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Preface

This book is intended to help you successfully complete the test for
Module 3 of the European Computer Driving Licence (ECDL). However
before we start working through the actual content of the guide you
may find it useful to know a little bit more about the ECDL in general
and where this particular Module fits into the overall framework.

What is The ECDL?

The European Computer Driving Licence (ECDL) is a European-wide
qualification that enables people to demonstrate their competence in
computer skills. 1t certifies the candidate's knowledge and competence
in personal computer usage at a basic level and is based upon a single
agreed syllabus.

This syllabus covers a range of specific knowledge areas and skill sets,
which are broken down into seven modules. Each of the modules
must be passed before the ECDL certificate can be awarded, though
they may be taken in any order but must be completed within a three
year period.

Testing of candidates is at audited testing centres, and successful
completion of the test will demonstrate the holder's basic knowledge
and competence in using a personal computer and common computer
applications.

The implementation of the ECDL in the UK is being managed by the
British Computer Society. It is growing at a tremendous rate and is set
to become the most widely recognised qualification in the field of
work-related computer use.

The ECDL Modules

The seven modules which make up the ECDL certificate are described
briefly below:

Module 1: Basic Concepts of Information Technology covers the
physical make-up of a personal computer and some of the basic
concepts of Information Technology such as data storage and memory,
and the uses of information networks within computing. It also looks
at the application of computer software in society and the use of IT
systems in everyday situations. Some basic security and legal issues are
also addressed.
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® Widow and Orphan control. If selected, this stops odd lines being left
at the top and bottom of pages. In Word you cannot control the minimum
number of lines, as you can in some programs.

® Keep with next. If selected, the paragraph will always be on the same
page as the one following. Note that it only makes sense to use this
occasionally, for example with headings, as otherwise you can have some
very short pages or not even be able to paginate at all.

©® Keep lines together. If selected, all the paragraph will be included on
one page.

® Page break before. This is self-explanatory.
The othet two options in this window are:

@ Suppress line numbers. For this to have any effect, you have to
indicate that you want line numbering as default. You do this in the File
menu and choose Page Setup and then the Layout tab (Section 13.3).

® Don’t Hyphenate. Again, for this to have any effect, you have to have
hyphenation set for the whole document. You do this in the Toels menu,
selecting Languages and Hyphenation, where you can also set the
parameters that control when hyphenation takes place.

If you have hyphenation set, the paragraph given above (with the text
changed appropriately) now looks like:

This text has been justified, and indented on both sides, partly to dis-
tinguish it from the main text. You will notice that the both sides are now
justified and now hyphenated, so that if a word will not fit, it is hyphen-
ated, rather than taken to the next line. This means that the interword
spacing varies. However, if there are long words, such as antidisestab-
lishmentarianism, intergovernmental or pseudointellectual, and/or if the
line length is short, some of the interword spaces are now not so large.
If you do not like the hyphenation breaks, you can add optional
hyphens (see Chapter 5).

Exercise 8.3b

Now continue the operation with your test file and add some formatting to your
paragraphs. As your test file is a letter, the address and the date should
probably be aligned right. You may also want to change the interline spacing in
the paragraphs and perhaps the spacing before and after the paragraphs. Do
you need spacing before and after? You may also want to add some indents.

** %

* *
* ECDL *
%
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