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Module 4: Spreadsheets

Module 2: Using the Computer and Managing Files covers the
basic functions of a personal computer and its operating system. In
particular it looks at operating effectively within the desktop
environment, managing and organising files and directories, and
working with desktop icons.

Module 3: Word Processing covers the use of a word processing
application on a personal computer. It looks at the basic operations
associated with creating, formatting and finishing a word processing
document ready for distribution. It also addresses some of the more
advanced features such as creating standard tables, using pictures and
images within a document, importing objects and using mail merge
tools.

Module 4: Spreadsheets covers the basic concepts of spreadsheets
and the ability to use a spreadsheet application on a personal
computer. Included are the basic operations for developing, formatting
and using a spreadsheet, together with the use of basic formulas and
functions to carry out standard mathematical and logical operations.
Importing objects and creating graphs and charts are also covered.
Module 5: Database covers the basic concepts of databases and the
ability to use a database on a personal computer. It addresses the
design and planning of a simple database, and the retrieval of
information from a database through the use of query, select and sort
tools.

Module 6: Presentation covers the use of presentation tools on a
personal computer, in particular creating, formatting and preparing
presentations. The requirement to create a variety of presentations for
different audiences and situations is also addressed.

Module 7: Information and Communication is divided into two
main sections, the first of which covers basic Web search tasks using a
Web browser and search engine tools. The second section addresses
the use of electronic mail software to send and receive messages, to
attach documents, and to organise and manage message folders and
directories.

This guide focuses upon Module 4.

How To Use This Guide

The purpose of this guide is to take you through all of the knowledge
areas and skill sets specified in the syllabus for Module 4. The use of
clear, non technical explanations and self paced exercises will provide
you with an understanding of the key elements of the syllabus and
give you a solid foundation for moving on to take the ECDL test
relating to this Module. All exercises contained within this guide are
based upon the Windows 98 operating system and Office 97 software.
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Module 4: Spreadsheets

If you don’t have access to the Internet, or if you are happier learning
from a book, there are numerous published training guides for Excel
covering every single facet of using the software.
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