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IAM Award in ICT  

What do I need to do? 

To gain the IAM  Award in ICT qualification you will need to do the following: 

V Complete and pass the exercises in this booklet 

V Pass two formal on-line tests 

V Submit eight pieces of coursework with Level 2 skills 

The exercises are designed to help you learn and develop ICT skills, the formal tests 

are designed to further test the skills you have learnt by doing the exercises and the 

coursework gives you the chance to demonstrate that you can actually use the skills. 

Resources 

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

V The online, interactive tutor. This opens in a web browser. You will 
probably locate the Londonlearning CMS on your local intranet or VLE. 

V A set of electronic exercise files. You will need to download these files to 

complete the exercises in this booklet. 

V The Level 2 Marking Engine. This will ñmarkò your completed exercises 
and give you feedback so that, if necessary, you can correct them. 

Exercises 

The exercises in the first part of this booklet concentrate on skills in word-processing 

(Microsoft Word), presentations (Microsoft PowerPoint),  spreadsheets (Microsoft 

Excel) and databases (Microsoft Access). 

These exercises require you to learn and use 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 exercises you should mark them by using the Level 2 

Marking Engine which is available from your user log on. This records when you 
have gained the ICT skill. 

Exercises marked with a À are optional for this award but do give you some extension 

work which will be useful for the Level 3 Certificate. 

You will also need evidence that you have used these skills to pass the Award, which 
are recorded on the IAM Coursework Pro-Forma. 
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ICT Skills  

The second part of this booklet lists all the ICT skills you will learn as part of the 

course. We call them the ñI Canéò skill statements. The exercises have been 

designed to cover all these skills, so if you complete all the exercises correctly, you 
will have demonstrated you can do all the skills correctly. 

You will note that the skills also have a level number associated with them. These are 

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

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

Level 2. You need to familiarise yourself with the ñI Canòéskill statements as you 
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. Your teacher or tutor will administer these tests 

and they have to be taken under examination conditions. There are two tests to pass.  

Each test takes 30 minutes and during the test you will be able to refer to your 
booklet, the online tutor, and module tips to help you complete it. 

The first test will test your word-processing (Word) and/or presentation skills 

(PowerPoint) and the second will test your spreadsheet (Excel) and/or database 
(Access) skills. 

Each test will take about half an hour and you will need to get 80% in each test to 

pass. Donôt worry though, the tests are not designed to catch you out but rather to give 

you the opportunity to show what you can do ï they will be very similar in style to the 
exercises you passed during the course. 

Coursework 

As you proceed through the course you will be expected to complete some 

coursework that shows you can apply the ICT skills you have learnt. You need to 

submit eight electronic pieces of work/assignments from a range of subjects which 

will demonstrate that you can apply your skills and know when it is appropriate to use 

the ICT skills taught on the course. 

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

You are allowed to produce a maximum of five pieces of work demonstrating skills 

from Unit One (word-processing and/or presentations) or from Unit 2 (spreadsheets 

and/or databases). So, for example, your eight tasks could consist of three word-
processed documents, two presentations and three spreadsheet files. 

The third part of this booklet consists of suggested cross-curricular 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 for the IAM  Award in ICT 

you should ask your subject teacher to verify it. As a personal record you can fill in 
the details in the Record of Evidence card 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 teacherôs name you did the work for, and 

V The date you completed/submitted the work. 

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

Your teacher will be able to tell you how to logon onto the online system at school 

and will also give you guidance on also completing these details online on the 

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

www.Londontesting.com to access the CMS and the Coursework Pro-forma. 

Remember, you will find the list of skills to select from in the ñI Can éò skill 
statements, from page 46 onwards. 

It is a good idea to back-up the electronic version of the applications you complete. 

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 an e-portfolio of the very best work you can do where 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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Finally, when you are ready to submit your e-portfolio for assessment and 

verification, make sure you have uploaded the following: 

o eight curricular assignments,  

o one Coursework-Pro-forma and, 

o  a scanned 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 I ï Formatting  

WP 1.1: Software Categories 

Step 1: Open the file software and centre align the title ñSoftware Categoriesò. 

Step 2: To apply outline numbering you should select all the text (apart from the 
title) so that it will be treated as one list. Then é 

Step 3: Customize the outline numbering so that: 

 Level 1 is a capital letter.
1
 

 Level 2 is a number with a - (minus sign) after it.
2
 

 Level 3 is a lower-case letter with a bracket after it. 

Step 5: Apply this Outline Numbering and use the promote 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 software Cubase before Sibelius. 

 

 

                                                   
1
 When you customize the outline numbering edit the options from the number-style drop down list. 

2
 You may include a space between the sign and the number. The number should not be Roman. 
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WP 1.2: Mountain Range Quiz 

Step 1:  Open the file mountains. 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:  Format the mountain names as a list from A ï J using Numbering. 

Step 3: Format the countries as a list 1 ï 13 using Numbering.
3
 

Step 4: Select the lists and their titles and put the text into two columns. 

Step 5: As the lists are not the same length you will need to use a column break to 

make sure all the countries (including the title) are on the right-hand side of 
the page.

4
 

Step 6: Finally, centre-align the column headings and make sure that there are no 

extra carriage returns so that the finished exercise looks like the one shown 
below. 

 

 

                                                   
3
 If this second list is indented incorrectly you will need to customise the settings so that the numbers 

are left aligned at 0.63cm, the Tab space after is 1.27cm and the indent is at 1.27cm. If 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. 

4
 Be careful to make sure that the extra carriage return is before the column break, or that it has been 

deleted otherwise your titles will not be vertically aligned. 
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WP 1.3: Vocabulary 

Step 1:  Open the file vocab. 

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 2.5cm; the second is a left tab set at 11.5cm with a full line 
leader.

5
 

 

                                                   
5
 You should note these tabs have the effect of putting lines of equal length across the page. 
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WP 1.4: Five-a-side Soccer Team 

Step 1:  Open the file soccer. To position each player in the starting five, as shown 
below, you will need to use centre tabs. 

Step 2:  For the players Drayton and Green you need to set two centre tabs, one at 

4cm and another at 11cm. When you have done this put a tab character in 

front of Drayton and another in front of Green. 
6
 

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 existence and set a 

new centre tab at 7.5cm. Again, remember to put a tab character in front 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 players at an indent of 1cm from the left margin 

 

 

 

                                                   
6
 In the original file there is a space after Drayton 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.  
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WP 1.5: Play Programme 

Step 1: Open the file hamlet. 

Step 2: Centre align the title and put a space of 12pt after this paragraph. 

Step 3: Put 6pt spacing after the other paragraphs
7
. 

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

Step 5: Finally, to get the effect shown below, place a tab character just before the   

actorôs name, which is in italics. 

 

 
 

 

 

                                                   
7
 In this case each paragraph consists of just one line. 
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WP 1.6: Sponsored Music Day 

Step 1:  Open the file sponsor. 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 into Arial, 14pt and the rest of the text into Arial 12pt. Leave 
the title text, times of events and other sub-headings in bold. 

Step 3: Centre align the title. 

Step 4: Set the paragraph spacing to 12pt after each paragraph, including the title. 

Step 5: Make sure that you remove all unnecessary carriage returns, including the 

one between the title and the first item on the programme. 

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

Step 7: Press the tab key to insert a tab character between the times of each event and 

the event details to get the layout below. You may find turning the hidden 

characters on helps you to check the tab has been inserted. 
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Word Processing II ï Tables 

WP 2.1: Personal Details 

Step 1: Open the file details and note that there is already a table which has two 

columns and five rows. It has already been centred, and the row height set to 
at least 1cm. Look at the table properties, and check that this is the case. 

Step 2: Put a single line, ¾ pt, black border around each cell. 

Step 3: Centre-left align the titles in the left hand column and put them in the font 

Times New Roman, 10pt, bold. 

Name  

Tutor Group   

Date of Birth  

Favourite Film  

Reason for Choosing this Film  

 

Step 4:  Set the preferred width of the table to 12cm and the width of column 1 to 
5cm and the width of column 2 to 7cm. 

Step 5: Now enter your name, tutor group and the other details into the right-hand 

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 the left hand column of text re-aligns itself so 

that the title is still centred and left justified. 



 IAM Award in ICT Learner Support Materials. Londonlearning 2008 

   18 

WP 2.2: Micro Organisms 

Step 1:  Open the document microorganisms and turn on the hidden characters. You 

should see that there is a title and underneath three separate columns of data 
which have been formatted using tabs. 

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 table.

8
 

Step 3: Place your cursor in the top row and use Table - Insert Rows Above to create 
a row for you title. 

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

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

Step 6:  Use cell alignment to 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 carefully 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, so select all the text and set the paragraph spacing to 0 pt 
after. 

Step 8: Finally, bottom-centre align the three column titles in row 2 and centre-left 
align the rest of the text. 

Step 8: Put a single line, 1½ pt, black border around the whole table and a single 

line, black, ½ pt border on the bottom of each cell of row 2. 

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

 

                                                   
8
 This is a neat trick if you want to convert text into a table however you will need to separate the data 

for different columns with a tab. If this doesnôt work create a table of your own and drag the data into 

it. 
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WP 2.3: Train Timetable 

Step 1: Open the file timetable. 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 1
st
 row needs to be centre aligned (horizontally). In this case 

the vertical alignment does not matter. 

Step 3: In order to accommodate the head-code and the platform numbers for each 

train you will need to use the Split Cells option. Enter the correct head-codes 

and platform numbers (and make sure they are centre-aligned) as shown 
below: 

 

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 (horizontally). You 
should not need to alter the width or height of any columns or rows. 

 

 

Original cell 

split into two 

columns. 
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Word Processing III - Styles 

WP 3.1: Script 

Step 1: Open the file godot. This is an extract from the play Waiting for Godot by 
Samuel Beckett and all the text is in the style Normal. 

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 note that four different 

styles are being used. The first two lines are headings. The next text, in 

italics, is instructions and background information about the scene. Finally 

there are two slightly different styles for the actorsô lines. This script is for 

the actor playing VLADIMIR. His lines have been underlined so they stand out. 

 

Step 2: Put the first two lines in the style heading 1. This style is already available 

and is correctly set-up for this document, so do not change it. 

Step 3: The next five lines, which contain information about the setting of the play 

and acting instructions, require you to make a new style called instruct. This 

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 style play1 has already been created and consists of Times New Roman 

font, 10pt, with a paragraph hanging indent of 1.5cm and paragraph spacing 
after set to 6pt. Put all Estragonôs lines into play1. 

Step 5: Now create the style play2 which should be based on play1. However this 

style has the font underlined with a single line.
9
 Put all Vladimirôs lines in 

this style. 

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

                                                   
9
 You may find it easier when creating this style to base it on the style play1 as you will then have to 

change only one setting. 

Headings use default 

style heading1 

Custom 

style 

instruct is 

used for 
this text. 

Custom style play1 is 

used for Estragonôs 

lines 

Custom style play2 

is used for 

Vladimirôs lines 
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WP 3.2: End of Term Party 

You are your tutor groupôs representative on the school council. You need to send a 

memo to all of the members of your form inviting them to a meeting to discuss an end 
of term party. 

Step 1: Create a new document based on the ñProfessionalò memo template. 

Step 2: Type in the name of your tutor group in the space that says, ñCompany Name 

Hereò. 

Step 3: Send this memo to ñAll students in 9Zò or whatever the name of your tutor 
group is. 

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

Step 5: Use the ñCC:ò option to send it to the name of your form tutor. CC stands for 

ñcarbon copyò, and this means that you are also going to send a copy of the 
memo to your form tutor, although the message is not actually for him or her. 

Step 6: The date will already have been put in for you so in the space after this where 

it says ñRe:ò, type ñMeeting to discuss end of term partyò (ñReò is short for 

ñregardingò and the text you put here will be the title/subject of the memo). 

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

ñThe meeting will take place next Wednesday lunchtime in room 26. Please 
be there if you canò 

Step 8: Save the document as PartyMemo. If you have done it correctly, it should 

look like this: 
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WP 3.3: Class Memo TemplateÀ 

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. 

Step 1: Create a new document based on the ñProfessionalò memo template. 

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 fonts, insert Word Art and Clip Art, etc. but make sure that you 

keep the main components - This is an example of what it could look like - 

see if you can do better! 

 

Step 3: Now you will need to save this as a template. Give the template the filename 

ClassRepMemo.dot and click on Save. Finally, close Word and check in your 

documents that the template is there ï it should have the extension .dot. 

Keep this information 

and the dividing line 
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WP 3.4: Using the Class Memo TemplateÀ 

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

Step 1: Navigate to the folder where you saved your ClassRepMemo template and 

double-click on it. This will open Word with your template ï note that your 

document will be called document1. 

Step 2: Send this memo to ñAll students in 9Zò or whatever the name of your tutor 
group is. 

Step 3: Make sure they can see it has come from you so type your name in the 
appropriate space. 

Step 4: Use the ñccò option to send it to your form tutor. 

Step 5: In the space ñreò type ñMeeting to discuss the end of term partyò 

Step 6: Delete all of the text under the line and replace it with the following 

message: 

ñPlease ignore my previous memo. The meeting will now be on Thursday 
lunchtime instead.ò 

Step 7: Save the document as PartyMemo2.doc(x). 
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WP 3.5: Musical Instruments 

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

Step 2: Alter the Title  style so that it is Times New Roman font, 14pt, bold and 

centre aligned, with 6pt spacing before and after the paragraph. Now put the 

main title in this style. 

Step 3: Change the heading1 style of your document to Times New Roman, 12pt, 
bold with a paragraph space of 6pt both before and after. 

Step 4: Set each of the section names (Brass, Strings, Percussion and Woodwind) to 
the style heading1. 

Step 5: Make sure the rest of the general text is in the style Normal. Normal style 

should be Times New Roman, 12pt, regular with a paragraph spacing of 6pt 

after and 0pt before. 

Step 6: Remove all unnecessary carriage returns and switch to Outline View. 

 

Step 6: Now switch to Show Level 1 view and ensure that you can see only the title 
and the section names. 

 

 














































































