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Background

The aim of this unit is to give learners the basic skills to operate a computer for business use.

Outcomes

1.
Identify, describe and use a variety of common business programs.

2.
Input, edit, save and print data from existing computer files using business programs.

3.
Identify equipment used in a computer system and demonstrate good working practices.

Outcome 1

Identify, describe and use a variety of common business programs.

Requirements

(a) Identification of programs is correct.

(b) Description of common uses of programs is correct.

(c) Procedures to load, operate and exit programs are followed correctly.

Outcome 2

Input, edit, save and print data from existing computer files using business programs.

Requirements

(a) Use of keys to perform specific functions is correct.

(b) Data input and amendments are made accurately.

(c) Data is saved and printed according to instructions.

Outcome 3

Identify equipment used in a computer system and demonstrate good working practices.

Requirements

(a) Identification and use of equipment in computer systems is accurate.

(b) Equipment and software is used in accordance with operating instructions.

(c) Workstation is kept free from hazards and all work stored in accordance with organisational guidelines.

(d) Any potential hazards are recognised and reported promptly.

Course materials

The course materials take the following format: 

· a set of teacher/tutor notes (including a checklist for recording assessment information)

· PowerPoint Presentation (including three AVI files and two WAV files)

· six Microsoft Word, Excel and Access files

· student workbook.

The PowerPoint presentation and student workbook are to be used in conjunction with each other. The student will work through the PowerPoint presentation and, when prompted, complete the tasks in their student workbook. The following tables are in the student workbook and students are encouraged to complete the tables as they work through the presentation and tasks.

Outcome 1

	Section 
	Date presentation viewed
	Date task completed

	Background information 

(slides 3–9)
	
	

	Computer programs in business

(slide 14)
	
	

	What is a spreadsheet?

(slides 15–17)
	
	

	Task 1a
	
	

	What is a word processor?

(slide 18–21)
	
	

	Task 1b
	
	

	What is a database?

(slides 22–26)
	
	

	Task 1c
	
	

	Task 2
	
	

	Task 3
	
	


Outcome 2

	Section 
	Date presentation viewed
	Date task completed

	Using a keyboard

(slide 31)
	
	

	Getting started – word processor 

(slide 32–36)
	
	

	Task 4
	
	

	Task 5
	
	

	Task 6
	
	

	Task 7
	
	

	Task 8
	
	

	Task 9
	
	

	Getting started - spreadsheet

(slides 38–40)
	
	

	Task 10
	
	

	Task 11
	
	

	Task 12
	
	

	Task 13
	
	

	Task 14
	
	

	Task 15
	
	

	Getting started – database

(slides 42–44)
	
	

	Task 16
	
	

	Task 17
	
	

	Task 18
	
	

	Task 19
	
	

	Task 20
	
	

	Task 21
	
	


Outcome 3

	Section 
	Date presentation viewed
	Date task completed

	Computer equipment

(slides 49–56)
	
	

	Task 22
	
	

	Task 23
	
	

	Keeping a tidy workstation

(slides 57–59)
	
	

	Task 24
	
	

	Filing your own work

(slides 60–65)
	
	

	Task 25
	
	

	Looking after your computer system

(slides 66–76)
	
	

	Task 26
	
	

	Dealing with faults – self-help

(slides 77–83)
	
	

	Task 27
	
	

	Be safe and keep your area tidy

(slide 85)
	
	

	Are you ready for the assessment?

(slide 86)
	
	


Curriculum for Excellence

By completing this unit, learners have the opportunity to develop as:

	Effective contributors

with:

· improved task management skills

· improved interpersonal skills 

· knowledge of using and maintaining computer equipment

· basic computer software skills

· knowledge and experience of the office environment

· customer care practices and principles

· problem solving abilities.
	Confident individuals

where:

· practical achievement underpins confidence and self-esteem is raised 

· reflective self-assessment and improved self-image 

· improved personal effectiveness is attained

· positive behaviour is established.

	Successful learners

developing:

· ICT skills

· knowledge and skills that add value to classroom experiences

· core skills in problem solving

· improved literacy, numeracy and communication skills

· the ability to listen and follow instructions

· a range of technical terminology

· motivation to learn.
	Responsible citizens

who:

· share their experiences with others

· appreciate job roles in the context of the office environment 

· acquire a more enterprising attitude through the variation in learning and teaching approaches. 


Assessment is for Learning

Teachers/tutors should use assessment as an integral part of the learning and teaching experience. Based on research we know that learners learn best when:

· they understand what they are trying to learn and what is expected of them

· they are given feedback about the quality of their work and what they can do to make it better

· they are given advice about how to go about making improvements.

Students are encouraged to engage in self-assessment as they progress through the unit. Appendix 2 in the student workbook is a proforma which can be used to support peer assessment. Appendix 3 within the student workbook is a proforma which can be used to support self assessment during Outcome 2. When using the peer assessment proforma or undertaking peer assessment of any kind, students should be encouraged to look for positives as a first step in assessing a peer’s work. This will help build trust, confidence and supportive relationships.

Observation checklist

The following checklists should be used to record your observation of the student in each of the areas listed.

Observation checklist

Candidate name ____________________________________________

Class _____________________________________________________

Outcome 1 – Candidates should demonstrate the following:

	
	Initials
	Date

	Follow the correct operating procedures for starting, using and closing down a word-processing package
	
	

	Follow the correct operating procedures for starting, using and closing down a spreadsheet package
	
	

	Follow the correct operating procedures for starting, using and closing down a database package
	
	


Summary checklist
Candidate name ____________________________________________

Class _____________________________________________________

Outcome 2 – Candidates should complete the following tasks:

	Task
	Evidence
	Initials
	Date

	Task 1
	Word processing – two printouts
	
	

	Task 2
	Database – two printouts
	
	

	Task 3
	Spreadsheet – two printouts
	
	

	Task 4 
	Answer to questions
	
	

	Task 5
	Answer to questions
	
	


Observation checklist

Candidate name ____________________________________________

Class _____________________________________________________

Outcome 3 – Candidates should demonstrate the following:

	
	Initials
	Date

	Equipment and software is used in accordance with operating instructions
	
	

	Workstation is kept free from hazards
	
	

	Work is stored in accordance with organisational guidelines
	
	

	Potential hazards are recognised and reported promptly
	
	


Unit complete date: _________________________________________

Signature: _________________________________________________
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