the user could be prepared to take the IC³ exams for the IC³ Internet and Computing Core Certification Program. Please refer to the IC³ Courseware Mapping at the back of this book to see where each of the features are covered  Passing these exams demonstrates a level of proficiency to employers and customers. The exams are available through participating IQ test centers.
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Ensure the TEG Employee Lit Final - Student s actve o the soreen.
Cick the Offce Button snd then cick Print.

S yun

(Gheck the printer i the correc one for your ocatin.
Lesve ail options as i fo priting i report. Click OK.
‘Save and coss the workbook.

I s esson, you leamed how o praview your workshest and how i pint it You should now be able o

B preview e workshest 2 st header orfooer
© 2dd or remove page bresks. 2 have column ttes repest on svery page.
B change page setings @ customize otneroptions before priting
 change margins and orentation 2 print the worksheet

Review Questions

1. Why would you want o preview 3 workshet prior o printing?
. Tosee howit wil appear when prinied
b To prevent wasting paer fchanges re nesdd
. To determine whether changes are necessary for th layout of the report
@ Anyofthe above
2. Howcan you nsert a page break?
2 Onthe Insert1ab, nthe Setup group, slck Page Break.
5. nthe Insert b, in the Bresk group. cick Page.
. Onthe Page Layou ab, i the Page Setup group, olck Page Break.
& Onthe Page Layout ab, i the Page Setup group, lck Braaks, InsertPage Break.

3. Which tab would you use n the Page Setup dialog box o change the orentaton o the report?
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4. Which of the following buons wouid you use f insrt the fle name into 3 header o fooer?

meapwe

5. When using the Printdislog bex, you san it
“The entre workbook.

A range ofcels selected n the curent werksheet

Only the cuent workshest

‘Specificpages of e worksheets selected for prining

Any of he above
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Courseware Setup 

This courseware was developed using specific software and hardware configurations. In order to complete this courseware, you will require the following minimum requirements:

Hardware Requirements

· 1-gigahertz (GHz) 32-bit (x86) processor or 1-GHz 64-bit (x64) processor 

· 1 GB of system memory 

· Windows Aero-capable graphics card

· 128 MB of graphics memory (minimum) 

· 40 GB hard disk that has 15 GB of free hard disk space (the 15GB of free space provides room for temporary file storage during the install or upgrade.) 

· Internet access capability 

· Mouse or other compatible pointing device

· 101 enhanced keyboard

· Printer (must have access rights to print)

Software Requirements

· Microsoft® Windows 7 Professional

· Microsoft® Office 2010 Professional 

· Windows® Internet Explorer 9.0 

The objectives outlined in each lesson can be achieved by properly using the material and exercises in this courseware, and by paying close attention to your instructor. You should not hesitate to ask questions if you have problems in working through the material.

All software programs used in this courseware are large and powerful programs, with more features than you can master in a single course. This courseware presents a tremendous amount of material in a simple, easy-to-learn format. You should read ahead during the course; you should also reread regularly. This will increase your retention of important concepts and skills, and will help you cope with the size and power of these programs as you continue to learn.

The explanations in this courseware are based on the default settings established during the installation of the Microsoft Windows 7 and Microsoft Office 2010 programs. Your computer (or the computers in the classroom lab) may be configured differently. If so, please check with your instructor (where applicable), or consult the appropriate User’s Guide to change the setup.

If you are using another version of Word, Excel, or PowerPoint, you will find that all of the concepts are the same; what will change may be some of the steps required to accomplish the task.

Prerequisite Skills

This courseware was designed to provide the essential skills for computer literacy, using three types of programs commonly found in school and business environments. It is intended for those who have not used a word processor, spreadsheet, or presentations program previously, or have minimal experience. Some familiarity with using a mouse and keyboard can be helpful. 

Working with the Data Files

The exercises in this courseware require you to use the data files provided for the book. Follow the instructions shown to download the data files for this courseware.

1
Launch your browser and navigate to the CCI Web site location http://www.ccilearning.com/data.

2
Enter: 7310 in the Courseware # box and click [image: image2.png]


.

3
Select the 7310-1-student-data.exe file then click Run. Click Run again in the Internet Explorer – Security Warning window, if necessary.

4
In the WinZip Self-Extractor dialog box, use the Browse button to specify the Windows Desktop as the location to unzip the file and then click Unzip.


The 7310-1 Student folder containing the required student work files has now been downloaded to your desktop. You can reinstall and use the work files as many times as you like.


[image: image3]
IC3 Microsite

Use the additional online resources at http://ic3.ccilearning.com for More Materials on the Microsite. These additional activities include exercises, creative application exercises, projects and additional review. Use the microsite in class or at home to practice some of the skills you are having trouble mastering, or to try your skills using different materials.

Computing Fundamentals

Unit 1: Recognizing Computers

Lesson 1: Computers All Around Us

Identifying Computers 
Lesson 2: Elements of a Personal Computer
Looking at the System Unit
Looking at Memory

Lesson 3: Working with Storage Systems
What Are Storage Systems?

Lesson 4: Using Input/ Output Devices
What are Input/Output Devices?
Looking at Specialized Devices
Connecting Devices

Lesson 5: Basic Troubleshooting Techniques
Increasing the Computer’s Performance
Taking Care of the Computer
Working with Hardware

Lesson 6: Buying a Computer
Deciding What to Purchase

Lesson 7: Looking at Software
What is a Software Program?
Choosing an Application Program

Unit 2: Using Microsoft 
Windows 7
Lesson 8: Looking at Operating Systems
Looking at Operating Systems

Lesson 9: Looking at the Windows Desktop
Looking at the Windows Desktop
Using the Taskbar 
Looking at a Typical Window

Lesson 10: Starting Windows Applications
Starting Application Programs 
Using Windows Help and Support

Lesson 11: Looking at Files and Folders
Understanding Files and Folders
Creating Folders
Selecting Files or Folders
Copying and Moving Files or Folders
Viewing File or Folder Properties
Finding Files 
Lesson 12: Using the Recycle Bin
Looking at the Recycle Bin
Identifying Common Problems with Files 

Lesson 13: Customizing System Settings
Using the Control Panel
Lesson 14: Installing and Uninstalling Programs
Managing Application Programs

Key Applications

Unit 3: Common Elements

Lesson 15: Getting Started with Programs

Sharing Common Elements
Looking at the Screen

Using the Quick Access Toolbar
Using the Ribbon
Getting Help
Changing the Program Options

Working with Files
Unit 4: Using Microsoft Word 2010
Lesson 16: Creating Documents
Entering and Editing Text
Working with Documents

Lesson 17: Manipulating Text
Selecting Text
Customizing the View
Editing Text
Using Cut, Copy, and Paste
Lesson 18: Formatting Text
Formatting Text Characters

Lesson 19: Setting Tabs and Indents
Understanding Tab Settings
Working with Indents
Adding Bullets and Numbering
Lesson 20: Proofing Your Document
Checking the Spelling and Grammar
Using the Thesaurus
Finding Items
Replacing Items
Using Research Tools
Using Document Statistics

Lesson 21: Formatting the Document
Changing Line Spacing
Setting Paragraph Spacing
Changing the Page Setup
Adding Special Characters
Inserting the Date and Time
Lesson 22: Printing Document
Previewing the Document
Printing a Document
Lesson 23: Working with Headers and Footers
Using Breaks

Using Headers and Footers

Lesson 24: Using Publishing Format Tools
What are Publishing Format Tools?
Working with Styles
Applying Columns
Using Footnotes and Endnotes
Using Hyperlinks
Lesson 25: Working with Graphics
What are Illustrations?
Manipulating Graphics
Drawing Objects
Editing Shapes

Lesson 26: Working with Tables
Understanding How Tables Work
Formatting the Table
Converting Text or Tables
Sorting Information in a Table

Lesson 27: Working with Others
Sharing Information with Others
Protecting Documents 

Unit 5: Using Microsoft Excel 2010
Lesson 28: Getting Started
Understanding Basic Terminology
Working with Workbooks
Entering Data in the Worksheet

Lesson 29: Manipulating the Information
Selecting Cells
Making Changes to the Contents
Managing Worksheets 

Lesson 30: Working with Formulas
Creating Simple Formulas
Proper Use of Formulas 

Lesson 31: Formatting a Worksheet
What Does Formatting Mean?

Lesson 32: Using Miscellaneous Tools
Using the Spell Checker 

Sorting Data

Filtering Information

Lesson 33: Working with Charts
Understanding Charts 

Lesson 34: Getting Ready to Print
Previewing the Worksheet

Adding Page Breaks
Customizing the Printout
Printing the Worksheet
Unit 6: Using Microsoft 
PowerPoint 2010
Lesson 35: Getting Started
What is PowerPoint?
Working with Presentations
Displaying Information in the Presentation

Lesson 36: Setting up the Presentation
Creating a Master Slide
Managing the Slides 

Lesson 37: Working with Text
Selecting Text Objects
Manipulating Text
Formatting Text

Lesson 38: Working with Objects
Inserting Images
Creating and Using Tables
Creating a Chart 

Creating Drawing Objects
Inserting Multimedia Objects

Lesson 39: Enhancing the Presentation
Animating Objects
Applying Slide Transitions 

Lesson 40: Bringing It All Together
Previewing the Presentation
Running the Slide Show 
Living Online

Unit 7: Getting Connected
Lesson 41: Networking Fundamentals

Networking Fundamentals
Benefits of Networking
Disadvantages of Networking
Connecting to a Network

Lesson 42: Understanding Electronic Communications
What is Electronic Communication?
Using Electronic Communication
Understanding an E-mail Address
Using Electronic Communications Appropriately

Lesson 43: Using Microsoft Outlook 2007
What is Microsoft Office Outlook?
Unit 8: Using the Internet
Lesson 44: Getting Started
Understanding the World Wide Web
Looking at Web Pages

Lesson 45: Using a Web Browser
Using Microsoft Internet Explorer 


Lesson 46: Using the Information from the Web
Retrieving Information from a Web Page
Printing a Web Page
Downloading Information

Customizing the Web Browser
Identifying Common Web Browser Errors

Lesson 47: Searching for Information
Finding Items on the Internet 

Using Search Engine Technology

Lesson 48: Qualifying the Information
Evaluating the Information
Identifying Ethical Issues 

Impacting Society

Lesson 49: The Risks of Computing
Protecting Your Data or Computer
Preventing Personal Injuries
Identifying Software Threats

Lesson 50: Using the Internet Responsibly
Restricting Access
Protecting Yourself
Keeping Up with Technology
Looking at Personal Responsibilities 
Appendices

Courseware Mapping

Glossary of Terms

Index

Note: To recognize some of the components that make up a computer, it is preferable to have access to these actual components, wherever possible.





Note: All student data files have been checked for viruses at the time of development. CCI and its developers are not responsible for any virus infection that may occur as a result of customer or distribution channel manipulation. Please ensure your antivirus software is updated with the latest virus pattern to prevent new viruses from infecting your system.








Canada: 1-800-668-1669

On the web:

United States: 1-800-668-1669
1
www.ccilearning.com
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LANs and WANs

173 network stays witin 2 bullding, 1 3 LAN or Local Area Network I he network crosses a publec srest and
makes use of publely supplied cabing forpar of the nework, 5 3 WAN or Wid Area Network. The number of
‘computers that make up each network type s ielevani. & 3 company wih 200 compuers connected fo 3 main
server in the same buiking is <08 3 LAN. The moment that company hss 3t st one computr in Snother
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Client-Server Networks

A "cfent"is 2 computer that requesis senvces from a server. Clenterver nefworks are typil i larger networks
where mulile servers perfom dedicated functions such as database, emai, fl storage, web, and securfy.
‘aministraton (each server does one functon).

‘Servers are commonly used in large organizatons because they are 3 costafiscive
way o dalivering shared r2soures and they control Who can acoess what resources
5nc when they Gan do so. Servers share the same network S5 computars in 3 pesr-to-
peer arangement,tha s, a deskiop or ncfebook computer can share resources, such 35
Fles, with oher daskiops and notebooks, and act as a cent for 3 server
‘computer il at the same time. A server can be in the LAN, or the WAN, or W

onthe intemet.
Tre sewer can be a mainfame computer, minicomputer, UNIX

D,
workstaton,or very powerfl PC; it must also have server softwars nstalled. wih 7 ij
users learty dentiied snd acosss rigts sssignad.
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Lesson 50 Using the Internet
Responsibly

Objectives

I i lasson, you wil ook 3t working on the Intemet in 3 lega and ssfe mamner. On sucsessul compiston.
you wil e famitar with:

D restricing acoess o fhers outsid yourlocaion T protacting yoursel when conducing ecommerce

o against pariular types of information or purchasing onlne and how tobe a responsible

D recogrizing and adnering o polies fo use of user when warking with computers or being
the Intemst on otner computers onine.

D understanding what s considered personal 3 staying informed of changes i technoiogy

nformation when using oher computers.

piC’

3425 ety reasons for resriting accessto s, strage devices, compuers, netwerks, the ntemet or
ertain Internt sies incuding protecion of data and resiting sites 1o chilren with acut content

3426 1denty the peincipes regarding when informaton can orcamnot be consdered personal. includng the
Gifreno between computer sysiems owned by schools o businesses tht may have s and
‘guideines 2512 who owns data stored on the system, and computers owned by indidusls where the.
‘owner of the computer has conirol over i or her own data

3427 1dentty howto aveid hazarcsregarding electoni commerce (e, shaing crecit sard nfomation an
on-secure sites, checking the legitmacy ofanie ofers. i)

34258 ey howto protectprvacy and persenal securty cnifn (o aveid faud, ety theft and ther
hazards)

342 denty how o fd informatin abou rles regarding the use of computers and he Itemet.

34210 ety howt stay informed sbout changes and acvancements i tectnciogy.

34211 dentiy howto be a esponsile user ofcomputers (.9 ecycing products [k prinercarridges.
safely dsposing of hardware, )

Restricting Access
hic

s there s no qualfy control of the nformation on the Infemet, it may be necessary o restict 3coess 1 specfc
informaton such as adul Web stes and chat ooms during office hours,or specic types of patent information (o
hospta taf In the wrk envionment,  company may have policis regarding Inernat scosss. Searching the
Intemet can be tme-consuming and a company might resirc acoess for saf fom sites wih dowloads, onine
hopping. or chat ooms. This it ony prevents dangers such as hackers o viuses from enfering the network
but aizo snsures tha Intemet ransactons s imited o business purposes.

Otner comparies may have a more liberal approach, believing that unvesticted access 1 he Intemet s more
ressanatle. The compsny then rees on more iradtionsl manioring of employe setiy using securty messorss
to prevent unsuthorized scosss such s frawsls o logen restictons.

For the home or school user, here are several comparies that provide special software 1o restit Intemet
‘acoess, o at least acoess 1 certain type of sits. These ar Intemet file software programs that can be used 1o
Block access based on keywords enterad int the sofware.
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