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Preface

Preface

This book is intended to help you successfully complete the test for
Module 5 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. It 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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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 5.

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 5. 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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Now we need to decide what data we want to record for each of these
different things. We will do the first two of these together, then you will try the
third as an exercise. Your answers might be different; don’t worry about this,
there is a degree of subjectivity about the design based on what you think
might be important.

The CD will have a title, and it will be produced by a record company. Since
you are a really serious collector, you are also interested in the catalogue
number. Notice that we have not included the tracks or the artist with the CD
since these are different things.

The artist or band will have a name. You may also want to record their date of
birth and some brief notes about their history, but only for those artists that
really interest you. Date of birth sounds a little strange for a band or group,
but there is no reason why you can't use this to actually mean the date that
the group was first formed.

Exercise 3.2

Now try the same process for a track. Think of the data you would like to
record about a particular track. Look at a real CD for inspiration. You might
have decided that each track will have number, a name and a duration in
minutes. This is almost always provided on the sleeve notes.

The rack is simple. All we need is its rack number and perhaps the number of
CDs that it can store so we can quickly see when it is becoming full.

To summarise: we have the following things that we want to store and the
most important data fields for each:

CD
Title
Record Company
Catalogue number
Artist
Name
Date of Birth
History
Track
Number
Name
Duration
Rack
Number
Capacity
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@ The field size is probably set to 50 characters. This is a little generous, but
we will leave it alone, since it is possible that a band name might approach
this number of characters. Generally, the number of characters should be
kept as small as possible without limiting the typical use of the field.

® Format and Input Masks are currently not set, and since there is no real
pattern to the name of an artist or band there is no advantage in specifying
a format in this case.

@ Captions is useful, so we will enter ‘Artist/Band’

® There is no sensible Default Value, Validation Rule or Validation Text for this
field, so we will not enter this data.

® We will always require an artist or band name so we will mark this field as
required. Similarly, we don't want to allow the field to contain no characters,
so we will disallow zero length.

We will carry through the same process for the DOB field.

@ Format does not show a length of field, because Access already knows
that this is a date field. If you click on the Format field you will see a range
of possible date formats. These are:

1. General Date
2. Long Date
3. Medium Date
4. Short Date
5. Long Time
6. Medium Time
7. Short Time

We don’t need a really accurate date/time, so Short Date is a suitable
choice.

® Input Mask also presents options that are suitable for a date field. Click on
the drop down arrow to display these and choose. Make sure that the date
format matches your local country standards, otherwise users will be able
to enter data in a familiar formats. You will be guided through your choice
of an Input Mask by a small Wizard, which is very useful in this case.

@ We will add a suitable Caption as before, but will not bother with a Default
Value, a Validation Rule or Validation Text.

@ We do not require data to be entered in this field (some singers may be coy
about their age!), nor do we need an index.
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