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 B. COMPUTER HARDWARE & SOFTWARE 

keyboard, speakers, mouse, monitor, printer, CPU 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

D. INFORMATION TECHNOLOGY IN EVERYDAY LIFE 

cooking, movies, learning, maps, laundry,  
working, texting, TV, gaming 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

G. INFORMATION TECHNOLOGY IN THE HOME 

notifications, sensors, stream, smart,  
Assistants, environment, vacuum 

 

 

 

 

 

 

 

 

  



 

 

I. INFORMATION TECHNOLOGY & TRAVELLING 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.youtube.com/watch?v=WlXY6GIEYl4


 

 

K. SOCIAL MEDIA 

 

 

 

 

 

 

 

 

 

Advantages Disadvantages 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

A. ______________________  

B. ______________________ 

C. ______________________ 

D. ______________________ 

E. ______________________ 

F. ______________________ 

G. ______________________ 

H. ______________________ 

I. ______________________ 

 



 

 

N. ELEARNING 

 

 

 

Check out 
www.alison.com to 
find a course for 

yourself! 

 

 

 

 

 

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


 

 



 

 

T. ADVICE  

 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

http://www.typingtest.com/
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C. Key Features of Microsoft Word 

⚫ 

⚫ 

⚫ 

 It was a pleasure meeting you at the Career Day Fair last week. As we discussed, … 

 It was a pleasure meeting you at the Career Day Fair last week. As we discussed,  

 It was a pleasure meeting you at the Career Day Fair last week. As we discussed, … 

 



 

 

A. The ribbon 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

exercise 3: POSTER 

 

 

 

 

 

The Fish Short Story Prize 
10 short stories to be published  

in the 2021 Fish Anthology. 
Prizes 

First prize – €3,000 
Second prize – a week at the Writers’ & Artists’ Retreat, and €300 

travel expenses. 
Third prize – €300 

The ten published authors will each receive five copies of the 
Anthology. 

No entry form is needed. Entry is online. 
Online Entry €20.00 

helpline@fishpublishing.com 

mailto:helpline@fishpublishing.com


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Exercise 6: SHOPPING LIST 
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Exercise 9: JOB AD 

 –

 

–

 

 

 €

 

 

 

 

 

 

 

 
 

 

 



 

 

Exercise 26: Working with a Table 
⚫ 

⚫ 

 

 

To centre the heading, select across the cells, right-click and Merge cells.  
Then you can centre the heading. 
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To make columns or rows the same, select the columns or rows, click into the 
Layout tab, next to Table Design, then click on ‘Distribute Columns’. (if you 

were making rows the same, you would click on ‘Distribute Rows’.) 

 

You can right-click and then click on ‘Insert’ then choose ‘Row Below’ OR if 
you are adding on rows to the END of a table, then place your cursor in the 

last cell and hit ‘Tab’ on your keyboard. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Exercise 32:  Letter of Reference 
⚫ 

⚫ 
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Mapping of Learning Outcomes 



 

 



 

 

 




