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IAM Award in ICT

What do | need to do?

To gain thdAM Award in ICT qualificationyou will need to do the following:
V Completeand passhe exercises in this booklet
V Pasgwo formal online tests
V Submit eight pieces of coursewankth Level 2 skils

The exercises are designedhelp you learn and develop ICT skills, the formal tests
are designed tfurthertest the skills you have learnt by doing the exercises and the
coursework gives you the chance to demonstrate that you can actually uséghe ski

Resources

You will need to locate, with the help of your teacher/tutor, the following resources
from the Londonlearning CMS

V The online, interactive tutoi.his opens in a web browser. You will
probablylocate the Londonlearning CM$h your local intanet or VLE.

V A set of electronic exerciséds. You will need to downloathese files to
complete the exercises in this booklet.

V ThelLevel2Mar ki ng Engine. This will fAmark?o
and give you feedback so that, if necessary, you capadhem.

Exercises

The exercises in the first part of this booklet concentrate on skills in-prokssing
(Microsoft Word, presentationgMicrosoft PowerPoint) spreadshee($licrosoft
Excel)and databasg#licrosoft Access)

These exercises requiyeu tolearn andise the ICT skills that have been
demonstrated by the interactive, online tutor. After working through the online
tutorials you should attempt the relevant exercises using the files you have
downloaded.

As you finish each of the exercisgsu should mark them by using thevel 2
Marking Engine which is availablkeom your user log orilhis records when you
have gained the ICT skill.

Exercises marked with a A are optional for
work which will be useil for the Level 3 Certificate.

You will alsoneed evidence that you have used these skills to pass the,Aviact
are recorded on the IAM Coursework Hforma.
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ICT Skills
The second part of this booklet lists all the ICT skills you will learn as paineo
courseWe call them t he f [The@emiseshaglaeh | stat emer

designed to cover all these skjlé® if you complete all the exercises correcyiyu
will have demonstrated you can do all the skills correctly.

You will note that the sk also have a level number associatgith them. These are

the National Occupational Standards for IT Users, established for the UK government

by the Sector Skills Council for IT and Telecoime-Skills UK. Most of them are at

Level 2. Youneedto famdir i se yoursel f with the fAl Canocé
must identify them with the coursework you submit.

On-line external tests

When you feel confident with the skills and you have completed the exercises you
will be ready to take the online tests. Ydeacheror tutorwill administer these tests
and they have to be taken under examination conditidmere are two tests to pass.
Each test takes 30 minutes and during the tastwill be able to refer to your

booklet, the online tutognd module tipto help you complete.it

The first test will test your worgrocessing\(Vord) and/or presentation skills
(PowerPoin} and the second will test your spreadshE&tg) and/or database
(Acces¥skills.

Each test will tak@bouthalf an hour and you will nedd get 80% in each test to

pass. Dondét worry though, the tests are not
you the opportunity to show what you canidihey will be very similar in style to the

exercisegyou passed during the course

Coursework

As you proceed through the course you will be expected to complete some
courseworkhat shows you can apply the ICT skills you have leafot need to
submiteight electronic pieces of work/assignments from a range of subjéith

will demonstrate thagou can apply your skills ankihow when it is appropriate to use
the ICT skills taught on the course.

You can upload/our assignments in the CMS and your teacher can set reviewers for
your coursework too.

You are allowed to produce a maximum of five piecework demonstrating skills
from Unit One (wordprocessing and/or presentationsfrom Unit 2 (spreadsheets
and/or databases). So, for example, your eight tasks could consist of three word
processed documents, two presentations and three spreadsiseet fi

The third part of this booklet consists of suggested ecasscular work in a variety

of subjects, which will help you decide what you can submit as coursework. The ideas
come from subject areas such as English, Maths, D&T, and Geography. You do not
have to use these ideas or stick to these subjects. However, for each piece of
coursework you submit there must be evidence that you have used the ICT skills
taught on the course.
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When you have done a piece of work you think is suitable forAkke Awardin ICT
you should ask your subject teacher to verifyAg.a personal record yaanfill in
the details in th®ecord of Evidencecard at the back of this booklet

You will be asked to record
V The subject area for which you did the piece of work,
V  What ICT skills you used,
V The name of the file
V The teacherds name you did the work fo
V The date gu completed/submitted the work.

You need to be careful when filling in the detaitserroneous data will slow down
the process of certification.

Your teachewill be able to tell yolhowto logon onto the online systeah school

and will also give you guidance afso completinghesedetailsonline on the

Coursework Pro-forma. At home, you can use your logon at

www.Londontesting.comno access the CM&nd the Coursework Piforma

Remember,g u wi | | find the |Iist of skills to se
statementsfrom page 46 onwards.

It is a good idea to baeakp the electronic version of the applications yomplete.

Your coursework is stored as a portfolio of files in the Londonlearning CMS. At any
time during your course you can replace a file of coursework with a better one. Your
aim should be to compile anpartfolio of the very best work you can do &rlke you

have shown your ICT skills. Some advice; start building your coursework examples as
early as possible in the course, you can always replace a piece with a better one.



http://www.londontesting.com/
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= LondonLearning CMS -

@; v & hitpsi/195.226.137.35/-cmsi | [#2][x] | |2
: File Edit Yiew Favortes Tooks Help
| aAVG - | v search =+ gy | G4 Search-shield || @l avaInfo ~ | GetMore

— = B »
e o I@LunanLeam\ng M5 ] \ & - B8 o - b Page ~ {Cf Tools -

>

Londonlearning CMS

Foraot Password andlor User ID?

B3 Microseft . /2 2 Inkern,,. - | 3 RealPlaye:

Finally, when you are ready to submit youpertfolio for assessment and
verification, make sure you have uploaded the following:

0 eight curricular assignments,
o one CourseworPro-forma and,

o0 ascanned copy of your Record of Evidence, unless your school has told you
that it is submitting electronic teacher signatures.
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EXERCISES
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Word Processing Ii Formatting

WP 1.1: Software Categories
Step 1: Open the filesoftwareandcentre alignt he ti tl e ASaftware Cat

Step 2: To apply outline numbering you showgdlect all the texgapart from the
title) so that it will be treatedsonel i st . Then €

Step 3: Customize the outline numbering so that:
e Level 1is a capital lettér.
e Level 2 is a number with a(minus sign) after it.
e Level 3 is a lowercase letter with a bracket after it.

Step 5: Apply this Outline Numberingind use theromote and demote buttons to
get the result as shown in the screenshot below. Steps 6 and 7 have already
been completed in this screenshot.

Step 6: Now add the music softwaf@ubasebeforeSibelius

Software Categories

A Generic Software
1 - Dlicrosoft Office 2000 Professional
a)  Word 2000
by Excel 2000
o) Access 2000
dy  PowerPomt 2000
2- Adobe Suite
a) Photoshop
by Lcrobat Reader
B 3Specialist
1- Science
a) Living Science CD
2- Ilathe
a)  Orardgraph
by Autograph
o) Cahri-Geometri
3. lwsic
a)  Cubase
b Sibelius

! When you customize the outline numbering edit the options fromutinderstyle drop down list.

You may include a space between the sign and the number. The number should not be Roman.

11
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WP 1.2: Mountain Range Quiz

Step 1: Open the filemountains After the title there is a list of mountains followed
by a list of countries. The mountains match with some of the countries but to
add a level of difficulty to the quiz there are some extra countries.

Step 2: Formatthe mountain names as a lisom AT J usingNumbering.
Step 3: Formatthe countries as a listi113 usingNumbering.®
Step 4: Select the lists and their titles and put téet into two columns

Step 5: As the lists are not the same length you will need to wsduenn breako
make surall the countries (including the title) are on the ritpaind side of
the pagé.

Step 6: Finally, centrealignthe column headings and make sure that there are no
extra carriage returns so that the finished exercise looks like the one shown

below.
Match the Mountain with its Country
Mountains Countries

A PBenMevis 1. England

B Everest 2. Russia

C. EKilimanjaro 3. Tansania

D Kz 4. Canada

E Matterhorn 5. France

F. Mont Elanc 6. Austria

3. Zcafell Pike 7. Mepal

H Eebnelaize 8 TEA

I Terupaja 9. Peru

T Wit McEinley 10. Sweden
11 Switzerland
12 Palaistan
15 Scotland

% If this second list is indented incorrectly you will need to customise the settings so that the numbers
areleft aligned at 0.63cpthe Tab space after is 1.27cand theindent is at 1.27cmif this appears to

fail first time try again eventually MS Word will realise you know what you are doing and stop trying

to second guess you.

“ Be careful to make sure that the extra carriagematubefore the column break, or that it has been
deleted otherwise your titles will not be vertically aligned.

12
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WP 1.3: Vocabulary
Step 1: Open the filevocab.

Step 2: Turn on the hidden characters and note that on each line of vocabulary two
tab characters have already been put in for you. One at the beginning of each
line, and one between the two words.

Step 3: Select all the main text (not the title) and set two tab stops. The first one is a
right tab at 2.5cmthe second is keft tab set at 11.5cwith afull line

leader®
Dias de la semana
Lunes Monday
MWartes Tuesday
Miercoles Wednesday
Jueves Thursday
Yiernes Friday
Sahado Saturday
Oamingo Sunday

® You should note these tabs have the effect of putting lines of equal length across the page.

13
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WP 1.4: Five-a-side Soccer Team

Step 1: Open the filesoccer.To position eals player in the starting five, as shown
below, you will need to useentre tabs

Step 2: For the players Drayton and Green you need to seténtre tabsone at
4cm and another at 11cm. When you have done this put a tab character in
front of Drayton anénother in front of Greef.

Step 3: The next player, Alhousey, is in the next paragraph. To position his name
correctly you will need to clear any tab settings already in existenceeaiad
new centre talt 7.5cm. Again, remember to put a tab charantéont of
the name.

Step 4: Now set tab positions for Shah and Aster so that they are vertically aligned
with Drayton and Green (i.e. they have the same tab settings as in step 2
above).

Step 5: Position the three reserve playersaindent of 1cm fom the left margin

Nonsuch-College3-a-side-Soccer-Teamd]
- Drayton- - Greend
-+ Alhouzeyq
-+ Shah - Asterq|
Reserves:q|
Franksq
Tonesq
Khanf|

® In the original file there is a space afteraton and before Green. You should note from the
screenshot (which has hidden characters turned on) that the space is still there and the tab is placed
after it.

14
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WP 1.5: Play Programme

Step 1: Open the filhamlet.

Step 2: Centre aligrthe title and put @pace of 12pafter this paragraph.
Step 3: Put6pt spacing aftethe other paragraphs

Step 4: Select the whole cast list (not includitiee title) and set aght justified tab,
with a leader of dots at 14.5cm

Step 5: Finally, to get the effect shown beloplace a tab charactgrst before the

a ¢ tseameéwhich is in italcs.

Hamlet — The Cast
CFREBE Matthaw Dufie
CIABALIS Lo Julian Meredith
Gertrude Arabelle Herloner
Harnlet Daniel Curshen
FLOr@EIO oo Richard Harvey
PalofiiUs Lo MNick Brennan
LaBtE s Adaen Fagan
OERELR Annabal Browne
Rewnaldo Adam Gross
WoltBmand ... Tom North
ZOETIELIIE L Oifver Harrison
BOBBICIAIIEE ..o Sary Tayior
CIABLIEEETTL L William Fhelps

"In this case each paragraph consists of just one line.

15
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WP 1.6: Sponsored Music Day

Step 1: Open the filesponsor.This contains a rota for a sponsored music day where
students and ensembles will be playing to raise money for charity.

Step 2: Put the title text intdrial, 14ptand the rest of the text infrial 12pt Leave
the title text, times of events dmther sukheadings in bold.

Step 3: Centre aligrthe title.
Step 4: Set theparagraph spacing to 12pt afesach paragraph, including the title.

Step 5: Make sure that you remowd unnecessary carriage returns, including the
one between the title ankdd first item on the programme.

Step 6: Set a hanging indent at 1.5@a that you can inset the details.

Step 7: Press the tab kep insert a tab character between the times of each event and
the event details to get the layout below. You may find turthiedhidden
characters on helps you to check the tab has been inserted.

Sponsored Music Day

9:00 Wake Up - Our three sixth form bands will be kicking the day off with
cover versions of some timeless classics including Queen’s Bohemian
Rhapsody and Penny Lane by the Beatles.

10:00 Orchestra — The orchestra will be rehearsing for the first hour and will
then play the first movement of Beethoven's 5™ symphony.

11:30 Love Songs — Singing students across all year groups will be singing
some well-known love songs.

12:00 Piano Solos — Piano students play their favourite pieces, including
Bach, Chopin, Mozart and Beethoven.

13:00 Big Band — Our very own school Big Band will be playing a tribute to
Glenn Miller and some of the best TV themes ever.

14:00 Choir - The choir will be singing Requiem by Gabriel Fauré and
selected sections from Tippett's Child of Our Time.

15:00 Finish

16
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Word Processing IIT Tables

WP 2.1: Personal Details

Step 1:

Step 2:
Step 3:

Step 4

Step 5:

Open the filadetailsand note that there is already a table which has two
columns and five rows. It has already beentred and the row height set to
at least 1cm. Look at the table properteesd check that this is the case.

Put asingle line, 3 pt, black bordaround each cell.

Centreleft alignthe titles in the left hand column and put them inftire
Times New Roman, 10pt, bold

Name

Tutor Group

Date of Birth

Favourite Film

Reason for Choosing this Film

Set the preferred width of the talttel2cm and the width of column 1 to
5cm and thevidth of column 2 to 7cm.

Now erteryour name, tutor group and the other details into the ingiid
column. Make sure you write at least 30 words as your reason for choosing
your favourite film. This way you will see that whenever the text in the right
hand column exceeds one line tb#& hand column of text raligns itself so

that the title is still centred and left justified.

17
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WP 2.2: Micro Organisms

Step 1: Open the documemicroorganismsand turn on the hidden characters. You
should see that there is a title and underneath Hegrate columns of data
which have been formatted usindpsa

Step 2: First select all the data (but NOT the title) and then click on the Insert Table

icon. You should end up with your data neatly placed into an 8 row by 3
column tablé®

Step 3: Place yarr cursor in the top row and use Tablasert Rows Above to create
a row for you title.

Step 4: Merge all the cells in the new first rawgether and drag the title into it.

Step 5: Select the entire table and set tedl height to exactly 1cm.

Step 6: Usecell alignmento centre align the title (both vertically and horizontally).
You will note that it is still not quite fully centred vertically. This is because
there is an unwanted carriage return which you should delete.

Step 7: By looking very careflly you will notice that even now the title is not quite
vertically aligned because the paragraph spacing is set to 6pt after. This is the
case with all text, seelect all the texand set the paragraph spacing to 0 pt
after.

Step 8: Finally, bottomcente alignthe three column titles in row 2 apdntreleft
alignthe rest of the text.

Step 8: Put asingle line, 1% pt, black bordaround the whole table amdsingle
line, black, ¥ pt bordesn the bottom of each cell of row 2.

Step 9: When you view théable in Print Preview it should look like this:

Important uses of industrial micro-organisms

Product Micro-organism Use
Vitamin B12 Streptomyces vitamin supplements
Lactic Acid Lactobacilliug delbrueckii  chemical reagents
Citric Acid Aspergillus niger food preservative
Ethanoic Acid Acetobeacter sp. vinegar, solvent
Pectinases Micriorganism Aspergillus sp degrading pectin
Ethanol Saccharomyces chemical reagents, drinks
Penicillin enictilin chrysogenum antibiotic

8 This is a neat trick if you wartb convert text into a table however you will need to separate the data
for different columns with a tab. I f this doesndt
it.

18
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WP 2.3: Train Timetable

Step 1: Open the filetimetable.Your task is to complete the train timetable that
presents information about the train service from Beckenham Junction to
West Dulwich.

Trains lea ve Beckenham Junction for West Dulwich at 0807, 0817 and

0823. The 0807 and 0823 trains carry headcode 70 and leave from

platform 2, but the 0817 leaves from platform 4 and carries headcode 04;

it calls at Kent House (0820), Penge East (0822) and Sydenham  Hill (0825),
arriving at West Dulwich at 0828. The 0807 train calls at non e of the
intermediate stations. It arrives at West Dulwich at 0813. The 0823 train
calls at Kent House (0825) , but then runs non -stop to West Dulwich,
arriving at 0831.

Step 2: In the table the lrow needs to be centre aligned (horizontally). In this case
the vertical alignment does not matter.

Step 3: In order to accommodate theadcodeand theplatformnumbers for each
train you will need to use theplit Cells option. Entetthe correct headodes
and platform numbers (and make sure they are cahigeed) as shown

below:
Train Timetable / Original cell
split into two
Beckenham Junction to West Dulwich )'d Cglu mns.
0 | 2 o4 | 4 [70] 2
Beckenham Junction 0807 0817 0823
Kent House - 0820 0825
Penge East - 0822 -
Sydenham Hill - 0825 -
West Dulwich 0813 0828 0831

Step 4: The times of the trains have been partially entered. Complete the table by
typing in the missing train times and centring the times (horizoptaiyu
should not need to alter the width or height of any columns or rows.

19
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Word Processing Il - Styles

WP 3.1: Script

Step 1: Open the filegodot.This is an extract from the plaiaiting for Godoby
Samuel Beckett and all the text is in the stytgmal

Your task is to format this text so that it looks like the screenshot below. The
screenshot only shows part of the text but you should notéotnadifferent

styles are being used. The first two lines are headings. The next text, in
italics, is ingructions and background information about the scene. Finally

Headings use default
style headingl

there are two slightly different styles
the actor playing VLADIMIR His lines have been underlined so they staurtd
pWaiting for Godot — Samuel Beckett Custom
> style
ACTI instructis
Acowntey road used for
) this text.
Rrening.

Custom stylgplaylis ~

used for E \

lines

Custom stylglay2 | ]
is used for
VIiadimird

Esfragon, siffing on a low mownd, is frving fo fafe off Bis boof. He malls af it with
both hands, pavifing. He gives up, exhausted, rests, then fries again as before.

Ewter Fladimir.

ESZTRAGON:  Nothingto be done.

VL1ADIMIE: I'm begitning to come round to that opinion, AL sy lifle T've tred to put it from me
saying Viadimir, be reasonable, you haven't yet tried everything, And T resumed the
struggle. S0 there you are again

STREAGON: AmlY

VLADIMIE: I'm glad to see you back, [ thought you were gone forever,

ESTRAGON: Metoo.

VL1ADIMIE: Together again at last! We'll have to celebrate this. But how? Get up till [ embrace
you.

ERTRA GO : Mot now, not now.

VIADIMIE: Wlay one inguire where His Hishness spent the night?

ESTRAGON:  Inaditch.

Step 2: Put the first two mes in the styl@eading 1 This style is already available
and is correctly satp for this documenso do not change it.

Step 3: The next five lines, which contain information about the setting of the play
and acting instructions, require yourtake anew style called instruct his
style is based on Normal and should have font: Times New Roman, 10pt,
italic. Paragraph spacing 6pt after and indented 2.5cm from the left margin.
When you have created this style put all the instruction paragraphs into it.

Step 4: The styleplaylhas already been created and consists of Times New Roman
font, 10pt, with a paragraph hanging indent of 1.5cm and paragraph spacing
set to 6pt. gaylt al l Estragonods

after

Step 5: Now create the stylplay2 which shold be based oplayl However this
style has the font underlined with a single frfeu t  a | |
this style.

Vi

adi

miros

Step 6: Finally make sure all the text in the passage have been set to the correct style.

° You may find it easier when creating this style to base it on theagé as you will then have to
change only one setting.
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WP 3.2: End of Term Party

Youareyout ut or groupbs representative on the s
memo to all of the members of your form inviting them to a meeting to discuss an end
of term party.

Stepl:Create a new document based .on the APro

Step 2: Typein the name of your tutor group in the space that,say$i Co mpany Name
Her.eo

Step3: Send this memo to AAIIl students in 9Z0o
group is.

Step 4: To make sure the students can see who the memo comes from type your
nameinte appropriate space (AFromo).

Step5: Use the ACC: 0 option to send it to the
Acarbon copyo, and this means that you
memo to your form tutor, although the message is not actuallyifoor her.

Step 6: The date will already have been put in for you so in the space after this where
it says fiRe: 0, type fAMeeting to discuss
Aregardingd and the text you put here w

Step 7: Delete all of the text under the dividing line and replace it with the following

message:
AThe meeting will take place next Wedne
be there i f you cano

Step 8: Save the document &artyMemo If you have done it goectly, it should

look like this:

Memo

To: All students in 92
From: Albert Jenkins
cc: Wr Smith

Date:  10/08/2004

Re: Meeting to discuss end of term party.

The meeting will take place nextVWednesday lunchtime inroom 26. Please be there if vou can.

Albert
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WP 3.3: Class Memo Templaté

The memo you created in the last exercise is a little bit too formal for your fellow
pupils. You are now going to create your own version and use it to send another
memo.

Stepl:Create a new document based on the

Step 2: Being careful to keep all of the same information on the template, use some
of the techniques you have learnt on the course to jazz this template up. You
can alter the fontsnsert Word Art and Clip Art, etc. but make sure that you
keep the main component3his is an example of what it could look like
see if you can do better!

97 Glass Rep Memo

To: [Click here and type name]

Keep this information | —— ™
and the dividina line oo [Click here and type name]

[Click here and type name]

\ Date  28/02/2005
[Click here and type subject]

\ Re:

How to Use This Memo Template

Belect text you would like to replace, and type your memo. Use styles such
as Heading 1-3 and EBody Text in the Style control on the Formatting
toolbar. To save changes to this template for future use, choose Zave As
from the File menu. In the ZSave As Type box, choose Document Template. Next
time you want to use it, choose New from the File menu, and then double-
zlick your template.

Step 3: Now you will need to save thas a templateGive the template the filename
ClassRepemo.dotand click onSave Finally, close Word and check in your
documents that the template is theieshould have the extension .dot.
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WP 3.4: Using the Class Memo Templat

You are now going to use the template you produced in the last exercisat®a
new memo.

Step 1: Navigate to the folder where you saved y@lassRepMemtemplate and
doubleclick on it. This will open Word with your templatenote that your
document will be calledocumentl

Step2: Send t hi s memo t o whakeVelthesmame dfgoutttitgor i n 9 Z 0
group is.

Step 3: Make sure they can see it has come from you so type your name in the
appropriate space.
Step4:Use the Accdo option to send it to your

Step5: 1 n the space Areo typd fAMaet ipmag ttyod di sc
Step 6: Delete all of the text under the line and replace it with the following

message:
APl ease ignore my previous memo. The me
l unchtime instead. o

Step 7: Save the document &artyMemo2.do).
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WP 3.5: Musical Instruments

Step 1: Open the filanstrumentsand you will see that it contains information on the
basic sections of an orchestra.

Step 2: Alter theTitle style so that it iFimes New Roman font, 14pt, badohd
centre aligned, with 6pt spacing befened after the paragrapNow put the
main title in this style.

Step 3: Change théreadinglstyle of your document tdimes New Roman, 12pt,
bold with a paragraph space of 6pt both before and after

Step 4: Set each of the section nam(Brass, Strings, Rerssionrand Woodwind) to
the styleheadingl

Step 5: Make sure the rest of the general text is in the $tglemal. Normal style
should beTimes New Roman, 12pt, requilaith a paragraph spacing of 6pt
afterand Opt before.

Step 6: Remove all unnecessargreciage returns and switch @utline View.

Step 6: Now switch toShow Level 1 vievand ensure that you can see only the title
and the section names.
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