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Word Processing Software

These are the skills required for you to achieve an excellent pass mark for your CIDA e-portfolio remember the examiner must be able to see that you have demonstrated the skills

· Enter, cut, copy, paste and move text





(
· Use page formatting features to include:





· Headers and footers






(
· Margins







(
· Page breaks







(
· Page numbering






(
· Alignment







(
· Line spacing







(
· Text boxes







(
· Columns







(
· Use paragraph formatting features to include:




· Alignment







(
· Bullets and numbering






(
· Tabs








(
· Indents







(
· Format text using:

· Font type and size






(
· Bold, underline and italic





(
· Colour








(
· Create select and insert components:

· Images







(
· Lines and simple shapes





(
· Tick boxes







(
· Comments and hyperlinks





(
· Use image/ objects:

· Position 







(
· Crop








(
· Resize








(
· Group and ungroup






(
· Text wrapping







(
· Borders







(
· Use spelling and grammar checks





(
· Use mail merge







(
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Spreadsheet Software

These are the skills required for you to achieve an excellent pass mark for your CIDA    e-portfolio remember the examiner must be able to see that you have demonstrated the skills

· Enter, cut, copy, paste and move text data




(
· Format cells to match data types





(
· Insert/delete rows and columns





(
· Enter formulas:






· Use operators







(
· Replicate formulas






(
· Use simple functions






(
· Use absolute and relative cell references



(
· Sort data








(
· Produce fully customised charts and graphs:





· Titles








(
· Axis and data labels






(
· Legend








(
· Use headers and footers






(
· Print selected areas







(
Database software

These are the skills required for you to achieve an excellent pass mark for your CIDA    e-portfolio remember the examiner must be able to see that you have demonstrated the skills

· Create simple flat file database structures




(
· Set and modify field characteristics





(
· Create validation rules






(
· Enter, edit and delete records

· Import data sets






(
· Design and create data entry forms that facilitate data entry


(
· Sort on one field with a secondary sort on another field


(
· Create and use searches to extract relevant information:

· Single criterion






(
· Multiple criteria






(
· Relational operators






(
· Logical operators






(
· Produce customised reports






(
· Export information from a database into other applications


(
Presentation software

These are the skills required for you to achieve an excellent pass mark for your CIDA    e-portfolio remember the examiner must be able to see that you have demonstrated the skills

· Use colour schemes







(
· Use master slides







(
· Use slide formatting features







· Frames







(
· Alignment







(
· Line spacing







(
· Bullet points







(
· Create, select and insert components:

· Text








(
· Images







(
· Sound








(
· Lines and simple shapes





(
· Hyperlinks







(
· Use images/objects

· Position







(
· Crop








(
· Resize








(
· Group and ungroup 






(
· text wrapping







(
· borders








(
· animate







(
· create slide transitions







(
· produce handouts and speaker notes





(
Artwork and Imaging software

These are the skills required for you to achieve an excellent pass mark for your CIDA    e-portfolio remember the examiner must be able to see that you have demonstrated the skills

· Select and capture images

· Use a scanner







(
· Download images from the internet




(
· Use clipart and library images




(
· Use a digital camera and download images



(
· Modify images

· Group and ungroup






(
· Cut, paste, crop, trim and resize




(
· Align and rotate






(
· Choose appropriate image resolutions and file formats for:
· Print publications






(
· Digital publications






(
Digital Sound

These are the skills required for you to achieve an excellent pass mark for your CIDA    e-portfolio remember the examiner must be able to see that you have demonstrated the skills

· Capture sound







(
· Edit sound clips







(
· Use sound clips







(
These are the skills required for you to achieve an excellent pass mark for your CIDA    e-portfolio remember the examiner must be able to see that you have demonstrated the skills

Internet and Intranets

· Use features of  browser software:

· Home, refresh, reload






(
· Forward, back go






(
· History







(
· Bookmarks and favourites





(
· Hyperlinks within sites





(
· Copy and save







(
· Select and print






(
· Use search engines:
· Single criterion






(
· Multiple criteria






(
· Refine searches






(
These are the skills required for you to achieve an excellent pass mark for your CIDA    e-portfolio remember the examiner must be able to see that you have demonstrated the skills

Email

· Receive an email







(
· Send an email:

· To an individual






(
· To a group







(
· With an attachment






(
· With carbon copies






(
· Reply to individuals 






(
· Reply to all







(
· Use folders to store/ organise emails and attachments


(
These are the skills required for you to achieve an excellent pass mark for your CIDA    e-portfolio remember the examiner must be able to see that you have demonstrated the skills

Web Authoring Software

· Use colour schemes







(
· Use page formatting features







· Tables








(
· Fonts








(
· Alignment







(
· Line spacing







(
· Bullets








(
· Create, select and insert components:

· Text








(
· Images








(
· Sound








(
· Lines and simple shapes





(
· Hyperlinks







(
· Use image/objects

· Position







(
· Crop








(
· Resize








(
· Group and ungroup






(
· Text wrapping







(
· Borders animate






(



