


Social networking has taken our world by storm.  It 
is being used by us to keep in touch with family and 
friends and we are using it to conduct business.  

a) Does your list on the first page include social networking?   

b) Name the social networking icons 1 to 9 below: 

 

 

 

 

 

 

 

 

 

c) Name some advantages and some disadvantages of social networking. 
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a) What is eCommerce?  Use the words below to complete the 

sentences. 

 

▪ eCommerce is often the buying and                                    of goods 

and services online.  

▪ eCommerce stands for                                    commerce. 

▪ Amazon and                                    are big sellers online.  

▪ Paying transactions online is usually a safer method than sending 

cheques or paying with                                      . 

▪ Many people do their                                     online so that they can 

keep a close eye on their account and can pay their bills electronically.  

This is much quicker and easier as well as being environmentally 

friendly.  

▪ We buy all kinds of                                   online, e.g. plane tickets, 

movie tickets, train tickets, play tickets and tickets to sporting 

events.  This means no standing in queues!. 

 

  

 

 

cash, electronic, selling, tickets, banking, eBay 

Banking and 

conducting business 

online saves time and 

money.  Shopping 

online is also very 

convenient!  



a) Look at this online course from www.alison.com.  Fill in the details 
below. 

 

 

 

 

 

 

 

 

 

 

 

Course Title:     

For Beginners or Experts? 

Cost:       

Rating:  

Course Location:     

Website: 

 

 

 

 

 

 

http://www.alison.com/
http://www.alison.com/


Name each type of computer below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What are your favourite I.T. devices?  

 

 



Course:    Computer Literacy 
Course Code:   3N0881 
Assessment:  Skills Demonstration / Collection of Work 
Title: Using a computer application 
Weighting: Skills Demonstration – 40%, Collection of Work - 

60% 
Guidelines 
You will be expected to:  
1. Use a range a keyboard capabilities including text entry, numeric data 

entry, function keys, application keys, multifunction keys, symbols, 
cursor control, caps lock, and num lock. 

2. Use a computer application to create a file by performing all 
required steps including accessing the application, entering data using 
the keyboard and mouse, printing the file, and storing the file 
appropriately for subsequent retrieval. 

 
Assessment criteria 
▪ All exercises and tasks must be complete and correct. 

▪ Data entry must consist of alpha and numeric entries; you must have 
a good knowledge of the keyboard to include multifunction keys, 
symbols and application keys. 

▪ When using the computer application, you must open the application, 
create a file, follow the instructions, enter data, save and print the 
files.  You must also show retrieval of saved files. These steps must 
be demonstrated independently. 

 
Submission date:   
  
I confirm that this is my original work. 
 
Signed:                                  Date:                                     
 



Label the keyboard:  

 
Check your typing speed: 
www.typingtest.com      
Type your speed: 
 
 
 
Print for the portfolio: Print your typing speed.  Test yourself again at 
the end of the course to see if you have improved! 
 

http://www.typingtest.com/


Open the document entitled Burger. (provided) Carry out the 
instructions below the text. 

 

a) Save the document as Burger. 
b) Make the heading ‘Feeling peckish…….burger?’ bold and size 16. 
c) Left align the first paragraph from ‘This burger……..’ to ‘…….of 
course’. 
d) Make the second paragraph italics, from ‘It all adds……’ to ‘….30 cm 
high.’ 
e) Delete the last paragraph, starting with ‘The chef said…..’ to 
‘……manages to do it.”’ 
f) Make the link at the end blue. ‘http://……..' 
g) Save all changes. 
h) Close the application.  
i) Open your document again and print it. 
j) Close all applications and shut down the computer. 
 



 

 
The word "ergonomics" comes 
from two Greek words: "ergon," 
which means work, and “nomos" 
which means "laws." Today we 
use this term to describe the 
science of making the job fit the 
worker, for good safety, health 
and hygiene practice. 
 
Ergonomics covers all aspects of 
a job, from the physical stresses 
it places on joints, muscles, 
nerves, tendons, bones, etc. to 
environmental factors which can affect hearing, vision, and general 
comfort and health. 
a) Use the words below to complete the sentences: 
*Check your own work area at the same time and select the checkbox 
if all is OK! 
 

 
 We often get back or neck pain from sitting at the computer. This is 

often because of poor                                  or sitting incorrectly 

at the computer. 

 Maintaining a good posture can                                    back pain. 

 Take regular                                   .  

 Chairs should have                                    height and back-rests. 

 
 



 

a) Do a safety evaluation by checking the points below. Tick if it’s ok! If 
it’s not OK, let your tutor know. Never try and fix things that are 
meant for professionals, such as electrical wires (electricians), PC 
parts (technicians), etc. 
 
Power supply: 
 Are all wires in trunking or safely and neatly tied 

together? 
 Are all trailing wires out of the way so that no-

one can trip over them? 
 Is there no more than 1 adaptor per plug? 
 Do you shut down the computer when you are finished on the 

computer? 
 Do you switch off all equipment at the wall socket?  
 Are all plugs annually checked? 
 

Fire precautions: 
 Is there a suitable fire extinguisher (e.g. carbon 

dioxide) close by? 

 If you are in a centre, is there a fire 
extinguisher near the door? 

 If you are in a centre, is there a sign showing 
the Fire Point? 

 
Lighting: 
 Are windows fitted with non-reflective glass? 
 Has consideration been given to positioning of the computer screen 

away from light and glare? (The best position is at right angles to 
the source of natural light. ) 

 



 

 
ICT can make our lives much easier. 
But sometimes, ICT can cause even 
more stress! 
Discuss with the group how ICT could 
cause stress. 
(Your discussion may be recorded.) 
Write 2 points about stress and ICT 
below: 
 

 
 
 

 
We have to be vigilant when we are using the Internet, and we need to 
protect our computer too. 
a) How would you define a hacker? 
 
 
 
b) What software measures can be taken to prevent hackers? 

 
 
 

c) What is encryption of data? 
 
 
 

 



 Not too 
confident 
 

Confident Very 
confident 

Do you know how IT affects our everyday lives?    

Do you know what eCommerce is?    

Do you know what social networking is?    

Can you name a few social networking sites?    

Can you use one social networking site?    

Can you give definitions for some common Internet 
terms? 

   

Can you describe some computer hardware and 
software? 

   

Can you give a definition for the Internet?    

Can you describe what e-learning is?    

Do you know at least one e-learning course you can 
access? 

   

Can you name some online government services?    

Can you outline the functions of hardware elements, 
e.g. input/output/storage devices? 

   

Can you carry out all the steps to connect required 
devices so you can switch it on? 

   

Can you use a computer application including 
accessing the programme, creating a file, and 
shutting down the computer safely? 

   

Can you enter data using the keyboard and mouse?    

Can you use the following: text keys, numeric data 
keys, function keys, application keys, multifunction 
keys, symbols, cursor control, caps lock and num 
lock? 

   

Can you save and print your file?    

Can you describe the health, safety and hygiene 
considerations when working with computers? 

   

Do you know how to keep yourself safe online?    

Do you know how to reduce the impact of ICT in the 
environment? 

   

 

 
 


