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PART 1

What this unit is about

This unit will help you to develop core skills in using an Information Technology (IT) system to process data.  Core skills are the skills you need to cope with life and to enjoy lifelong learning. 

What you will learn in this unit is set out in terms of outcomes.

Outcomes
You will learn to:

1.
Use an IT system effectively.

2.
Perform processes using a range of application packages.

3.
Carry out searches to extract and present relevant information.
At the end of this unit you will be able to use:

•
a range of hardware devices

•
a range of software packages

•
the Internet to search for information.

What you need to know to do this unit
You will normally have achieved Information Technology (Access 3) or have similar skills.
Progression 
If you succeed in this unit you will be able to proceed to Information Technology (Intermediate 2).

Core skills

The core skills in National Qualifications are:

•
Communication

•
Information Technology

•
Numeracy

•
Problem Solving 

•
Working With Others.

Employers and colleges recognise the importance of core skills. Your tutor will tell you how core skills are used in other units you may be studying.

You can develop core skills through a wide range of National Qualification units and courses.  In doing these, you will learn how to apply core skills in new situations.

PART 2

Outline of this pack

Your learning pack consists of this Student Guide and five Study Sections as shown below:

Student Guide
Study time: 1–2 hours
Outcome 1: Using an IT System
Study time: Approximately 5–7 hours

Outcome 2(1): Database Application
Study time: Approximately 6–8 hours

Outcome 2(2): Spreadsheet Application
Study time: Approximately 6–8 hours

Outcome 2(3): Word Processing Application
Study time: Approximately 6–8 hours

Outcome 3: Searching the Internet
Study time: Approximately 7–8 hours

The five Study Sections cover the content of the National Qualifications core skills unit Information Technology (Intermediate 1).

You will build up your IT skills best when you use Study Sections in the above order.  

How to use the pack

You should spend some time looking through the Study Sections so that you understand how they are structured.  This will make you familiar with the features of the sections and you will use them with more confidence.  You will be able to concentrate fully on learning the content and skills.

Study Sections 

Each Study Section of this pack has exactly the same way structure:

•
Contents page

•
An introduction, which tries to answer questions that you might have:


–
what will I learn?


–
how long should I take to do this?


–
what else do I need?


–
how will I be assessed on my work in this section?

•
Learning materials, including

– Activities  

– Self Assessed Questions (SAQs) 

– Answers to SAQs at the back of the Study Section.

Study times

You should use the study time suggested for each section as a guide only.  The important matter is that you develop the IT skills described in the pack.

Symbols used in this pack

You should be able to work through this pack on your own with only a little support from your tutor.  As you work, you will meet the following symbols:
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This symbol indicates that an online version is available.
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This symbol indicates a practical computer-based activity.

This symbol is used to indicate a numbered SAQ.  You can use SAQs to check your understanding of the content already covered in the Study Section.

Here is how you should use the SAQs:

•
You should answer the question(s), either by writing in the space provided or in your own notebook.

•
When you have completed you answers, turn to the back of the Study Section.  There you will find the correct answer(s) to compare with your own.

•
Read through again those parts of the Study Section relating to any answer(s) that you ay have got wrong.

Use the answers to SAQs at the end of the Study Sections wisely.  Don’t guess at answers or look at the correct answer before trying to find answers yourself.

You will also find the following written in bold in the text:

· important computing terms when they are first introduced

· keys on the keyboard or button on the screen that you have to press

· the names of files that you have to use.

Activities

Activities let you practise particular IT skills.  Each activity is very similar to one that you will have just completed through step-by-step guidance.

Sometimes you may want to know if you are doing the activity correctly.  You may find help for some activities amongst the SAQ Answers at the back of the section.  For example, this help may be in the form of a screen shot of what the data in the file should look like at the end of the task.

You will gain most benefit from this pack if you use the SAQs and Activities correctly and check your understanding as you progress through the unit. 

PART 3

You will do well in an assessment if you:

•
are clear about how you will be assessed

•
know when your learning will be assessed

•
know where learning will be assessed.

How will I be assessed?
Your tutor will arrange for you to be assessed.  The tasks in this pack are very similar to those that your tutor will ask you to do when you are being assessed.

For Outcome 1, your tutor will watch to see that you are able to use an IT system well. You will need to start up, use and close down your IT system in a safe and correct manner.  Your tutor is likely to watch you doing these tasks while you are being assessed for Outcomes 2 and 3. 

For Outcome 2, you will use three different application packages to process data. 

For Outcome 3 you will use an IT system to search for and present two different pieces of information.

When and where will I be assessed?
When you are familiar with the content of this pack, and you can carry out the activities with confidence, you should speak to your tutor about assessment.  Your tutor will help you decide whether or not you are fully prepared for your assessment and advise you what procedures need to be followed.

You can take unit assessments at your school or college, or a place approved by your tutor.  Your tutor will record your results in the assessments and inform you of them. 

What do I have to achieve?
You have to pass all the assessments.  They measure your achievement of Outcomes 1, 2 and 3 of SQA unit D01D 10 Information Technology (Intermediate 1).

What happens if I do not pass an assessment?
You will be told if you do not achieve a pass in any assessment. You will get another opportunity to be assessed on those parts of the assessment where you need to improve your skills.

PART 4

When you enrol for this unit you may be given a timetable or receive details of how you can contact your tutor i.e. the day, time, telephone or e-mail number where you can make contact.

You should note this information on the Tutor Details Form below.


Tutor Details Form
Tutor’s name:


Address (for correspondence and assignments):





Telephone number:

Fax number: 

E-mail address:

Times available for contact:
Day/Evening: 



Times: 

Attendance requirement:


Your tutor is your main support throughout the unit.  Don’t hesitate to get in touch if you have a problem.

Before moving on to the Study Sections, you may want to check your understanding of this pack. You can do this through the following activity.



Refer to this Student Guide to your unit for this activity. 


(Tick boxes where appropriate.)

1
The title of the unit I am about to study is: 

2
The unit number is:

3
This unit should take me: 40 hrs  80 hrs


to complete, although I may take more or less hours than this.


4
I will require to undertake 2       3       4       5    More   outcome assessments successfully in order to receive my SQA certificate.

5
I understand from the Student Guide how, when and where I will be assessed in this unit.   Yes         No

6
My tutor’s name is: 
7
I can contact my tutor on: Day/Evening: 

from:  Time: 
Tel no: 

E-mail address: 
8
I feel happy about starting to study my unit.   Yes No

9
If not, I will contact my tutor or learning centre for further information before I begin.  Yes       No

10
I will make myself thoroughly familiar with the requirements of this unit before moving on.  Yes       No

If you are still unsure about answers to any of these questions, you should contact your tutor.

Good luck with your studies!

PART 5

Your school or college is very interested in your view of these learning materials. Once you have completed the whole unit, please spend a little time completing and returning this form to your tutor.

Please answer all the questions by placing a tick in the appropriate box and adding a comment where necessary in the space below the question.

Thank you for your help.

	1
	Sufficient advice was given on how to use the pack
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	2
	The content was at the correct level for me 
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	3
	The language was easy for me to read
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

continue overleaf
	4
	I understood what I had to do in each Study Section
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	5
	The content of each section gave me the skills to do the tasks in that section
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	6
	There were enough suitable Activities in the pack
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	7
	There were enough suitable SAQs in the pack
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

continue overleaf
	8
	I could monitor my progress well through the SAQs and Activities
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	9
	Enough information on assessment was included
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	10
	I knew what to do if I was having any problems
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	11
	The pack was easy to follow
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

continue overleaf
	12
	This pack can be used with minimum contact with a tutor
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	13
	Overall I would rate this pack as
	Very good
	Good
	Poor
	Very poor

	
	
	
	
	
	


Comment

Name 

School/College  
Date

Thank you once again for your assistance.  

Please give your completed form to your tutor.
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