GCSE ICT

Standard ways of working - Tasks

Managing your work

1) Using the green textbooks, read ‘Filenames, directory and folder structure’ : Pages 3-4.

a) How many characters long can a filename when stored on the college network?

b) Why should a filename be sensible and not be too long?

c) Why is it important to organise your work into folders?

d) What do file extensions do?

e) What do the following file extensions stand for…

.tmp

.doc

.bmp

.exe

.xls

.mdb

.ppt

.jpg

2) Load up the ‘Find File’ dialogue box by right-clicking on the ‘My Computer’ icon on the desktop and selecting ‘Find…’  Use the ‘Find File’ feature to find the following files…

· Your business card

· All Word documents

· All documents which include the word, ‘Report’.

· All documents created in the last 7 days.
Keeping information secure

1. Read about ‘Keeping information secure’ and ‘Virus checking’ : Pages 5-6.

2. What software does the college use for virus checking? (Hint: Log off your user area and then log back on again.)

3. Read about ‘Regular saving, backups and retaining source documents’ : Pages 7-8.
4. When saving a file, it is a good idea to save a backup copy in another folder.  Why is it useful to include the date it was saved in the filename? (eg: Report backup 25 March 2003.doc)

Ensuring that the information you produce is accurate and readable 

1. Using the spelling and grammar checker…

a. Load up one of the Word documents you have produced.

b. Click on FileMenu – Save As and save it under a new filename: Spellcheck.doc.

c. Edit the document to make a few deliberate spelling errors.

d. Print a copy.

e. Now click on ToolsMenu – Spelling and Grammar.  Use the spelling and grammar checker to correct the document (spelling errors are shown in red, grammatical errors are shown in green).

f. Print the corrected document.

2. Read the ‘Readability Statistics’ task sheet.

3. When proof reading a document, what do the following terms mean…(Answers on Page 16).

Typos


Layout errors

Wrong fonts

4. Proof read the following document and correct any errors.  You should be looking for Typos, Layout errors and Wrong fonts.

[image: image1.wmf]
3) Is the writing style formal or informal? – Give reasons for your answer.

Protecting confidentiality and respecting copyright

· Discuss how confidentiality can be protected (in you own work and the work of others).

· Discuss how copyright can be respected (in you own work and the work of others).

						








Pedigree Dog Training Centre


57 Heinz Lane


Walker


Newcastle


NE1 NO1





	20 September 2001





RE: Training session for Rover





Mr C. Ollie


23 Whitby Road


  Whitby


north Yorkshire


YO21 2ab





Dear Mr Ollie,


I am writing to confirm your booking for an training sesion with Rover on 15th Octoba 2001.





A map is enclosed giving directions to the centre.  You will find parking at the rear of the ‘Pedigree Dog Training Centre’.





Please note that we do not accept credit cards.  Paymentshould be made in cash or by cheque.  Cheques should be crossed ‘A/C Payee only’ and made to the ‘Pedigree Dog Training Centre’.


Yours faithfully


Mrs J. Russell
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