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Unit Specifications
Improving Productivity Using IT

Credit Value of Unit: 3 GLH of Unit: 20 Level of Unit: 1

The use of IT tools and systems can improve the productivity and efficiency of work activities in a variety of
contexts. This unit is about the skills and knowledge needed by the IT user to plan and review their use of
predefined or commonly used IT tools for straightforward or routine activities. As a result of reviewing their
work, they will be able to identify and use automated methods or alternative ways of working to improve
productivity.

An activity wiildhttfypriwarld yorber ddwttirmed because

A The task or context will be familiar and involve few factors (for example, time available, audience
needs, message, structure) and

A The techniques used will be familiar or commonly undertaken

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Plan the use of appropriate IT systems 1.1 Identify the purpose for using IT
and software to meet requirements 1.2 Identify the methods, skills and

resources required to complete the task successfully
1.3 Plan how to carry out the task using IT to
achieve the required purpose and outcome
1.4 Identify reasons for choosing particular IT
systems and software applications for the task
1.5 Select IT systems and software applications
as appropriate for the purpose
1.6 Identify any legal or local guidelines or constraints
that may affect the task or activity
2 Use IT systems and software efficiently 2.1 Identify automated routines to improve productivity
to complete planned tasks 2.2 Use automated routines that aid efficient
processing or presentation
2.3 Complete planned tasks using IT

3 Review the selection and use of IT 3.1 Review outcomes to make sure they meet the
tools to make sure that work activities requirements of the task and are fit for purpose
are successful 3.2 Decide whether the IT tools selected were

appropriate for the task and purpose
3.3 Identify the strengths and weaknesses
of the completed task
3.4 Identify ways to make further improvements to work
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Indicative Content

1.1 Purpose for using IT: Who and what the information is for, when it must be finished, what
information needs to be included, where it will be used (on screen, sent to others, printed)

1.2 Identify methods, skills and resources required
A Methods: processes required to prepare, process and present information in order to carry out
the task e.g. planning, researching, questioning, typing, dictating, recording, videoing, sorting,
organising, presenting etc.
A Skills: to be able to e.g. scan a picture, type accurately, create a table, search for information,
evaluate information
A Resources: e.g. hardware, software, data, data sources

1.3 Plan task: What information sources are needed, how they will be found and evaluated, what
application software, what skills and resources are needed to complete the task successfully,
requirements for content, structure and layout.

1.4 Reasons for choosing IT: Time, convenience, cost; benefits of IT or manual methods of
preparing, processing and presenting the same information; own views on convenience and
effectiveness at meeting needs, quality; accuracy; how IT can make tasks easier than other
methods, streamline business processes, increase productivity

15 Select IT systems and software: Hardware appropriate for task, software appropriate for task

1.6 Legal or local guidelines or constraints: May include data protection, copyright, software
licensing, security; organisational house-style or brand guidelines

2.1 Identify appropriate automated routines: Short cuts, customised menus and tool bars, run pre-
set macros, templates

2.2 Use automated routines: Short cuts, customised menus and tool bars, run pre-set macros,
templates

2.3 Complete task: carry out planned task

3.1 Review outcomes: Quality of information used, produce drafts, review against initial plans, check

with intended audience

3.2 IT tools selection: Time taken, convenience, cost, quality, accuracy
3.3 Strengths and weaknesses: Format, layout, accuracy, clarity for audience
3.4 Improvements to work: Correct mistakes,avoi d affecting other peofj

doing things, learning new techniques.
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IT User Fundamentals

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: Entry 3

This unit aims to provide learners with a basic understanding of computers and aspects of security.

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Interact with and use IT system to 1.1 Use correct procedures to start and shutdown an
meet needs IT system

1.2 Use IT systems and interface features effectively
to_meet needs
1.3 Use appropriate terminology when describing IT

systems
2 Organise, store and retrieve 2.1 Work with files and folders so that it is easy to
appropriately find and retrieve information

2.2 ldentify types of storage media that can be used
to store information
3 Understand the need for safety and 3.1 Follow guidelines and procedures for the safe
security practices and secure use of IT
3.2 Understand the need to keep information secure
3.3 Keep information secure and manage access to
information sources securely
3.4 ldentify why it is important to control access to
hardware, software and data
4 Maintain system and respond to 4.1 Respond to IT problems and take appropriate
common IT system problems action
4.2 ldentify where to get expert advice and help to
solve problems
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Indicative Content

1.1 Start and shutdown procedures: Log in, enter password, log out, shut down menu, lock, unlock
1.2 Use Interface features of IT system
A IT system: Will vary according to the set up, for example: computer (PC, laptop), input

device (e.g. keyboard, mouse or other pointing device), processor, output device (e.g.
screen, printer), storage media (e.g. memory, disk, CD, DVD, data/memory stick, hard
drive, network drive)

A Interface features: Desktop, window, dialogue box, menu, submenu, toolbar, icon, scrollbar,

button, drag and drop, zoom, minimise, maximise

1.3 IT system terminology: Computer, PC, laptop, input device, keyboard, mouse, processor, output
device, screen, printer, storage media, memory, disk, CD, DVD, data/memory stick, hard drive,
network drive, desktop, window, dialogue box, menu, submenu, toolbar, icon, scrollbar, button, drag
and drop, zoom, minimise, maximise

2.1 Find and retrieve information: Files: create, name, open, save, save as, print and close files;
delete files. Folders: create and name folders and subfolders

2.2 Storage media: Disk, CD, DVD, data/memory stick, hard drive, network drive, mobile device

3.1 Guidelines and procedures: Set by: employer or organisation on e.g. health and safety, security,
copyright, netiquette

3.2 Safe and secure use: Protect personal information, avoid misuse of images, use
appropriate language, respect confidentiality, use copy lists with discrimination

3.3 Information security: Copies, backup, password, PIN, avoid inappropriate disclosure of
information
3.4 Control access to hardware, software and data: protect personal information, confidentiality,

misuse of images and other information

4.1 IT problems: program not responding, error dialogue, storage full, paper jam

4.2 Expert advice: Limits of own understanding and skills, help menus, manuf act ur er 6s
to follow advice, information needed by experts
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IT User Fundamentals

Credit Value of Unit: 3 GLH of Unit: 20 Level of Unit: 1

This unit aims to provide learners with the ability to use IT systems sensibly and purposefully to meet needs
and to do so safely and securely in line with organisational guidelines.

This unit is about the skills and techniques to operate IT systems for activities, most of which are routine and
straightforward, to respond appropriately to common IT errors and problems and to review own use of IT.
Any aspect that is unfamiliar will require support and advice from others.

An activity wiildhttfypriwarld yosh er @dwttirme 6 becau
A The tasks or context will be familiar and
A The techniques required will be familiar or commonly undertaken

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Use IT systems to meet needs 1.1  Use correct procedures to start and shutdown
an IT system

1.2 Use interface features effectively to
interact with IT systems
1.2 Adjust system settings to meet individual needs

1.4  Use a communication service to access
the Internet

1.5 Use appropriate terminology when
describing IT systems

2 Organise, store and retrieve information 2.1  Work with files and folders so that it is easy to

efficiently find and retrieve information

2.2 ldentify what storage media to use

2.3  Organise and store information, using
general and local conventions where
appropriate

3 Follow and understand the need for 3.1  Work safely and take steps to minimise

safety and security practices physical stress

3.2 Recognise the danger of computer viruses,
and how to minimise risk

3.3 Keep information secure

3.4  Outline why it is important to stay
safe and to respect others when using ICT-
based communication

3.5 Follow relevant guidelines and procedures for
the safe and secure use of IT

4 Carry out routine maintenance of IT 4.1 Identify why routine maintenance of
systems and respond to routine IT hardware is important and when to carry it out
system problems 4.2  ldentify where to get expert advice

4.3  Carry out regular routine maintenance of IT
systems safely

4.4  Take appropriate action to handle routine IT
problems
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Indicative Content

1.1 Start and shutdown procedures: Log in, enter password, log out, shut down menu, lock, unlock
1.3 Use Interface features of IT system
A IT system: Will vary according to the set up, for example: computer (PC, laptop), input

device (e.g. keyboard, mouse or other pointing device), processor, output device (e.g.
screen, printer), storage media (e.g. memory, disk, CD, DVD, data/memory stick, hard
drive, network drive)

A Interface features: Desktop, window, dialogue box, menu, submenu, toolbar, icon, scrollbar,

button, drag and drop, zoom, minimise, maximise

1.3 System settings: Window size, mouse settings, icon size, screen resolution, desktop contrast,
sound volume

1.4 Communication service: Broadband, dialup, wireless, network connections, mobile device

15 IT system terminology: Computer, PC, laptop, input device, keyboard, mouse, processor, output
device, screen, printer, storage media, memory, disk, CD, DVD, data/memory stick, hard drive,
network drive, desktop, window, dialogue box, menu, submenu, toolbar, icon, scrollbar,
button, drag and drop, zoom, minimise, maximise

2.1 File handling: Files: create, name, open, save, save as, print and close files; move, copy, rename,
delete files; display file lists, sort, search. Folders: create and name folders and subfolders

2.2 Storage media: Disk, CD, DVD, data/memory stick, hard drive, network drive, mobile device

2.3 Organise and store: Insert, remove, name, label, archive

3.1 Work safely and minimise physical stress
A Work safely: Health and safety issues, risks from hardware, electrical connection risks and

guidelines, use and disposal of cleaning materials handling equipment; risks to self and
others from using hardware; organisational guidelines and points of contact

A Physical stress: Adjust seating and lighting, avoid hazards, take breaks, arrangement of
hardware and cables, wrist rests, workspace; working conditions.
3.2 Minimise risk: Virus-checking software, anti-spam software, firewall, treat files, software

and attachments from unknown sources with caution
3.3 Information security: Copies, backup, password, PIN, avoid inappropriate disclosure of
information

3.4 Staying safe: Protect personal information, avoid misuse of images, use appropriate language,
respect confidentiality, use copy lists with discrimination

35 Guidelines and procedures: Set by: employer or organisation on e.g. health and safety, security,
copyright, netiquette

4.1 Identify routine maintenance required
A Cleaning: For different components of an IT system; to maintain functionality; to maintain
appearance; Printer: Replace printer consumables (paper, toner, and cartridge); print test
page, align cartridge
A Other routine maintenance: Delete unwanted data, manuf act urer 8s gui
maintenance can be done safely; what should be left to experts; what problems may
happen if maintenance is not done; delete unwanted files
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Indicative Content

4.2 Expertadvice: Li mi ts of own understanding and skills
to follow advice, information needed by experts

4.3 Carry out routine maintenance
A Cleaning: For different components of an IT system; to maintain functionality; to maintain

appearance; Printer: Replace printer consumables (paper, toner, and cartridge); print test
page, align cartridge

A Other routine maintenance: Delete unwanted data;manuf act ur er 6s gui
maintenance can be done safely; what should be left to experts; what problems may
happen if maintenance is not done; delete unwanted files

4.4 IT problems: program not responding, error dialogue, storage full, paper jam
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Setting up an IT System

Credit Value of Unit: 3 GLH of Unit: 20 Level of Unit: 1

This unit aims to provide learners with the ability to safely set up the components of an IT system (eg
personal computer - PC, keyboard, mouse and printer), removable storage media (eg data stick or external
DVD drive), communication service to access the Internet and associated software and check that they are
working properly.

This unit is about the skills and knowledge to connect up the basic components of an IT system, removable
storage media and a communication service safely using default setup routines and run simple tests to check
it is working successfully.

Learning Outcomes Assessment Criteria

. The learner can
The learner will be able to

1 Connect up a personal computer, 1.1 Identify what IT system components, storage
printer and peripheral devices safely and peripheral devices are needed and how to
connect them

1.2 Identify any health and safety issues associated
with setting up an IT system

1.3 Connect up the components of an IT system
safely, including a printer and other peripheral
devices

1.4  Connect removable storage media to a PC

safely
2 Connect to an IT communication 2.1  Connect communication hardware safely to a PC
service
2.2 Identify the details needed to connect to an
Internet Service Provider (ISP)
2.3 Connect to a communication service from a PC
3 Set up software for use 3.1 Configure the user interface to meet needs
3.2 Identify what security precautions need to be
addressed when connecting to the internet
3.3 Set up and configure virus protection software
3.4 Set up files and software to meet needs
4 Check that the IT system and 4.1 Identify simple tests that can be used to
communication service are working check the system

successfull
Y 4.2  ldentify simple communication tests that can be

used to check the internet connection

4.3 Run tests to check that the system and
communication service are working successfully

4.4  Identify how to report faults and seek expert
help

45 Respond to error messages and report faults as
appropriate
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Indicative Content

1.1 IT system components: Will vary according to the set up, for example: Personal computer, monitor,
keyboard, mouse (or other pointing device)

Peripheral devices: Speakers, scanner, games console, joystick; Plug and play devices; default
setup routines, printer and other device drivers

1.2 Health and safety issues: Health and safety issues, risks from hardware, electrical connection risks
and guidelines, use and disposal of cleaning materials, handling equipment. Risks to self and others
from using hardware; health and safety point of contact

1.3 IT system components: Will vary according to the set up, for example: Personal computer, monitor,
keyboard, mouse (or other pointing device)

1.4 Removable storage media: Disk, CD/DVD, data/memory stick, media card, mobile device, removable
hard drive; default setup routines

2.1 Communication hardware: Router, modem, mobile data device, wireless router

2.2 Identify the details needed to connect to an Internet Service Provider (ISP): login,
password

2.3 Communication service: Broadband, dial up, wireless, network connections, mobile device

3.1 User interface: Operating system, date, time, language settings; Set up user account; desktop
shortcuts

3.2 Identify what security precautions need to be addressed when connecting to the
internet: firewall, anti-spam software, spyware

3.3 Set up and configure virus protection software:
3.4 Set up files and software applications: Software licence; installation disks; manuals; download,

customised settings; download software; map network drive; register software; custom installations;
-default settings; autosave settings; secure removal/transfer of data

4.1 System tests: Hardware and software; Print test pages, check files are saved on storage media,
open and close applications; open and close files; access network files and applications; certificates
and labelling

4.2 Communication tests: Send and receive test e-mail, navigate to ISP website

4.3 System tests: Hardware and software; Print test pages, check files are saved on storage media,
open and close applications; open and close files; access network files and applications; certificates
and labelling
Communication tests: Send and receive test e-mail, navigate to ISP website

44 Reportfaults: Hel pdesk; information needed by expert
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Optimising IT System Performance

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: 1

This unit aims to provide learners with the ability to keep a personal computer system up to date, fully
functional and operating efficiently; and to solve problems and errors involving the interaction between
hardware and software components.

This unit is about the skills and knowledge to manage software, disks and devices to maintain hardware and
software (system) performance, and solve common hardware and software problems and errors, getting help
with more difficult problems.

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Maintain hardware and software in 1.1 Identify the operating system and capacity of the
working order computer system

1.2 Take appropriate steps to protect computer
hardware against loss or damage

1.3 Run anti-virus and other security software
regularly

1.4 Set up printers and other peripheral devices

2 Manage files to maintain system 2.1 Use file navigation software to organise files
performance into an appropriate folder structure

2.2 Backup and restore files and folders

2.3 ldentify why it is important to undertake
routine file housekeeping of the information
stored on computer systems

2.4 Carry out routine file housekeeping so that
information is easy to find

3 Respond to common IT system 3.1 Identify common IT system problems and
problems and errors responses

3.2 Respond appropriately to common IT system
problems

3.3 Identify where to get expert advice

3.4 Seek expert advice when appropriate

4 Customise the working environment to 4.1 Adjust system settings as appropriate to
meet needs individual needs
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Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Computer system: Make, model, serial number; operating system version; memory capacity; disk
capacity

1.2 Protection against loss or damage:

13 Security software: Anti-virus, malware. Frequency, timing

1.4 Peripheral devices: Speakers, scanner, games console, joystick; Plug and play devices; default

setup routines, printer and other device drivers

2.1 and 2.2 Information storage: Data files, folders, sub-folders, storage media

2.3 and 2.4 File housekeeping: Following local guidelines and conventions for naming and labelling;
organising files, folders and storage media; saving back-ups; deleting unwanted files

3.1and 3.2 IT system problems: Program not responding, paper jam, storage full, error dialogue

3.3and 3.4 Expertadvice: Li mits of own understanding and sKki
how to follow advice, information needed by experts

4.1 System settings: Desktop, input and output settings
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IT Security for Users

Credit Value of Unit: 1 GLH of Unit: 10 Level of Unit: 1

This unit aims to provide learners with the ability to protect hardware, software and the data within an IT
system against theft, malfunction and unauthorised access.

This unit is about the skills and knowledge needed by the IT user to identify day-to-day security risks and the
laws and guidelines that affect the use of IT; and use simple methods to protect software and personal data
(eg risks from people getting access to it who are not authorised, from viruses or from hardware not working

properly).

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Use appropriate methods to minimise 1.1 Identify security issues that may threaten system
security risks to IT systems and data performance

1.2 Take appropriate security precautions to protect
IT systems and data

1.3 Identify threats to information security associated
with the widespread use of technology

1.4 Take appropriate precautions to keep information
secure

1.5 Follow relevant guidelines and procedures for
the secure use of IT

1.6 Describe why it is important to backup data
securely

1.7 Ensure personal data is backed up to
appropriate media
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1  Threats to system performance: Unwantede-mai | (often referred to &
programs (including viruses, worms, trojans, spyware, adware and rogue diallers) and hackers;
hoaxes

1.2  Security precautions: Use access controls: Physical controls, locks, passwords, access levels;
Run anti-virus software, adjust firewall settings, adjust internet security settings; carry out security
checks, report security threats or breaches; backup; store personal data and software safely; treat
messages, files, software and attachments from unknown sources with caution

1.3 Threats to information security: From theft, unauthorised access, accidental file deletion, use of
removable storage media; malicious programs (including viruses, worms, trojans, spyware, adware
and rogue diallers), hackers, phishing and identity theft; unsecured and public networks, default

1.4  Security precautions: Use access controls: Physical controls, locks, passwords, access levels;
Run anti-virus software, adjust firewall settings, adjust internet security settings; carry out security
checks, report security threats or breaches; backup; store personal data and software safely; treat
messages, files, software and attachments from unknown sources with caution

1.5 Security guidelines and procedures: Set by: employer or organisation; security, privacy
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

IT Communication Fundamentals

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: 1

This unit aims to provide learners with the ability to access, search for and retrieve information using
browser software from the Internet and/or intranets and exchange information using e-mail or IT-based
communication systems.

This unit is about the skills and knowledge needed by the IT user to use appropriate IT tools and
techniques to find and evaluate information and send and receive messages using IT-based
communication systems when undertaking routine and straightforward activities. Any aspect that is
unfamiliar will require support and advice from others.

An activity wiildhttfypriwearld yorber ddwsttirrmed because

A The task or context will be familiar and involve few factors (for example, time available, audience
needs, content, structure)

A The input and output of information will be predetermined by the person supervising the task and

A The techniques used will be familiar or commonly undertaken

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Use a variety of sources of information 1.1 Use appropriate sources of IT-based and other
to meet needs forms of information to meet needs

1.2 Identify different features of information
1.3 Recognise copyright constraints on the use of

information
2 Access, search for, select and 2.1 Access, navigate and search Internet sources of
use Internet-based information and information purposefully and effectively

assess its fitness for purpose

2.2 Use appropriate search techniques to locate and
select relevant information
2.3 Outline how the information meets requirements
and is fit for purpose
3 Select and use IT to communicate and 3.1 Create, access, read and respond appropriately to
exchange information e-mail and other IT-based communication

3.2 Use IT tools to maintain an address book and
schedule activities
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1  Sources of information: Newspapers, books, images, maps, conversations, CDs, DVDs, text
messages, podcasts, Internet, intranet, web logs, web-based reference sites

Features of information: Factual information, creative work, opinions, information that is
continually updated (or live), interactive information, guides and directories

1.2  Copyright constraints: Ef fect of copyright I aw (e.g. on
mages), acknowledgement of sources, avoiding plagiarism, permissions

2.1 Access, navigate and search: Enter a web address, use a search engine, browse, save and use
bookmarks

2.2  Search techniques: Search key words, quotation marks, search within results, relational operators,
6findd or search tool, turn questions into key

2.3 Evaluate information: Recognise intention and authority of provider, currency of the information,
relevance, accuracy, bias, level of detail

3.1 E-mail and other IT-based communication: Open mailbox, read, reply to individuals, reply to all,
reply with history, delete messages, use group list, forward; communicate using from, to, cc, bcc,
subject and content fields, add and open attachments, use instant messaging, contribute to forums,
web conferences, web logs or web-based reference sites

3.2 UselT tools
A Address book: Add, amend and delete contact entries, contact list
A Schedule activities: Task list, calendar, send and respond to meeting invitations
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Using the Internet

Credit Value of Unit: 1 GLH of Unit: 10 Level of Unit: Entry 3

This unit aims to provide learners with the ability to set up and use appropriate connection methods to
access the Internet and make the best use of software tools and techniques to search for, retrieve and
exchange information using a browser or public search engine.

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Connect to the Internet 1.1 Get online with an Internet connection

1.2 Identify at least two types of connection
methods that can be used to access the Internet
2 Use browser software to navigate web | 2.1 Use browser tools to navigate web pages
pages 2.2 Use browser help facilities to solve problems
2.3 ldentify why you might need to change
settings to aid navigation

3 Use browser tools to search for 3.1 Use appropriate search techniques to locate
information from the Internet and the information
world-wide web or an intranet 3.2 Use references to make it easier to find

information another time

3.3 Identify a means of saving a page for quick
access in the future

4 Use browser software to communicate 4.1 Use tools to access and complete on-line

information online forms
4.2 Identify an opportunity to interact with a
website
5 Follow and understand the need for 5.1 Work responsibly when working online
safety and security practices when 5.2 Identify common threats to information security
working online 5.3 Keep information secure
5.4 Manage personal access to online sources
securely

5.5 Identify common threats to user safety

5.6 Follow relevant laws, guidelines and
procedures for the use of the Internet
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Identify types of Connection
A Methods: LAN, VPN, mobile phone, modem, router, wireless, dial-up, broadband
A Obtaining access: ISP, username, password; hardware and software requirements

1.2 Access: Access the Internet

2.1 Browser tools: Enter, back, forward, refresh, stop, history, new window, new tab, toolbar, search
bar, address bar; home, go to, follow link, URL

2.2 Use help: look up/locate instructions on help menu, use instructions from help menu

2.3 When to change browser settings: Homepage, autofill, security, pop-ups, appearance, privacy,
search engine; toolbars, zoom

3.1 Search techniques: Search key words, quotation marks, search within results, relational operators,
6findd or O6searché tool, tuimequegyuesti ons into

3.2/ 3.3 References: History, favourites, bookmarks, links, log useful sites

5.1,5.2,5.3 and 5.4 Information security: Username and password/PIN selection, online identity/profile;
real name, pseudonym, avatar; what personal information to include, who can see the information;
withhold personal information

55 Threats to user safety: Abusi ve behaviour (6cyber bully
grooming, abuse of young people, false identities; financial deception; identity theft

5.6 Laws, guidelines and procedures: Set by employer or organisation relating to health and safety,
security; laws: relating to copyright, software download and licensing

O\ASCENTISProgrammegoundatiohSpecificationsEmployment RlatedIT User Skills (ITQ) E3 and_1 Units of assessment.docx

Page?0 of 83 Version2-22 April 2010



ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Using the Internet

Credit Value of Unit: 3 GLH of Unit: 20 Level of Unit: 1

This unit aims to provide learners with the ability to set up and use appropriate connection methods to
access the Internet; make the best use of browser software tools and techniques to search for, retrieve
and exchange information using a browser or public search engine, and work safely and securely online.

This unit is about the skills and knowledge needed by the IT user to understand and use a connection
method and basic Internet software tools and techniques to search for and exchange information for
straightforward or routine activities. Any aspect that is unfamiliar will require support and advice from
others.

Internet tools and techniqueswil be defined as O6basicd because

A The software tools and functions will be pre-determined or commonly used and

A The range of techniques used for searching and exchanging information will be familiar or commonly
undertaken

An activity wiildhttfypriwearld yorber ddwttirmed because

A The task or context will be familiar and involve few factors (for example, time available, audience
needs, content, structure) and

A The input and output of information will be predetermined by the person supervising the task

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Connect to the Internet 1.1 Identify different types of connection methods

that can be used to access the Internet

1.2 Access the Internet or intranet

2 Use browser software to navigate web | 2.1 Use browser tools to navigate web pages

pages 2.2 Identify when to change browser settings to aid
navigation

2.3 Adjust browser settings to meet needs

2.4 Use browser help facilities

3 Use browser tools to search for 3.1 Select and use appropriate search techniques to
information from the Internet locate information

3.2 Outline how information meets requirements

3.3 Use references to make it easier to find
information another time

3.4 Download and save different types of
information from the Internet

4 Use browser software to communicate | 4.1 Select and use tools and techniques to
the information online communicate information online

4.2 Use browser tools to share information
sources with others

4.3 Submit information online using forms or  interactive sites

4.4 |dentify opportunities to post or publish material

to websites
5 Follow and understand the need for 5.1 Identify the threats to user safety when working
safety and security practices when online

online

5.2 Outline how to minimise Internet security risks

5.3 Work responsibly and take appropriate safety
and security precautions when working online

5.4 Keep personal information secure

5.5 Follow relevant laws, guidelines and procedures for
the use of the Internet
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Identify types of Connection
A Methods: LAN, VPN, mobile phone, modem, router, wireless, dial-up, broadband

A Obtaining access: ISP, username, password; hardware and software requirements

1.2 Access: Access the Internet

2.1 Browser tools: Enter, back, forward, refresh, stop, history, new window, new tab, toolbar, search
bar, address bar; home, go to, follow link, URL

2.2 When to change browser settings: Homepage, autofill, security, pop-ups, appearance, privacy,
search engine; toolbars, zoom

2.3 Adjust browser settings: Homepage, autofill, security, pop-ups, appearance, privacy, search engine;
toolbars, zoom

2.4 Use help: look up/locate instructions on help menu, use instructions from help menu

3.1 Search techniques: Search key words, quotation marks, search within results, relational operators,
6findd or O6searchoé tool, turn questions into k¢

3.2 Information requirements: Recognise intention and authority of provider, currency of the information,
relevance, accuracy, bias, level of detalil

3.3 References: History, favourites, bookmarks, links, log useful sites

3.4 Download information: Webpage, website; images, text, numbers, sound, games, video, TV, music

4.1 Communicate information: Saved information (pod-casts, text, images), real time information (blogs,
instant messaging)

4.2 Share information sources: Send link, send webpage

4.3 Submit information: Fill-in and submit web forms; ratings, reviews, recommendations, wikis;
discussion forums; interactive sites, netiquette

4.4 |dentify opportunities to Post or Publish: Wikis, discussion boards/forums, interactive sites etc.

5.1 Threatstousersafety: Abusi ve behaviour (6cyber bullyingé
abuse of young people, false identities; financial deception; identity theft

5.2 Minimise risk: Virus-checking software, anti-spam software, firewall; treat messages, files, software
and attachments from unknown sources with caution

5.3 Safety precautions: Firewall settings, Internet security settings; report inappropriate behaviour; report
security threats or breaches; netiquette, content filtering, avoid inappropriate disclosure of information

5.4 Information security: Username and password/PIN selection, online identity/profile; real name,
pseudonym, avatar; what personal information to include, who can see the information; withhold
personal information

5.5 Laws, guidelines and procedures: Set by employer or organisation relating to health and safety,
security; laws: relating to copyright, software download and licensing
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Using E-mail

Credit Value of Unit: 1 GLH of Unit: 10 Level of Unit: Entry 3

This unit aims to provide learners with the ability to make the best use of e-mail software to safely and
securely send, receive and store messages.

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Use e-mail software tools to send and 1.1 Use software tools to compose e-mail messages
compose messages 1.2 Attach a file to an e-mail message

1.3 Send and receive e-mail messages using
appropriate tools

1.4 Identify how to stay safe and respect others
when using e-mail

2 Manage incoming e-malil 2.1 Follow guidelines and procedures for using e-
mail

2.2 ldentify when to respond to e-mail messages

2.3 Read and respond to e-mail messages

2.4 Store e-mail messages appropriately for future

use
3 Respond to common problems when 3.1 Respond to common e-mail problems
using e-mail 3.2 lIdentify where to get expert advice to solve a
problem

Indicative Content

1.1 Attach files: e.g. attach image file, text file, pdf etc . Send and receive e-mail messages using
appropriate tools

1.2  Staying safe: Avoid inappropriate disclosure of personal information, avoid misuse of images, use
appropriate language, respect confidentiality, use copy lists with discrimination

2.1 Guidelines and procedures: Set by employer or organisation, security, copyright, netiquette;
password protection

2.2 When to respond to e-mail messages: Decide on priorities

2.3 Respond to e-mail: Implement decisions: on priorities, information needed to respond, when and
who to copy in, what to do about attachments

2.4  Store e-mail messages : Folders, subfolders, delete unwanted messages, backup, address lists

3.1 E-mail problems: Due to message size or number of attachments, messages from unknown users
(SPAM, junk, chain-mai | s, &éphishingd), viruses
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Using E-mail

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: 1

This unit aims to provide learners with the ability to make the best use of e-mail software to safely and
securely send, receive and store messages.

This unit is about the skills and techniques to use a range of basic e-mail software tools to send, receive
and store messages for straightforward or routine activities. Any aspect that is unfamiliar will require
support and advice from others.

E-mail tools and techniqueswil be defined as Obasicd because
A The software tools and functions will be predetermined or commonly used
A The techniques used will be familiar or commonly undertaken
An activity will typi oal rpubenedt baicqhitsfeor w
A The task or context will be familiar and involve few factors (for example, time available, audience
) needs, content, structure)
A The input and output of information will be predetermined by the person supervising the task
Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Use e-mail software tools and techniques | 1.1 Use software tools to compose and format e-mail
to compose and send messages messages

1.2 Attach files to e-mail messages

1.3 Send e-mail messages

1.4 Identify how to stay safe and respect others when
using e-mail

1.5 Use an address book to store and retrieve
contact information

2 Manage incoming e-mail effectively 2.1 Follow guidelines and procedures for using e-mail

2.2 Identify when and how to respond to e-mail messages
2.3 Read and respond to e-mail messages appropriately
2.4 ldentify what messages to delete and when to do so
2.5 Organise and store e-mail messages

2.6 Respond appropriately to common e-mail problems
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Compose and format e-mail: Format text (font, size, colour), format paragraphs (alignment, bullets,
numbered list), spell check

1.2  Attach files: e.g. attach image file, text file, pdf etc
1.3 Send e-mail: To, from, cc, subject, reply, reply all, forward

1.4  Staying safe: Avoid inappropriate disclosure of personal information, avoid misuse of images, use
appropriate language, respect confidentiality, use copy lists with discrimination

1.5 Address book: Add, edit, delete contact entries, contacts list

2.1 Guidelines and procedures: Set by employer or organisation, security, copyright, netiquette;
password protection

2.2 How to respond to e-mail: Decide on priorities, gather information needed to respond, decide when
and who to copy in, what to do about attachments

2.3 Respond to e-mail: Implement decisions: on priorities, information needed to respond, when and
who to copy in, what to do about attachments

2.4  Manage inbox: Identify what and when to delete e.g. SPAM, old messages etc
2.5 Organise and store e-mail: Folders, subfolders, delete unwanted messages, backup, address lists

2.6 E-mail problems: Due to message size or number of attachments, messages from unknown users
(SPAM, junk, chain-mai | s, 6phishingdé), viruses
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Using Collaborative Technologies

Credit Value of Unit: 3 GLH of Unit: 20 Level of Unit: 1

This unit aims to provide learners with the ability to use IT tools and devices for collaborative working and
communications, such as web or video conferencing, instant messaging/chat, online phone and video calls;
online forums, social networking sites, wikis and other centralised depositories for documents, blogging, RSS
and data feeds, bulk SMS or online work management tools.

This unit is about the skills and knowledge to safely use IT tools and devices to work collaboratively by
A Preparing and accessing IT tools and devices;

A Playing a responsible and active role in real-time communication; and

A Contributing relevant information

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Stay safe and secure when using 1.1 Follow guidelines for working with collaborative
collaborative technology technology

1.2 Identify risks in using collaborative technology
and why it is important to avoid them

1.3 Carry out straightforward checks on ot her s 6
online identities and different types of
information

1.4 Identify when and how to report online safety
and security issues

1.5 Identify what methods are used to promote trust

2 Set up and access IT tools and 2.1 Set up IT tools and devices that will enable you
devices for collaborative working to contribute to collaborative work

2.2 ldentify the purpose for using collaborative
technologies and expected outcomes

2.3 Identify which collaborative technology tools and
devices to use for different communication
media

2.4 Identify what terms and conditions apply to
using collaborative technologies
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

3 Prepare collaborative technologies for 3.1 Use given details to access collaborative
use technologies needed for a collaborative task

3.2 Adjust basic settings on collaborative
technologies

3.3 Change the environment of collaborative
technologies

3.4 Set up and use a data reader to feed
information

3.5 Identify what and why permissions are set to
allow others to access information

4 Contribute to tasks using collaborative |4.1 Contribute responsibly and actively to
technologies collaborative working

4.2 Contribute to producing and archiving the
agreed outcome of collaborative working

4.3 Identify when there is a problem with
collaborative technologies and where to get help

4.4 Respond to simple problems with collaborative
technologies
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Guidelines for using collaborative technology: Guidelines set by your organisation or community
of interest; about uses, security, safety, copyright, plagiarism, libel, confidentiality and data
protection

1.2 Risks when working with collaborative technologies: Inappropriate disclosure of personal
information, misuse of images, appropriate language, respect confidentiality, copy lists, what to do
in a power cut, about data loss

1.3 Checks on othersd identiti es ioa:lCdnpdré sburces;aogst t vy
references

14 Reporting online safety and security issues:

15 Methods to promote trust: Contact information, membership of professional bodies,
recommendations, links

2.1 Collaborative technology tools and devices: Hardware: mobile, laptop, desktop, peripherals (eg
headset, handset, microphone, camera, 3G modem); Software: products, services, sites

2.2 Purposes for collaborative working: Will vary according to the task, but may include: sharing,
displaying and recording information, discussing and reflecting, establishing identity, joining interest
groups, developing ideas, contributing to research
Outcomes of collaborative working: Measurable (eg document, minutes, notes, project plan,
transcript); ephemeral (eg conversation, agreement);

2.3 Collaborative technology tools and devices: Hardware: mobile, laptop, desktop, peripherals (eg
headset, handset, microphone, camera, 3G modem); Software: products, services, sites
Communication media: Text, audio/spoken, still/video/animated images

3.1 Access to collaborative technologies: Download software, agree terms and conditions, register or
setup an ID

3.2  Adjust settings: Hardware 1 colour, type size, window size, volume; Browser i cookies, pop-ups;
Security settings 1 firewall

3.3 Environments for collaborative technologies: User interface T choose skins, templates; work
environment i lighting, position of devices

3.4  Permissions: Web address, phone number, user name and password, access codes

4.1  Contributing responsibly: Foll ow the rules of &énetiquetted
dominating and not responding

4.2 Archiving collaborative outcomes: Cut, paste, save

4.3  Problems with collaborative technologies: Routine (eg settings, software not responding,
hardware connections)

4.4 Respond to problems: Follow on screen help, know who to ask for expert help
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Using Mobile IT Devices

Credit Value of Unit: 1 GLH of Unit: 10 Level of Unit: Entry 3

This unit is about the ability to use mobile or handheld devices for data capture, processing and storage.

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Set up a mobile device to meet needs 1.1 Use correct procedures to start and shutdown

a mobile device

1.2 Use standard interface features and settings

1.3 Identify any specific health and safety issues
associated with the use of the mobile device

2 Input and store data on a mobile 2.1 Input data into a mobile device

device 2.2 Store and retrieve data on a mobile device

2.3 State why it is important to stay safe, keep
information secure and to respect others when
using mobile devices

3 Transfer data between mobile devices 3.1 Use a connection between devices

3.2 Transfer information between mobile devices

3.3 Recognise copyright constraints on the use of

information
3.4 Identify requirements for devices to connect
4 Maintain the performance of a mobile 4.1 Identify common problems that occur with
device mobile devices and where to get expert

advice to solve them

4.2 Respond appropriately to common device
problems

4.3 ldentify factors that can affect the performance
of the mobile device
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

2.1  Input data: Touch screen, stylus, keypad, voice command; Create products on the device
(documents such as text notes or email, files such as sound recording, image or video capture)

2.2  Store and retrieve data: Files (eg create, name, open, save, save as, print, close, find), folders (eg
create, name), navigate (eg menu, tool bar, icon, scroll bar, button)

2.3  Staying safe: Protect personal information, avoid misuse of images, use appropriate language,
respect confidentiality, use copy lists with discrimination
Keep information secure: Username and password/PIN selection; online identity/profile; real
name, pseudonym, avatar, what personal information to include, who can see the information,
withhold personal information

3.1 Secure connection: Password control, Bluetooth, infrared, cable, device pairing; synchronisation
software

3.2 Transfer information: Export, drag and drop, SMS, synchronise; when transfer successful

3.3 Copyright constraints: Ef fect of copyright | aw (eg on mu
images), acknowledgment of sources, avoiding plagiarism

4.1  Mobile device problems: Compatibility between files, systems and connections; connection lost,
card full; low bandwidth
Expert advice: Limits of own understanding and skil/
to follow advice, information needed by experts

4.2  Mobile device problems: Compatibility between files, systems and connections; connection lost,
card full; low bandwidth

4.3 Maintain performance: Carry out routine maintenance (battery charging, cleaning of handset,
communication settings such as Bluetooth or Wi-Fi turned off when not in use; closing applications
after use
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Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Using Mobile IT Devices

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: 1

This unit is about the ability to set up and use mobile or handheld devices such as a smartphone, PDA,
portable media player, electronic organiser or data logger, for data capture, processing, exchange and
storage.

This unit is about the skills and knowledge to set up and use a mobile or handheld device securely to input
and store data and to transfer data to and from another device.

The use of mobile technologieswill be defined as oObasicd6 because
A The tools and functions on the mobile device will be pre-loaded
A The techniques used for sharing files between devices will be familiar or commonly undertaken

An activity wiildhttfygriwear d yorber ddwttirrmed because
A The task or context using mobile technologies will be familiar and involve few factors (for example,
sending SMS messages to colleagues, maintaining a calendar of events, taking notes, capturing a

phot o, using Bluetooth connectivity to send a photo
Learning Outcomes Assessment Criteria
The learner will be able to The learner can

1 Set up the mobile device to meet needs |1.1 Set up the mobile device for use

1.2 Use mobile device interface features
effectively

1.3 Identify when and how to adjust device
settings

1.4  Adjust device settings to meet needs

1.5 Identify any specific health and safety issues
associated with the use of mobile devices

1.6  Follow guidelines and procedures for the
use of mobile devices

2 Use applications and files on the mobile |[2.1 Identify the different applications on the
device mobile device and what they can be used
for

2.2  Select and use applications and files on the
mobile device for an appropriate purpose

2.3 Input data accurately into a mobile device

2.4  Organise, store and retrieve data on a
mobile device
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

3 Transfer data to and from the mobile 3.1 Identify different types of secure connection
device methods that can be used between devices

3.2 Transfer information to and from a mobile
device

3.3 Recognise copyright and other constraints on
the use and transfer of information

3.4 Identify why it is important to stay safe,
keep information secure and to respect
others when using a mobile device

3.5 Keep information secure when using a
mobile device

4 Maintain the performance of the mobile 4.1 Identify factors that can affect performance
device of the mobile device

4.2  Use appropriate techniques to maintain the
performance of the mobile device

4.3  ldentify common problems that occur with
mobile devices and what causes them

4.4  |dentify when to try to solve a problem and
where to get expert advice

4.5 Use available resources to respond quickly
and appropriately to common device
problems
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Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Set up mobile device: Charging battery; Access (eg password, login); SIM card,
connection (eg phone, Internet, cable)

1.2 Mobile device interface features: Display, menu, submenu, toolbar, icon, button, keypad, wheel;
start and shutdown

1.3 and 1.4 Device settings: Resolution (eg screen, image), sound (eg mute, volume, ringtone),
appearance (eg colour, theme)

1.5 Health and safety issues:

1.6 Guidelines and procedures: Set by: employer or organisation, About: health and safety, security,
copyright

2.1 Mobile applications: Phone, camera, address book, calendar, media, browser, games, notes,
messages, office applications

2.2 Applications and files: Games and interactive material, documents, music files, video animations,
image slideshows and presentations, emails, Internet pages, collaborative tools; pdf documents, Office
documents, e-books, Flash animations

2.3 Input data: Touch screen, stylus, keypad, voice command; Create products on the device (documents
such as text notes or email, files such as sound recording, image or video capture)

2.4 Store and retrieve data: Files (eg create, name, open, save, save as, print, close, find), folders (eg
create, name), navigate (eg menu, tool bar, icon, scroll bar, button)

3.1 Secure connection: Password control, Bluetooth, infrared, cable, device pairing; synchronisation
software

3.2 Transfer information: Export, drag and drop, SMS, synchronise; when transfer successful

3.3 Copyright constraints: Ef f ect of copyright | aw (eg on mus
images), acknowledgment of sources, avoiding plagiarism

3.4 Staying safe: Protect personal information, avoid misuse of images, use appropriate language,
respect confidentiality, use copy lists with discrimination
Keep information secure: Username and password/PIN selection; online identity/profile; real
name, pseudonym, avatar, what personal information to include, who can see the information,
withhold personal information

3.5 Keep information secure: Username and password/PIN selection; online identity/profile; real
name, pseudonym, avatar, what personal information to include, who can see the information,
withhold personal information
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Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

4.1 Mobile device performance: Battery life; application and file use; device maintenance; network
availability, interference device

4.2 Maintain performance: Carry out routine maintenance (battery charging, cleaning of handset),
communication settings such as Bluetooth or Wi-Fi turned off when not in use; closing applications
after use

4.3 Mobile device problems: Compatibility between files, systems and connections; connection lost,
card full; low bandwidth

4.4 Expertadvice: Limits of own understanding and skil los
follow advice, information needed by experts

4.5 Mobile device problems: Compatibility between files, systems and connections; connection lost,
card full; low bandwidth
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Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Personal Information Management Software

Credit Value of Unit: 1 GLH of Unit: 10 Level of Unit: Entry 3

This unit is about the ability to use software designed for the purpose of managing and organising contacts,
appointments, tasks and notes. Software may also be termed Personal Planning software.

Use a calendar to schedule .1 Create, edit and delete calendar entries
appointments 1.2 Organise and display appointments as required
2 Use a task list to prioritise activities 2.1 Create, edit and delete task information
2.2 Organise and display tasks, setting targets for
completion
3 Use an address book to store, 3.1 Create, edit and delete contact information
organise and retrieve contact 3.2 Organise and display contact information
information

3.3 Describe why it is important to use personal data
responsibly and safely

3.4 Outline why and how to keep contact information
up to date

[ mmees ]

1.2 Display appointments: On screen, for print; display style (month, week, day)

2.2 Organise tasks: By category, status, target date; respond to task requests

3.2 Organise contacts: By name; customise display; selected fields; filters

3.3 Responsible use: Password protection, Respect confidentiality; public profiles; trust, data protection
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Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Personal Information Management Software

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: 1

This unit is about the ability to use software designed for the purpose of managing and organising contacts,
appointments, tasks and notes. Software may also be termed Personal Planning software.

This unit is about the skills and knowledge to use a range of basic personal information management tools
and techniques to organise and plan their own time and tasks.

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Use a calendar to schedule appointments 1.1 Create, edit and delete calendar entries

1.2 Arrange recurring appointments

1.3 Invite others to meetings and monitor
attendance

1.4 Respond to meeting requests from others

1.5 Create reminders for calendar appointments

1.6 Organise and display appointments as
required

2 Use a task list to prioritise activities 2.1 Create, edit and delete task information

2.2 Organise and display tasks, setting targets
for completion

2.3 Monitor task progress and set reminders

2.4 Report on task status and activity

3 Use an address book to store, organise 31

) ) . Create, edit and delete contact information
and retrieve contact information

3.2 Organise and display contact information

3.3 Set up a distribution list

3.4 Describe why it is important to use
personal data responsibly and safely

3.5 Outline why and how to keep contact
information up to date
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.2 Recurring appointments: Daily, weekly, monthly, yearly
1.3 Invite to meetings: Check personal availability
1.6 Display appointments: On screen, for print; display style (month, week, day)

2.2 Organise tasks: By category, status, target date; respond to task requests

2.3 Task progress: Percentage completion; filters

3.2 Organise contacts: By name; customise display; selected fields; filters

3.4 Responsible use: Password protection, Respect confidentiality; public profiles; trust, data protection
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

IT Software Fundamentals

Credit Value of Unit: 3 GLH of Unit: 20 Level of Unit: 1

This unit aims to provide learners with the ability to decide which IT software application is appropriate to use
to process different types of data, and to use a range of applications to produce and present information.

This unit is about the skills and knowledge to use appropriate predefined or commonly used IT tools to
develop and produce information for tasks and activities that are straightforward or routine. Any aspect that is
unfamiliar will require support and advice from other people.

An activity wiildhttfypriwarl degangb er cdwttirme 6 b

A The task or context will be familiar and involve few factors (for example, time available, audience
needs, message, structure)

A The input and output of information will be predetermined by the person supervising the task

A The techniques used will be familiar or commonly undertaken

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Selectand use software applications to 1.1 Identify different software applications and
meet needs and solve problems give examples of their use
1.2 Select and use appropriate software applications

to develop, produce and present different types of
information to meet needs and solve problems

1.3 Identify what types of information are needed
2 Enter, develop and format different 2.1 Enter, organise and format different types
types of information to suit its meaning of information to meet needs
and purpose 2.2 Apply editing techniques to refine information
as required

2.3 Combine information of different forms or from
different sources to meet needs

2.4 Select and use appropriate page layout to
present information effectively

3 Present information in ways that are fit 3.1 Work accurately and proof-read, using
for purpose and audience software facilities where appropriate for the task
3.2 Produce information that is fit for purpose and

audience using commonly accepted layouts as
appropriate

4 Make effective use of IT tools and 4.1 Review and modify work as it progresses to ensure
facilities to present information the result is fit for purpose and audience
4.2 Review the effectiveness of the IT tools selected

to meet presentation needs
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Indicative Content

1.1 Software applications: Types: word processing, spreadsheet, graphics, Internet browser, e-mail,
audio and video software

1.2 Use appropriate software applications: open and close applications, switch between applications

1.3 Types of information: Text, numbers, images, graphics, sound, data records

2.1 Qrganise and format information:
A Organise information: Headings, lists, tables, use of templates, sort, charts and graphs,
records, simple calculations
A Format information: Formatting techniques appropriate to the type of information, for
example
A Text 1 bullets, numbering, alignment, tabs, line spacing, colour, font, style, size,
) simple tables
A Numbers i currency, percentages, number of decimal places
A Images i size, position
2.2 Editing techniques: Editing techniques appropriate to the type of information, for example: select,

copy, cut, paste, undo, redo, drag and drop, find, replace, insert, delete, size, crop, position

2.3 Combine information: Combine images with text (e.g. photo with caption); presentation with audio
and/or video; numbers with charts and graphs

2.4 Page layout: Size, orientation, margins, page breaks, page numbers, headers, footers, date and
time

3.1 Work accurately and proof-read: Ensure meaning is clear, seek views of others, check spelling,
check calculations, ensure consistent layout, print preview

3.2 Information fit for purpose: Letter, memo, report, newsletter, poster, information sheet,
webpage, multi-media presentation, budget, invoice, stock list

4.1 Review and modify work: Evaluate the quality of the information used, produce drafts, review
against initial plans, check with intended audience

4.2 IT tools selection: Time taken, convenience, cost, quality, accuracy
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Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Audio Software

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: 1

This unit aims to provide learners with the ability to use a software application designed to record and edit
audio sequences.

This unit is about the skills and knowledge needed by an IT User to use a range of basic audio software tools
and techniques appropriately to record and edit straightforward or routine audio sequences. Any aspect that
is unfamiliar will require support and advice from others.

Audio software tools and techniqueswil be defined as Obasicd because
A the software tools and functions involved will be pre-defined or commonly used

A the range of inputting, manipulation and outputting techniques are straightforward or routine

A the file type and structure will be predetermined or familiar

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Use audio hardware and software to 1.1 Identify the input device and associated
capture sequences software to use

1.2  Use input devices and built-in audio software to
record information to meet needs

1.3 Identify the file format used by the input device

1.4  Store and retrieve sequences using pre-set file
formats, in line with local guidelines and
conventions where available

2 Use audio software tools to combine |2.1 Identify the audio editing software to use for the
and edit sequences file format

2.2 Cut and paste short sequences to meet needs

2.3 Combine information of different forms or from
different sources, in line with any copyright
constraints

2.4 Identify copyright constraints on using ot her g
information

3 Play and present audio sequences 3.1 Identify appropriate playback software to use for
the sequence

3.2 Identify the display device to use for the
sequence

3.3 Select and use appropriate combination of
software and display device to playback audio
sequences

3.4  Adjust playback and display settings so that
sequences are presented to meet needs
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L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 and 1.2 Input devices: Webcam, video camera, microphone, Dictaphone, mobile phone; Input
techniques: Copy and paste, screen grabs/shots, file download (eg connect USB lead, drag and
drop)

1.3 File format: Supported by the software used (eg mpeg, png, wmv, quicktime)

1.4 Store and retrieve: Files (eg create, name, open, save, save as, print, close, find)

2.2 Sequence: Specially recorded, existing; short (eg less than 2 mins), mode

2.3 Combine information: Audio clips into presentations; Forms of information: sound (eg spoken
word, music, sound effects); Copyright constraints: Effect of copyright law (eg on music downloads
or use of other peopleds images), acknowl edg meg

2.4 Copyright constraints: Ef f ect of copyright |l aw (eg on musi

images), acknowledgment of sources, avoiding plagiarism, permissions

3.2 Display device: PC, laptop, video camera, Dictaphone, mobile phone, handheld audio device (eg
mp3 player, iPod)

3.3 Display device: PC, laptop, video camera, Dictaphone, mobile phone, handheld audio device (eg
mp3 player, iPod)

3.4 Adjust playback and display settings: Playback controls (eg start, stop, fast forward, rewind,
pause); sound (eg volume)
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Video Software

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: 1

This unit aims to provide learners with the ability to use a software application designed to record and edit
video sequences.

This unit is about the skills and knowledge required by an IT user to use a range of basic video software
tools and techniques appropriately to record and edit straightforward or routine video sequences. Any aspect
that is unfamiliar will require support and advice from others.

Video software tools and techniqueswill be defined as 6ébasicd because
A The software tools and functions involved will be predefined or commonly used

A The range of inputting, manipulation and outputting techniques are straightforward or routine

A The file type and structure will be predetermined or familiar

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Use video hardware and software to 1.1 Identify the input device and associated
capture sequences software to use

1.2 Use input devices and built-in video
software to record information to meet needs

1.3 Identify the file format used by the input
device

1.4 Store and retrieve sequences using pre-set
file formats, in line with local guidelines and
conventions where available

2 Use video software tools to combine 2.1 Identify the video editing software to use
and edit sequences for the file format

2.2 Cut and paste short sequences to meet
needs

2.3 Combine information of different forms or
from different sources, in line with any
copyright constraints

2.4 ldentify copyright constraints on using ot h e I
information

3 Play and present video sequences 3.1 Identify appropriate playback software to use
for the sequence

3.2 Identify the display device to use for the
sequence

3.3 Select and use appropriate combination of
software and display device to playback
video sequences

3.4 Adjust playback and display settings so that
sequences are presented to meet needs
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L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 and 1.2 Input devices: Webcam, video camera, microphone, Dictaphone, mobile phone; Input
techniques: Copy and paste, screen grabs/shots, file download (eg connect USB lead, drag and
drop)

1.3  File format: Supported by the software used (eg mpeg, png, quicktime)

1.4  Store and retrieve: Files (eg create, name, open, save, save as, print, close, find)

2.2 Sequence: Specially recorded, existing; short (eg less than 2 mins), mode (eg b&w)

2.3 Combine information: Video clips into presentations; Forms of information: moving images,
sound (eg spoken word, music, sound effects); Copyright constraints: Effect of copyright law (eg
on music downl oads or use of other peopleds i n
plagiarism, permissions

2.4  Copyright constraints: Ef fect of copyright | aw (eg on mu
images), acknowledgment of sources, avoiding plagiarism, permissions

3.2 Display device: PC, laptop, video camera, mobile phone, handheld video device (eg iPod)
3.3 Display device: PC, laptop, video camera, mobile phone, handheld video device (eg iPod)
3.4 Adjust playback and display settings: Playback controls (eg start, stop, fast forward, rewind,

pause); sound (eg volume); screen size (eg thumbnail, quarter screen, full screen); visual (eg
contract, brightness, colour, b&w)
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Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Bespoke Software

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: 1

This unit aims to provide learners with the ability to select and use a suitable bespoke software application to
carry out an appropriate data processing task. It includes understanding the capabilities of the software and
the types of tasks for which it is suitable, as well as the skills and techniques needed to use the software
application appropriately and effectively.

This unit is about the skills and knowledge needed by an IT User to use basic bespoke software tools and
techniques appropriately for straightforward or routine information. Any aspect that is unfamiliar will require
support and advice from others.

Bespoke software tools and techniqueswill be defined as o6basicd because
A The software tools and functions involved will be pre-defined or commonly used
A The range of inputting, manipulation and outputting techniques are straightforward or routine

A The data type and structure will be predetermined or familiar

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Input, organise and combine information | 1.1 Input relevant information accurately into
using bespoke software existing templates and/or files so that it is
ready for processing

1.2 Organise and combine information of different
forms or from different sources

1.3 Follow local and/or legal guidelines for the
storage and use of data where available

1.4 Respond appropriately to data entry error

messages
2 Use tools and techniques to edit, 2.1 Use appropriate tools and techniques to edit,
process, format and present information process and format information

2.2 Check information meets needs, using IT
tools and making corrections as appropriate

2.3 Use appropriate presentation methods and
accepted layouts
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Types of bespoke information: Information will vary according to the software for example, text,
numbers, photos, scanned images, graphic elements, digital recorded sound, graphs, charts, tables
Inputting information: Inputting tools and techniques will vary according to the technology being
used: for example, interface devices (eg keyboard, mouse, stylus, touch screen), microphone (eg
headset, built-in), camera (eg web cam, video camera, mobile phone camera)

1.2 Combining information techniques: Insert, size, position, wrap, order, group
1.3  Guidelines for the storage and use of data: Set by employer or organisation. Policies relating to

security, backup and data protection; guidelines for data format; compliance, audit and reporting
requirements. File management will vary according to the application.

2.1 Editing, analysis and formatting techniques: Techniques will vary according to the software and
task, for example:

Editing i select, insert, delete, cut, copy, paste, drag and drop, find, replace, page layout, labelling,
alignment, orientation, colour, resolution, size, pitch

Process i sort, pre-set queries, simple operator formulas, charts and graphs
Formatting 1 characters, lines, paragraphs, pages, file type

2.2 Check bespoke information: Checks will vary according to the type of information and software, but
could include: spell check, grammar check, accuracy of figures, labelling and size of images, volume
of sound

2.3 Presentation methods: Methods will vary according to the software and task, for example, on
screen display, publishing on a web site, hard copy print out, digital file; organisational house style,
branding
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Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Specialist / Bespoke Software

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: Entry 3

This unit is about the ability to select and use a suitable specialist or bespoke software application to carry
out an appropriate task.

1 Input and organise information 1.1 Use a keyboard or other input method to enter the
using specialist or bespoke relevant information into existing templates and/or
applications files so that it is ready for processing

1.2 Store and retrieve data in line with local
guidelines and conventions where available

2 Use tools and techniques to 2.1 Use appropriate tools and techniques to process,
edit, process, format and edit and format information
present information 2.2 Check information meets needs making corrections

as appropriate
2.3 Use appropriate presentation methods and
accepted layouts

1.2 Store and retrieve data: Set by employer or organisation; security, backup and data protection;

2.1 Process, edit and format information: Techniques will vary according to the software and task,
for example:

Process i sort, pre-set queries

Editing i select, insert, delete, cut, copy, paste, drag and drop, find, replace, page layout,
alignment, orientation, colour, size

Formatting i characters, lines, paragraphs, pages

2.2 Check information: Checks will vary according to the type of information and software, but could
include: spell check, grammar check, appropriate size of images, volume of sound

2.3 Presentation methods: Methods will vary according to the software and task, for example, on
screen display, publishing on a web site, hard copy print out, digital file; organisational house style,
branding
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Specialist Software

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: 1

This unit aims to provide learners with the ability to select and use a suitable specialist software application
to carry out an appropriate data processing task. It includes understanding the capabilities of the software
and the types of tasks for which it is suitable, as well as the skills and techniques needed to use the software
application appropriately and effectively.

This unit is about the skills and knowledge needed by an IT user to use basic specialist software tools and
techniques appropriately for straightforward or routine information. Any aspect that is unfamiliar will require
support and advice from others.

Specialist software tools and techniques will be defined as dédbasicbd because
A The software tools and functions involved will be pre-defined or commonly used

A The range of inputting, manipulation and outputting techniques are straightforward or routine

A The data type and structure will be predetermined or familiar

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Input, organise and combine information |1.1 Input relevant information accurately into
using specialist software existing templates and/or files so that it is
ready for processing

1.2 Organise and combine information of different
forms or from different sources

1.3 Follow local and/or legal guidelines for the
storage and use of data where available

1.4 Respond appropriately to data entry error

messages
2 Use tools and technigues to edit, 2.1 Use appropriate tools and techniques to edit,
process, format and present information process or format information

2.2 Check information meets needs, using IT tools
and making corrections as necessary

2.3 Use appropriate presentation methods and
accepted layouts
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Types of information: Information will vary according to the software for example, text, numbers,
photos, scanned images, graphic elements, digital recorded sound, graphs, charts, tables
Inputting information: Inputting tools and techniques will vary according to the technology being
used: for example, interface devices (eg keyboard, mouse, stylus, touch screen), microphone (eg
headset, built-in), camera (eg web cam, video camera, mobile phone camera)

1.2 Combining information techniques: Insert, size, position, wrap, order, group
1.3  Guidelines for the storage and use of data: Set by employer or organisation. Policies relating to

security, backup and data protection; guidelines for data format; compliance, audit and reporting
requirements. File management will vary according to the application.

2.1 Editing, analysis and formatting techniques: Techniques will vary according to the software and
task, for example:

Editing i select, insert, delete, cut, copy, paste, drag and drop, find, replace, page layout, labelling,
alignment, orientation, colour, resolution, size, pitch

Process i sort, pre-set queries, simple operator formulas, charts and graphs
Formatting 1 characters, lines, paragraphs, pages, file type

2.2 Check information: Checks will vary according to the type of information and software, but could
include: spell check, grammar check, accuracy of figures, labelling and size of images, volume of
sound

2.3 Presentation methods: Methods will vary according to the software and task, for example, on
screen display, publishing on a web site, hard copy print out, digital file; organisational house style,
branding
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Computer Accounting Software

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: 1

This unit aims to provide learners with the ability to select and use a computerised accounting or
bookkeeping software application to input and process data for orders and invoices, receipts and payments
and prepare management and period end reports.

This unit is about the skills and knowledge required by an IT user to use basic accounting software tools and
techniques appropriately for straightforward or routine information. Any aspect that is unfamiliar will require
support and advice from others.

Accounting software tools and techniques willbe defnred as &ébasi cd because
A The software tools and functions involved will be pre-defined or commonly used

A The range of inputting, manipulation and outputting techniques are straightforward or routine

A The document type and structure will be predetermined or familiar

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Access, enter and edit accounting 1.1 Identify the sources and characteristics of
information accounting data

1.2 Enter accounting data accurately into records
to meet requirements

1.3 Locate and display accounting data records
to meet requirements

1.4 Check data records meet needs using IT
tools, making corrections as necessary

1.5 Identify the risks to data security and
procedures used for data protection

1.6  Follow local and/or legal guidelines for the
storage and use of data

2 Use tools and techniques to process 2.1 Use appropriate tools and techniques to
business transactions process transactions

2.2 Review the transaction process and identify
any errors

2.3 Respond appropriately to any transaction
errors and problems

3 Produce accounting documents and 3.1 Identify what information is required and
summary reports to meet requirements how to present it

3.2 Generate accounting documents as required

3.3 Generate management reports as required
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Characteristics of accounting data: Unique references; codes; statutory requirements; editing
restrictions

1.2 Enter accounting data: Use of data entry form and wizards; add/amend record (sales/purchase order;
invoice)

1.3 Locate and display: Search, sort, filter. Print records

1.4  Check data: Spell check, format, consistency, accuracy, remove duplication, verify data; edit detalils;
check calculations; check coding

15 Security risks and procedures: Access control; authorised use, confidentiality, protection of personal
data, password protection and management, user authentication

1.6 Guidelines for the storage and use of data: Set by employer or organisation. Policies relating to
security, backup and data protection; guidelines for data format; compliance, audit and reporting
requirements. File management will vary according to the application

2.1 Process transactions: Types of transactions: Post invoice; receipts; payments, journal entries.
Number of items: single items, batches. From: bank statement, cheque book, paying-in book

2.2 and 2.3 Transaction errors and problems: Using help; duplication, limits of own responsibility, process for
reporting errors and problems

3.1 Accounting documents: Will vary according to task, but may include for example: Invoice, sales
order, purchase order, statement. To screen, printed, for e-mail

3.2 Management reports: Will vary according to task, but may include for example: audit trail, customer
activity; day book; aged debtor, aged creditor
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Data Management Software

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: Entry 3

This unit is about the ability to use a software application designed to store and retrieve data needed for a
variety of business functions. Data management software is often implemented on relational database
systems by providing pre-defined file and record structures, processes, reports and data-entry screens. This
is about the use of these pre-defined objects.

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Enter, edit and maintain data records 1.1 Identify the security procedures used to
in a data management system protect data

1.2 Enter data accurately into records

1.3 Locate and amend individual data records

1.4 Check data records for accuracy making
corrections as necessary

1.5 Respond appropriately to data entry error
messages

1.6 Follow local or legal guidelines for the
storage and use of data where available

2 Retrieve and display data records to 2.1 Search for and retrieve information to meet
meet requirements given requirements

2.2 Identify what report to run to output the
required information

2.3 Select and view specified reports to output
information

Indicative Content

1.1  Security procedures: Access control; authorised use, password protection, user authentication

1.2 Enter data: Use of data entry form; create new record; add record to table

1.3 Amend data records: Find, search and replace; edit record, sort, use wildcards

1.4  Check data records: Spell check, format, accuracy, consistency, remove duplication

1.5 Error messages: Due to field size, data type, validation checks; duplicate records; format; using
help

1.6 Guidelines for the storage and use of data: Set by employer or organisation. .Policies relating
to security, backup and data protection

2.1  Search and retrieve: Alphanumeric sort, filter, single criteria, standard queries

2.2 and 2.3 Reports: Accessing reports that have already been run; using menus or shortcuts, report
templates to produce standard reports based on current data
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Data Management Software

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: 1

This unit aims to provide learners with the ability to use a software application designed to store and retrieve
data needed for a variety of business functions. It also includes an understanding of the features and
facilities of the software and the purpose for which the data is stored. Data management software is often
implemented on relational database systems by providing predefined file and record structures, processes,
reports and data-entry screens. This is about the use of these predefined objects.

This unit is about the skills and knowledge required by an IT user to use basic data management software
tools and techniques to

A Enter straightforward or routine information using pre-set data-entry screens

A Retrieve information by running predefined methods

A Produce reports using predefined menus or short cuts

The structure and functionality of the data management system will be predefined. Any aspects that are
unfamiliar will require support and advice from others.

The tools and techniques willb e descri bed as 6basicd because
A The tools and functions will be predefined or commonly used
A The techniques for inputting, manipulation and outputting data will be straightforward or routine

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Enter, edit and maintain data records in 1.1 Identify the security procedures used to protect
a data management system data

1.2 Enter data accurately into records to meet
requirements

1.3 Locate and amend individual data records

1.4 Check data records meet needs, using IT tools
and making corrections as necessary

1.5 Respond appropriately to data entry error
messages

1.6 Follow local and/or legal guidelines for the
storage and use of data where available

2 Retrieve and display data records 2.1 Search for and retrieve information using
to meet requirements predefined methods to meet given requirements

2.2 ldentify which report to run to output the
required information

2.3 Select and view specified reports to output
information to meet given requirements
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Security procedures: Access control; authorised use, password protection and management, user
authentication

1.2 Enter data: Use of data entry form; create new record; add record to table
1.3 Amend data records: Find, search and replace; edit record, sort, use wildcards
1.4 Check data records: Spell check, format, accuracy, consistency, remove duplication, verify data

15 Error messages: Due to field size, data type, validation checks; duplicate records; format; using
help

1.6 Guidelines for the storage and use of data: Set by employer or organisation. .Policies relating to
security, backup and data protection; guidelines for data format; compliance, audit and reporting
requirements. File management will vary according to the application.

2.1 Search and retrieve: Alphanumeric sort, filter, single criteria, standard queries

2.2 and 2.3 Reports: Accessing reports that have already been run; using menus or shortcuts, report
templates to produce standard reports based on current data
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Database Software

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: Entry 3

This unit is about the ability to use a software application designed to organise and store structured
information and generate reports.

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Enter, edit and organise structured
information in a database 1.1 List the main components of a database

1.2 Create a database table for a purpose
using specified fields

1.3 Enter structured data into records to meet
requirements

1.4 Locate and amend data records

1.5 Respond appropriately to data entry error
messages

1.6 Check data meets needs, making
corrections as appropriate Outcome

2 Use database software tools to 2.1 State the type of information that may be
produce reports required in a report

2.2 Generate and print pre-defined database
reports

Indicative Content

1.1 Database components: What types of information are stored: tables, forms, queries, reports

1.2 Specified fields: e.g.in a product sales table

Field Name Data Type
Product Name Text

Price Currency
Date of Sale Date
Number Sold Number

1.3 Enter structured data: Tables, fields, records, use of data entry form; create new record, add record
to table

1.4 Locate and amend: Find, search and replace, sort
1.5 Data entry: Due to field size, data type, validation checks; using help

1.6 Data check: Spell check, format, accuracy, consistency

2.2 Generate and print database reports: Using menus, wizards or shortcuts
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Database Software

Credit Value of Unit: 3 GLH of Unit: 20 Level of Unit: 1

This unit aims to provide learners with the ability to use a software application designed to organise and
store structured information and generate reports.

This unit is about the skills and knowledge required by an IT user to use basic database software tools and
techniques to:

A Enter straightforward or routine information into a database;

A Set up a single table in a flat file database;

A Retrieve information by running routine queries; and

A Produce reports using predefined menus or short cuts.

The structure and functionality of the database will be predefined. Any aspects that are unfamiliar will require
support and advice from others.

Database tools and techniques will be describe d as Oobasicd because
A The tools and functions will be predefined or commonly used
A The techniques for inputting, manipulation and outputting will be straightforward or routine

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Enter, edit and organise structured ) )
information in a database 1.1 Identify the main components of a database

1.2 Create a database table for a purpose using
specified fields

1.3 Enter structured data into records to meet
requirements

1.4 Locate and amend data records

1.5 Respond appropriately
to data entry error messages

1.6 Check data meets needs, using IT
tools and making corrections as necessary

2  Use database software tools to extract 2.1 Identify queries which meet information
information and produce reports requirements

2.2 Run simple database queries

2.3 Identify reports which meet information
requirements

2.4 Generate and print pre-defined database reports
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Database components: What types of information are stored: tables, forms, queries, reports

1.2 Specified fields: e.g.in a product sales table

Field Name Data Type
Product Name Text

Price Currency
Date of Sale Date
Number Sold Number

1.3 Enter structured data: Tables, fields, records, use of data entry form; create new record, add record
to table

1.4 Locate and amend: Find, search and replace, sort, wildcards
1.5 Data entry: Due to field size, data type, validation checks; using help

1.6 Data check: Spell check, format, accuracy, consistency

2.1 Identify database queries: Using alphanumeric sort, filter, single criteria
2.2 Run database queries: Using alphanumeric sort, filter, single criteria
2.3 ldentify database reports: Using menus, wizards or shortcuts

2.4 Generate and print database reports: Using menus, wizards or shortcuts
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Design Software

Credit Value of Unit: 3 GLH of Unit: 20 Level of Unit: 1

This unit aims to provide learners with the ability to use a software application designed to create, modify and
layout designs for display in print or on a screen.

This unit is about the skills and knowledge required by an IT user to use basic design software tools and
techniques appropriately to produce straightforward or routine designs. Any aspect that is unfamiliar will
require support and advice from others.

Design software tools and techniques will be describedas O6basi cd because

A The range of inputting, manipulation and outputting techniques will be straightforward or routine
A The software tools and functions involved will be predefined or commonly used

A The type and structure of the task will be predetermined or familiar

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Obtain, insert and combine 1.1 Identify what designs are needed

information for designs
1.2 Obtain, input and prepare designs to meet needs

1.3 Identify what generic copyright and other constraints
apply to the use of designs

1.4 Combine information of different types or from
different sources for designs

1.5 Identify the context in which the designs will be
used

1.6 Identify which file format to use for saving and
exchanging designs

1.7 Store and retrieve files effectively, in line with local
guidelines and conventions where available

2 Use design software tools to 2.1 Use suitable tools and techniques to create
create, manipulate and edit designs designs

2.2 Use appropriate tools and techniques to
manipulate and edit designs

2.3 Check designs meet needs, using IT tools and
making corrections as necessary
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Designs: Designs will vary according to the task for example: photos from a digital camera,
scanned images, graphic elements, drawings, clip art

1.2 Prepare designs: Size, crop and position

1.3 Copyright constraints: Effect of copyright law (eg on use of otherpeopl ed6s desi gns
acknowledgment of sources, avoiding plagiarism, permissions

1.4 Combine information: Insert, size, position, wrap, order, group

15 Context for: Contexts will vary according to the software and task, for example: on screen
display, publishing on a web site, hard copy print out, digital file

1.6 File formats for designs: Will vary according to the content, proprietary and open source formats
1.7 Store and retrieve: Files (eg create, name, open, save, save as, print, close, find)
2.1 Create designs: Draw basic shapes, change properties (eg line width and fill colour), download

digital photos from a camera, scan and resize images, add text and other elements (eg lines,
boxes and arrows)

2.2 Manipulate and editing techniques: Align, rotate, flip, arrange, cut, paste, resize, change font,
text and colour

2.3 Check designs and images: Size, alignment and orientation, suitability of file format
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1

Imaging Software

Credit Value of Unit: 3

L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

GLH of Unit: 20 Level of Unit: 1

This unit aims to provide learners with the ability to use a software application designed to create, modify and

layout images for display in print or on a screen.

This unit is about the skills and knowledge required by an IT user to use basic imaging software tools and
techniques appropriately to produce straightforward or routine images. Any aspect that is unfamiliar will

require support and advice from others.

Imaging software tools and techniques will b e

described as 6ébasicd because
A The range of inputting, manipulation and outputting techniques will be straightforward or routine

A The software tools and functions involved will be predefined or commonly used

A The type and structure of the task will be predetermined or familiar

Learning Outcomes

The learner will be able to

Assessment Criteria

The learner can

1 Obtain, insert and combine information for
images

11

Identify what images are needed

1.2

Obtain, input and prepare images to meet needs

13

Identify what generic copyright and other constraints
apply to the use of images

14

Combine information of different types or from
different sources for images

15

Identify the context in which the images will be used

1.6

Identify which file format to use for saving and
exchanging images

1.7

Store and retrieve files effectively in line with local
guidelines and conventions where available

2 Use imaging software tools to create,
manipulate and edit images

2.1

Use suitable tools and techniques to create images

2.2

Use appropriate tools and techniques to manipulate
and edit images

2.3

Check images meet needs, using IT tools and
making corrections as necessary
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Images: Images will vary according to the task, for example: photos from a digital camera, scanned
images, graphic elements, drawings, clip art

1.2 Prepare images: Size, crop, position

1.3 Copyright and other constraints:Ef f ect of copyright |l aw (e. g.),
acknowledgement of sources, avoiding plagiarism, permissions

1.4 Combine information: Insert, size, position, wrap, order, group

1.5 Context for images: Contexts will vary according to the software and task, for example: on screen
display, publishing on a website, hard copy print out, digital file

1.6 File format for images: Will vary according to the content, proprietary and open source formats

1.7 Store and retrieve: Files (e.g. create, name, open, save, save as, print, close, find)

2.1 Create images: Draw basic shapes, change priorities (e.g. line width and fill colour), download digital
photos from a camera, scan and resize images, add text and other elements (e.qg. lines, boxes and
arrows)

2.2 Manipulate and edit images: Align, rotate, flip, arrange, cut, paste, resize, change font, text and
colour

2.3 Check images: Size, alignment and orientation, suitability of file format
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)

Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1

Desktop Publishing Software

Credit Value of Unit: 2

GLH of Unit: 15

L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Level of Unit: Entry 3

This unit is about the ability to use desktop publishing software designed to combine and manipulate text,
image and graphic elements in layouts appropriate for subsequent publication to screen or print.

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Use appropriate designs and page 1.1 Identify what types of information can be
layouts for a publication used in a publication
1.2 Identify page layouts that could be used
for the publication
1.3 Use an appropriate page design and layout
for a publication in line with local
guidelines, where relevant
1.4 Use appropriate media for the publication
2 Input text and other information into 2.1 Input information into a publication ready
a publication for editing and formatting
2.2 Identify copyright constraints on using others'
information
2.3 Combine information from different sources
in line with any copyright constraints
2.4 Store and retrieve duplication files
effectively, in line with local guidelines and
conventions
3 Use desktop publishing software 3.1 Identify what editing and formatting was
techniguesto edit and format a used for the publication
publication 3.2 Use appropriate techniques to edit
publications
3.3 Use appropriate techniques to format text
3.4 Manipulate images and graphic elements
accurately
3.5 Check publications meet needs, making
corrections as required
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1  Types of information: Text, images, graphics, video, sound

1.2 Page design and layout: Organisation of information, size, white space, columns, consistency,
orientation

1.3 Local guidelines: Templates, house style, branding, publication guidelines, styles, colours and font
schemes

1.4 Publication media: Web, document, multimedia

2.1 Inputinformation: Using keyboard, mouse, scanner, voice recognition, touch screen, stylus

2.2  Copyright constraints: Effect of copyright law (eg on music downloadsor use of ot hg
images), acknowledgment of sources, avoiding plagiarism, permissions

2.3 Combine presentation information: Insert, size, position, order, images, text, graphic elements
(eg borders, lines, panels, shading, logos)

2.4  Store and retrieve: Files (eg create, name, open, save, save as, print, close, find)

3.1 and 3.2 Edit publications: Drag and drop, find, replace, undo redo, size, crop and position, use layout
guides

3.2 Format text: Existing styles and schemes for font (typeface), size, orientation, colour, alignment

3.4 Manipulate images and graphic elements: Size, crop, position, maintain proportion, border

3.5 Check publications: Spell check; grammar check, word count, completeness, accuracy,
orientation, layout, text alignment and formatting
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Desktop Publishing Software

Credit Value of Unit: 3 GLH of Unit: 20 Level of Unit: 1

This unit is about the ability to use desktop publishing software designed to combine and manipulate text,
image and graphic elements in layouts appropriate for subsequent publication to screen or print.

This unit is about the skills and knowledge required by an IT user to use a range of basic desktop publishing
software tools and techniques to produce straightforward or routine publications. Any aspect that is
unfamiliar will require support and advice from others.

Publication tools and techniqueswilbe descri bed as O0basicd because
A The software tools and functions will be predefined or commonly used;

A The range of entry, manipulation and outputting techniques will be straightforward or routine
A The inputting, manipulating and outputting of the information will be predetermined, straightforward or
routine
Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Select and use appropriate designs 1.1 Identify what types of information are needed
and page layouts for publications ) i i
1.2 Identify what page design and layout will be
required
1.3 Select and use an appropriate page design and
layout for publications in line with local guidelines,
where relevant
1.4 Select and use appropriate media for the
publication
2 Input and combine text and other 2.1 Input information into publications so that it is
information within publications ready for editing and formatting
2.2 Identify copyright constraints on using ot her s §
information
2.3 Organise and combine information of different
types or from different sources in line with
any copyright constraints
2.4 Store and retrieve publication files effectively, in
line with local guidelines and conventions where
available
3 Use desktop publishing software 3.1 Identify what editing and formatting to use for the
technigues to edit and format publication
publications - - -
3.2 Select and use appropriate techniques to edit
publications and format text
3.3 Manipulate images and graphic elements
accurately
3.4 Control text flow within single and multiple
columns and pages
3.5 Check publications meet needs, using IT tools
and making corrections as necessary
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Types of information: Text, images, graphics, video, sound

1.2  Page design and layout: Organisation of information, size, white space, columns, consistency,
orientation

1.3 Local guidelines: Templates, house style, branding, publication guidelines, styles, colours and font
schemes

1.4 Publication media: Web, document, multimedia

2.1 Inputinformation: Using keyboard, mouse, scanner, voice recognition, touch screen, stylus

2.2  Copyright constraints: Effect of copyright law (eg on music downloadsor use of ot he
images), acknowledgment of sources, avoiding plagiarism, permissions

2.3 Combine presentation information: Insert, size, position, wrap, order, group Forms: images, text,
graphic elements (eg borders, lines, panels, shading, logos)

2.4  Store and retrieve: Files (eg create, name, open, save, save as, print, close, find)

3.1 Edit publications: Drag and drop, find, replace, undo redo, size, crop and position, use layout
guides

3.2  Format text: Existing styles and schemes for font (typeface), size, orientation, colour, alignment
3.3 Manipulate images and graphic elements: Size, crop, position, maintain proportion, border
3.4  Control text flow: In columns, around images and graphic elements, between pages

3.5 Check publications: Spell check; grammar check, word count, completeness, accuracy,
orientation, layout, text alignment and formatting
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Drawing and Planning Software

Credit Value of Unit: 2

ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1

L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

GLH of Unit: 15 Level of Unit: 1

This unit aims to provide learners with the ability to use software designed for producing 2D drawings or
plans, such as flowcharts, mind maps and technical drawings.

This unit is about the skills and knowledge required by an IT user to select and use basic tools and
techniques to produce straightforward or routine drawings and plans. Any aspects that are unfamiliar will

require support and advice.

2D drawing and planning software tools and techniqueswillbedescr i bed as Obasi cbd
A The software tools and functions will be predefined or commonly used

A The range of entry, manipulation and outputting techniques will be straightforward or routine

A The inputting, manipulating and outputting of the information will be predetermined, straightforward or

becau

routine
Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Input, organise and combine 1.1 Identify what types of 2D shapes and other
information for drawings or plans elements will be needed
1.2 Identify which template or blank document to use
1.3 Select the appropriate shapes, from those
available, to meet needs
1.4 Input the relevant shapes and other elements into
existing templates or blank documents so that
they are ready for editing and formatting
1.5 Identify what copyright constraints apply to the
use of shapes or other elements
1.6 Combine information of different types or from
different sources for drawings and plans
1.7 Store and retrieve drawing files effectively, in line
with local guidelines and conventions where
available
2 Use tools and techniques to edit, 2.1 Identify what drafting guides to use so that the
manipulate, format and present shapes and other elements are appropriately
drawings or plans prepared
2.2 Use appropriate software tools to manipulate and
edit shapes and other elements
2.3 Select and use appropriate software tools to
format shapes and other elements
2.4 Check drawings and plans meet needs, using IT
tools and making corrections as necessary
2.5 Use appropriate presentation methods and
accepted page layouts
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Shapes and other elements: Shapes will vary according to the required outcome, for example:
flow chart shapes, building plan shapes, audit

1.2 Templates and blank documents: Blank documents; existing templates, working from an example
document

1.3 Shapes and other elements: Shapes will vary according to the required outcome, for example:
flow chart shapes, building plan shapes, audit

1.4 Inputinformation: Inputting tools and techniques will vary according to the technology being used:
for example, interface devices (eg keyboard, mouse, stylus, touch screen), microphone (eg
headset, built-in), camera (eg web cam, video camera, mobile phone camera)

Shapes and other elements: Shapes will vary according to the required outcome, for example:
flow chart shapes, building plan shapes, audit

Other elements: Graphic elements (eg lines, arrows, borders, backgrounds, clip art), text, numbers
Templates and blank documents: Blank documents; existing templates, working from an example
document

15 Copyright constraints: Ef fect of copyright [ aw (eg on mu
images), acknowledgment of sources, avoiding plagiarism, permissions
Shapes and other elements: Shapes will vary according to the required outcome, for example:
flow chart shapes, building plan shapes, audit

1.6 Combine information: Insert, size, position, wrap, order, group

1.7 Store and retrieve: Files (eg create, name, open, save, save as, print, close, find)

2.1 Drafting guides: Grid, snap to grid, snap to shape; Shapes and other elements: Shapes will vary
according to the required outcome, for example: flow chart shapes, building plan shapes, audit

2.2 Manipulate and edit shapes and other elements: Will vary, for example: Edit: select, insert,
delete, cut, copy, paste, drag and drop, find, replace Text: font, colour, alignment Shapes: size,
colour, orientation, connections to other shapes and elements, add labels

2.3 Format shapes and other elements: Will vary, for example: text (eg font, paragraphs, text block,
tabs, bullets), lines (eg width, length, colour, endings, beginnings), drawing elements (eg fill,
shadow, corners), connections between shapes and other elements

2.4 Check drawings and plans: Spell check, grammar check, accuracy of numbers, labelling and size
of shapes, connections between shapes and other elements

25 Presentation methods: Will vary according to the task, for example, on screen display, publishing
on a web site, hard copy print out, digital file; organisational house style, branding

O\ASCENTISProgrammegoundatiohSpecificationsEmployment RlatedIT User Skills (ITQ) E3 and_1 Units of assessment.docx

Page66 of 83 Version2-22 April 2010



ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Multimedia Software

Credit Value of Unit: 3 GLH of Unit: 20 Level of Unit: 1

This unit aims to provide learners with the ability to use multimedia software designed to combine,
manipulate and animate a variety of objects and data types in layouts appropriate for subsequent production
to screen. In general, multimedia includes a combination of text, audio, still images, animation, video, and
interactive content.

This unit is about the skills and knowledge required by an IT user to use a range of basic multimedia tools
and techniques to produce straightforward or routine publications. Any aspect that is unfamiliar will require
support and advice from others.

Publication tools and techniques wil!/| be described as
A The software tools and functions will be predefined or commonly used

A The range of entry, manipulation and outputting techniques will be straightforward or routine

A The inputting, manipulating and outputting of the information will be predetermined, straightforward or

routine
Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Plan the content and organisation of 1.1 Use simple techniques to plan the content
multimedia products to meet needs and organisation of multimedia products
1.2 Identify the type of multimedia outcome to
meet requirements
1.3 Identify what is required in the specification
1.4  Identify copyright or other constraints for
using o t h eimfasniation
2 Obtain, input and combine content to 2.1 Select and use an appropriate input device t
build multimedia outcomes to enter content for multimedia outcomes

2.2  Combine information of different types or
from different sources for multimedia
outcomes

2.3 ldentify the file format and storage media to
use

2.4  Select and use appropriate software to write
multimedia files

2.5 Store and retrieve multimedia files effectively,
in line with local guidelines and conventions
where available

3 Use multimedia software tools to edit and |3.1  Select and use appropriate techniques to
format multimedia content to meet edit and format multimedia outcomes
requirements

3.2  Manipulate images and graphic elements
accurately

3.3  Check multimedia outcomes meet needs,
using IT tools and making corrections as
necessary
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
4 Play and present multimedia outcomes 4.1 Identify what display device to use for

multimedia outcomes

4.2 Use appropriate techniques to navigate and
display multimedia outcomes

4.3  Control the playback of multimedia files

4.4  Adjust display settings to meet needs

Indicative Content

1.1  Plan and communicate: Flow chart, storyboard, sketches
1.2 Multimedia outcome: Website, CD ROM, animation sequence, presentation
1.3  Specification: Number of pages, features, audience, types of content

1.4  Copyright constraints: Effect of copyright law (eg on music downloadsoruseo f ot her p ¢
images), acknowledgment of sources, avoiding plagiarism, permissions

2.1 Input device: Keyboard skills, keyboard shortcuts, mouse Other input methods: voice recognition,
touch screen, stylus, digital video or still camera, Dictaphone, microphone

2.2 Combine information: Insert, size, position, wrap, order, group
2.3 File format for multimedia outcomes: Will vary according to the content, for example jpg for
Internet photo display, png for Internet drawing display, svg for graphic designs (the ISO standard

most likely to be fully supported by web browsers)

2.5 Store and retrieve: Files (eg create, name, open, save, save as, print, close, find)

3.1 Edit multimedia outcomes: Size, crop and position objects, use layout guides

3.2 Manipulate images and graphic elements: Size, crop, position, maintain proportion, border
Styles, colours and font schemes: Existing styles and schemes

3.3 Check multimedia outcomes: Completeness, accuracy, layout, formatting, animation, sound,
sequence; review against requirements

4.1 Display of multimedia outcomes: Thumbnail, quarter screen, full screen
4.2  Navigation techniques: Click, scroll, menus, submenus
4.3 Playback controls: Start, stop, fast forward, rewind, pause

4.4  Display settings: Visual: brightness, contrast; Sound: volume, balance
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1

Presentation Software

Credit Value of Unit: 3

GLH of Unit: 20

L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Level of Unit: 1

This unit aims to provide learners with the ability to use software applications to produce effective
presentations, which include a combination of media (e.g. images, animation and sound) for education,

entertainment or information sharing.

This unit is about the skills and knowledge required by an IT user to use a range of basic presentation
software tools and techniques to produce straightforward or routine presentations. Any aspect that is

unfamiliar will require support and advice from others.

Presentation tools and

techni quescawmd t

his | evel ar

A The software tools and functions will be predefined or commonly used
A The range of entry, manipulation and outputting techniques will be straightforward or routine
A The inputting, manipulating and outputting of the information will be predetermined, straightforward

or routine

Learning Outcomes

The learner will be able to

Assessment Criteria

The learner can

1 Input and combine text and other 1.1

information within presentation slides

Identify what types of information are
required for the presentation

1.2

Select and use different slide layouts as
appropriate for different types of information

1.3

Enter information into presentation slides
so that it is ready for editing and formatting

1.4

Identify any constraints which may affect
the presentation

1.5

Combine information of different forms or
from different sources for presentations

1.6

Store and retrieve presentation files effectively,
in line with local guidelines and
conventions where available

2 Use presentation 2.1

Identify what slide structure to use

software tools to structure, 2.2

edit and format slides

Select and use an appropriate template to structure
slides

2.3

Select and use appropriate techniques to edit slides

2.4

Select and use appropriate techniques to format slides

3 Prepare slides for presentation to meet | 3.1

needs

Identify how to present slides to meet needs and
communicate effectively

3.2

Prepare slides for presentation

3.3

Check presentation meets needs, using IT
tools and making corrections as necessary
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1  Types of information: Text, numbers, images, graphics, sound
1.2  Slide layouts: Title slide, title and text, title and image(s) etc. as appropriate
1.3  Enter information: Text, numbers, images, graphics, sound

1.4  Constraints:
A On content: copyright law (e.g. on music doyV
images),acknowledgements of sources, avoiding plagiarism
A Equal opportunities
A Local guidelines

1.5 Combine information for presentations: Combine images, charts or tables with text by inserting,
re-sizing and positioning; use of text boxes

1.6 Store and retrieve: Files (e.g. create, name, open, save, save as, print, close, find).

2.1 Identify appropriate slide structure: Layout; use existing templates, designs and styles;
organisational guidelines

2.2 Use appropriate template: Layout; use existing templates, designs and styles; organisational
guidelines

2.3 Techniques to edit slides: Drag and drop, find, replace, undo/redo, size, crop and position objects;
wrap text, add lines and simple shapes

2.4  Techniques to format slides: Bullets, numbering, line spacing, alignment, colour, fonts, size,
backgrounds

3.1 Present slides: Timing, content, meaning; organisation of information; audience needs

3.2 Prepare slides for presentation: View, re-order, rehearse timing, print slides, print handouts,
speaker notes

3.3 Check presentation: Spell check, grammar check, orientation, layout, slide order, text alignment
and formatting, accuracy
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Project Management Software

Credit Value of Unit: 3 GLH of Unit: 20 Level of Unit: 1

This unit aims to provide learners with the ability to use a software application that plans, organises and
monitors completion of the component tasks within a project in logical sequence, given constraints of people
and resource availability. This is not about managing a project although these standards may also be
applicable to the project manager.

This unit is about the skills and knowledge required by an IT User to use a range of basic project
management software tools and techniques to input and edit straightforward or routine information about
projects. Any aspect that is unfamiliar will require support and advice from others.

Atthislevelproj ect management tools and techniques wild/l be

A The software tools and functions will be predefined in templates or commonly used

A The range of entry, manipulation and outputting techniques will be straightforward or routine

A The inputting, manipulating and outputting of the information is in response to prompts and is directed
by the project manager

Learning Outcomes Assessment Criteria
The learner will be able to The learner can
1 Create and define a project 1.1 Identify the main components of the project

management software

1.2 Identify the information about the project that
must be included

1.3 Create a new project file using templates
here appropriate

1.4 Store and retrieve project management files
effectively in line with local guidelines for
storage and use of data where applicable

2 Enter and edit information about 2.1 Identify types of tasks, milestones, deadlines
project tasks and resources and constraints
2.2 Enter and edit information about project tasks
2.3 Identify time and resources required for the
project

2.4 Apply a task calendar for scheduling tasks

25 Enter and edit information about resources for
use in the project
2.6 Mark any dependencies between tasks
2.7 Assign resources to tasks
3 Update information about project 3.1 Use editing and formatting techniques to update
progress project elements
3.2 Update task status in line with progress
3.3 Update information about resources as required
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQA1L; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

4 Select and use appropriate tools and 4.1 Use filtering and formatting techniques to
techniques to display and report on display project information to meet needs

project status
4.2 Select and generate project reports using pre-

defined formats to meet needs
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Indicative Content

1.1 Project information: Tasks, timescales, resources, stages; Source of information: provided by the
person responsible for the project

1.2 Store and retrieve: Files (eg create, name, open, save, save as, print, close, find)

2.1 Task types: Fixed cost, fixed duration, fixed work
2.2 Task information: Duration, status, set reminders
2.3 Project resources: People, time, costs, equipment

2.4 Task calendar: Working-time calendar, holidays

2.5 Project resources: People, time, costs, equipment

2.6 Dependencies;

2.7 Project resources: People, time, costs, equipment

3.1 Editing techniques: Editing techniques appropriate to the type of information, for example: select,

copy, cut, paste, undo, redo, drag and drop, find, replace, insert, delete, size, crop, position

3.2 Task status: Complete, in progress, not yet started

4.1 Display project information: Task lists, resource assignment

4.2 Project reports: Task progress, project progress, resource allocation and usage, costs
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ASCENTIS AWARD, CERTIFICATE and DIPLOMA in IT USER SKILLS (ITQ)
Subject Code: L1 Award: FITQAL; L1 Certificate:FITQC1; L1 Diploma:FITQD1
L2 Award:FITQA2; L2 Certificate:FITQC2; L2 Diploma: FITQD2

Spreadsheet Software

Credit Value of Unit: 2 GLH of Unit: 15 Level of Unit: Entry 3

This unit is about the ability to use a software application designed to record data in rows and columns, and
perform calculations with numerical data.

Learning Outcomes Assessment Criteria

The learner will be able to The learner can

1 Enter and edit numerical and other | 1.1 Enter and edit numerical and other information
information using spreadsheets accurately

1.2 Store and retrieve spreadsheet files effectively,
in line with local guidelines

2 Use appropriate formulas and 2.1  Identify how to summarise and display the
tools to summarise and display required information
spreadsheet information 2.2 Use formulas and tools as needed to summarise
data and process information
3 Use appropriate tools and 3.1 Use appropriate tools and techniques to format
techniques to present spreadsheet spreadsheet cells, rows and columns
information effectively 3.2 Identify the chart or graph type used to display
information
3.3 Use appropriate tools to generate a chart or
graph

3.4 Select a page layout to present and print
spreadsheet information

3.5  Check spreadsheet information using IT tools
making corrections as appropriate
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