Administration:

Practical Support Materials for Intermediate 1

These materials and practical activities support the Intermediate 1 units Information Technology for Administrators and Presenting and Communicating Information. The files give detailed instructions to students on using a variety of features of software applications including creating and manipulating databases, spreadsheets, letters and reports using MS Access, Excel and Word.  The learner files referenced in the materials are included.

There are guides for database and spreadsheet, which are to be used in conjunction with the booklets.  

The various files are entitled as follows:

· Information Technology for Administrators: Databases



Book 1: Guide to Using Databases



Book 2: Practice Materials



Book 3: Business Solutions

· Information Technology for Administrators: Spreadsheets



Book 1: Guide to Using Spreadsheets



Book 2: Introduction to Spreadsheets



Book 3: Practice Materials



Book 4: Business Solutions

· Presenting and Communicating Information: Business Solutions

The tasks contained in some of the booklets are based on the following SQA Standard Grade Practical Abilities projects:

· Art of Entertainment 
General level 2002

· Campbell Brown Homes Ltd
General level 2003

· The Seedees
General level 2004

· Inverness Royals Football Club
Foundation level 2002

· Ponderosa Pets
Foundation level 2003

· Bathgate Bairns
Foundation level 2004

Please note: this material may not cover all aspects of the two units specified above. 

