1.3 DEVELOP AND PRESENT
INFORMATION

Tasks

This section mainly addresses the curriculum areas specified, although to allow a more realistic
setting for each task, some elements from other curriculum areas may also be mentioned.
This section has been prepared for use with Microsoft Office ® 2010 software.

Microsoft Office ® is a suite of software which is popular for producing word processed
documents, spread sheets, databases and presentations. The Microsoft Office ® includes
Microsoft Office Word ®, used for word processing and Microsoft Office Excel ® used for
spreadsheets. Word 2010 files are recognised by the “.docx” extension, the internationally
recognised standard for this type of file name extension.
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Open Word:
Using a computer you have been provided with, please follow the following instructions to ensure you
can open the Word application on your computer.

’
start
1. Move the mouse to the ‘Start’ button located on the bottom left hand

side on your screen. Left mouse click (LMC) the ‘Start’ button. The Start button lets you
open the programs on your computer.

2. Move and hover your mouse pointer over the words ‘All Programs’. A list of programs will appear

to the right.

I all Programs B

i4 start

3. Move and hover your mouse pointer over ‘Microsoft Office’. A list of programs will appear to the

- @

right. Find ‘Microsoft Word 2010’. Left mouse click (LMC).

Student

2. all Programs B

M| 7J start

A
M\ yLC media player

Adobe Reader X
A—.‘f Microsoft Access 20

f& Microsoft Office
@ Microsoft Office Live Meeting 2007
| =] OpenOffice.org 3.1

@ HP ProtectTools Security Manager

@ Windows Movie Maker
I Microsoft Office Labs
@ Skype

[@ BlackBerry

[ sage Accounts

P8 Adobe Reader X

&) Audacity

[@ Adobe Help Viewer 2
(ER () Microsoft Siverlight 3 SDK

I Microsoft Office 2010 Tools
\@ Microsoft Office Tools
Microsoft Access 2010

@ Internet [@ PDF Complete @ Microsoft Excel 2010
Internet Explorer -
C et Erporer @) Roxio (] Microsoft InfoPath Designer 2010
! E-mail i@ sharepaint (I Microsoft InfoPath Filler 2010
i Microsoft Outlook "
I Sophos Microsoft Office Access 2003
£ Launch Internet || -
R Explorer Browser I Soundmax E Microsoft Office Excel 2003
@ startup Microsoft Office InfoPath 2003
W‘! Microsoft Word 20100 () videoLAN Microsoft Office PowerPoint 2003

@ Microsoft Office Publisher 2003

= @ Internet Explorer [#] microsoft office word 2003
'P; ) ) @ Microsoft Office Communicator 2007 R2 @ Microsoft OneNote 2010
©, Microsoft PowerPoint
= .. Remote Assistance |0] Microsoft Outlock 2010
p
)@ Microsoft Excel 20101 @ Windows Media Player [E Microsoft PowerPoint 2010

[B] Microsoft Publisher 2010
@ Microsoft SharePoint Workspace 2010
1 Microsoft Word 2010

This will open a blank Word document.
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The Word interface: The screen below is referred to as the interface.

Maximise/
restore button
Title bar

Ribbon Minimise button
= Close box
AN A ECET RE S [unca] amas AaBbG sabee AAB tepiee s P
W R-=-A- EEAE G- - 0- | rwes [1hd. esrel *M'l!-' oed Bome Samtetn |- QU | Q sdt-
~<— |\ain window or
document area
Fﬁ e Status bar

The Word tabs: There are eight tabs in Word. LMC on each tab to view them.

Home Insert

Page Layout

References
j e CalibriBody) ~'11 ~ A" A" Aa~ | & = i=-'Z- iE
Paste v s A W, . [§ ‘=
v J Format Painter B 7 U~ x X -4 A EE3ANE =
Clipboard O Font Paragraph
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What does it do?

File management, saving, opening, closing, printing and more.

Common features for text formatting, styles of text, editing text and inserting
information from the clipboard

Inset | Pagelsyout  References  Maiings  Review

View
BoPd. @2 3 380 GE4E
ﬂ D = B e B8 = - 3 28 3 & = Boweatm T Q
Cover Blank Page hb&e Piture Clip Shapes SmartArt Chart Screenshot  Myperiink Bookmark Cross-reference  Meader Footer Page Test  Quick Wofdln Equation Symbol
Page- Page Bresk - At - - - * Number+ | Box- Parts< ", %4 Objet - - -

Siesdern c Comen

To insert pages, tables, illustrations, links, headers and footers, text and
symbols.

CHome | nset  Pagelaout  References

;, ut . P . — =, s 2 Fing
j i o Kt Lo g > SoEE AsBbCcDc | AaBbCel Assbceoe AaBbC: AaBbce AAB 4asbee A P

Paste - : ~w. AL (w . - _ Chany
B I U -shex x| fY A ‘ K 23] T Normal | Stylel CITB  TNo Spac.. Headingl  Hesding 2 Title Subtitle | M,D_t 3 Seteat -

J Format Painter

o, o

Page layout For choosing a theme for the document, setting up the page orientation,
margins, columns, breaks and controlling the background of the document,
setting up paragraphs and arranging the order of objects in the document.

Home  lnsed | Pagelsout | References  Mailings  Redew

| Bcotors - [ ™ Ij : :“sum L:] ﬁ ‘ j Indent ) ip:unw

[j]vom L) ¥ Line Numbers = Eiet 0cm T | taBefore 10pt
Margins Orientation  Sze  Columns Watermark. Page  Page | sa

@m s ~ - v - " | n,pnmm" Color ~ Borders B3 Right: 0cm T i=Ater oOpt

Themes Dape Cotun Dany Pacanarn

References Is for including a table of contents, footnotes, citations and generating a
bibliography, captions and an index to a document.

‘Home

Tnset Pagelyout | References  Mailings  Review  View
[2» Add Text * AB' thylnsert Enanote l B 3 Manage Sources j ) Inset Table of Figures [ 23 Insert index Do gmm Table of Authorities
L3 Update Table A‘m Footnote = g style: APA Fimt + 2 Update 2 Update Index 2 Upaate Table
Table of sert Mark Mark
Contents * Footmle _J shew N otation - PBbiconphy + | aptan ) Crossreterence Entry Ctation
ahta ot £ onbant e Lani s Saniaat bt
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Tab What does it do?

Mailings Mailings is for creating a mail merge.

Home Insert Page Layout References Mailings

= @ B = R BR I A g N Rl
= ~£J V] B & J J | | 93 Maten fie \ | @irind Recpient v

'
-
Envelopes Labels  Start Mail  Select Eot Highlight  Addre: eeting Insert Merge -3 Fi
Merge > Recipients > flecipient List | Merge Fields  Biock  Line Preld A Upcate tabels | Resu; D Aut x far b %
Sract uren s eite & Ynsent Eiptt o oo Einish

Review For checking the document before you complete it.

Home  Insent meu,um References. . Maflings | Review

- Lt e
VOMES Y BuNE ¥ImT— I 0 &S

Spelling & Research Thesaurus Word "lﬂll‘ll unquoqe New Detete Track A((em Re‘t(‘l anou [ I Restnet | Uinked
Grammas Count Comment Changes » B Reviewmg Pane ~ Authors + Edting | Notes
Prooting language Lomments Tpching Changes Compare Protect Onatéote

Home  Inset  Pagelwout  References  Msiings  Redew | View

j j ¥ Ruler © Ll One Page _,9 E : _uvmw Side by Side 5} [
[7] Gridiines A & Two Pages 3 ng —3

Print |Full Soceen Web  Outtine Oraft Zoom 100% New Amange Spin Switch Macros

Layout | Resding Layout 7] Mawigation Pane o) Page Width | window  All 3 Reset Windo 0n | Windows= | v

Document Views Show Zoom Window Macrog

Contextual tabs

Additional tabs will appear when objects such as images or tables are highlighted in the document,
these are called contextual tabs. They only appear when required to limit the amount of information
and options on the screen.

Picture Tools

Insert Page Layout References Mailings Review View 1 Design Layout

How to open a new document: ;
1. LMC the file tab. @ i Taplatis
2. LMC New. o= £i2 Ghhone

3. LMC Blank document = r & LD lim L

Home Imel  Fagelnout  Aeferences  Malings  Review  View

or a template. et Rspems] o0, X WU e
b (= == ‘
Save & Send =4 =) -y _j ‘J “? .—é"l
e ﬂ::;:; Agendas Books :n::‘:u’;s Budgets ec e Calendars [
2) Cptiom = —
o |

Form Inventories
Activity: Lets practice = Sy

Practice opening a new document. ol &
. . =] & E (s = i
Also try opening a business card and a memo. =l = " ' '/—='/ — —— /
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How to open an existing document:
Double LMC the mouse on this icon.

Alternatively you can LMC
on File tab and then Open.

1. Go to the file location in the dialog box.
2. LMC the correct file.

3. LMC open.

l?? | » Computer » Removeble Disk{Gi) » ESICT Level 1 Resource » v |43 [ Searth ESiCTEevel s Resource P
Qrganize v New folder Siel (@
B Desktop - Nsme - Date modified Tyoe ™
‘i Downloads L am <0
2. Recent Places S
Files 4 Internet 2405/20
M
, L Sam, 2
( 1) 1.3 Develop and present information ) 2. 0 4,995 kB
4 Ubraries 7] e
a1 ) 0 190 k8
)] Essential skills ICT Leved 1 Resource pack .. 24/05/20
o Homegroup = - .
) Essential skills ICT Level 1 Resource pack... 0
- B tracking - project 19 K8
W Computer “ o e c
) Usefud Websites 17 KB
& vanDows ()
(s Data (D) 1.
{4 DVD R Drive (E;) Audio CO
- Removable Disk (G))
S Network
M WNER.TASH =
File name: - [Ailwo;doocimii 7;]
toos + [ open. ) Buconce ]

Activity: Lets practice
Practice opening some of the practice files provided by your tutor from a memory pen,

a server and a local drive.
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How to save a document:
1. LMC the ‘File’ tab.

| save

2. LMC ‘Save as.’ (R sovens) |

J& . « Removoble Disk (G} » ESICT Levelt Resource »

Organze v New foldes

3. LMC the correct file location.

*  Name
W Favorites

4. Type a name into the name Macior. b e
. . " smieds 1 Semples
in the file name box. Bt e 013 beep s mnn
" )1
3 1) Essential shills XCT Leved 1 Rescurce pack ...
b | ) sl sl KT Leved 1 Resource ..
5. LMC save. & emepen ' R-toteny
- C f
G 3.
x Data (D)

€9 OVD RW Drive (E) Audio €O
o= Removable Disk (G)

[ R UR— - & L4
i nome (ETTETTETEEm—— ] =
Save o3 type: |Word Document |
Authare Owner Tage: Addatag
| Seve Thumdinel
st 5.
= Hide Foldess Toots v ((_sme J) [ Conca

Activity: Lets practice

You are writing a letter to a supplier re an outstanding bill, create a new document, and save the
document as ‘Kanzil_your initials_today’s date.” Save this document into the ‘Kanzil Word
Processing’ folder you created in section 1.
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How to print a document: SR il
1. LMC the ’F”e’ tab { Home Insert Page Layout References Mailings Review
i [ save .
2. LMC *Print. = Print
B save As LS]
e : Copies: 1 Printer
3. LMC the printer and select y Open Print (g e s .
i [ Close b =
your pr|nter from the glrop : & =
dOWﬂ ||St by LMC on it. Info Printer 3' KODAK ESP 3200 Series Ai0
4| Offline
7 KODAK ESP 3200 Series Aid 2% —
. R t . /
4. Select pages to be printed. = il = offine A
. . Microsoft XPS Document Writer
The default is to print the New 0 o Redy
whole document, type | Settings 4.11| g e
. . . p ~ B
individual or several page % Print All Pages ol B
numberS intO thlS bOX |f Save AiSend 4 Print the entire document 5 —
you wish to print part of Eages, prnt o Fe
the document. Help E‘ Print One Sided =
B3 “options =| Only print on one side of the page
. == Collated
; ElE =
5. Additional parameters B et QQLB aaas
can be changed from =
the printer’s default in Eerer Oneylaion >
this section. A .
21 cmx29.7 cm
1 Normal Margins <
t— Left 254 cm Right: 2.54 cm
D 1 Page Per Sheet v
Page Setup

The insertion point/mouse cursor: 1

The insertion point is the blinking line on the page and this vertical line indicates the position you are
working at on the page. The insertion point will automatically move to the next line after you reach the
margin at the right hand side. This is known as word wrap. Use the space bar on the keyboard to
leave a space between words. Leave one space after a comma and two after a full stop.

l l
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How to select and highlight text:

A single word: Position the mouse cursor in front of the first character, press and hold
down the left button of your mouse, drag the mouse to the right until the word is highlighted.

E.g. Kanzil Construction Ltd

Then release the left button, the text will be shaded in blue, this is known as highlighting. You can also
double left mouse click on the word to achieve the same.

A line of text: Position the mouse cursor next to the line in the left hand margin and LMC. e

E.g. Kanzil Construction Ltd have beenin business since 2000 directed by A. O’Kane and F. Brazill. ’

A paragraph: Position the mouse cursor in the left hand margin beside the paragraph ﬁ
of text and double LMC.

E.g. Kanzil Construction Ltd has been in business since 2000 directed by A. O’Kane and F. Brazill.
They employ forty engineering and construction operatives, working throughout Northern Ireland.
Kanzil specialise in work on listed structures and facade retention.

A whole document: Hold the CTRL key on the keyboard and position the mouse cursor
in the left hand margin, LMC. Alternatively you can hold the CTRL key on the key board
and press ‘A’

Activity: Lets practice
Type this text into a new document. Practice highlighting a word, sentence and paragraph of this text:

E.g. Kanzil Construction Ltd. has been in business since 2000 directed by A. O’Kane and F. Brazill.
They employ forty engineering and construction operatives, working throughout Northern Ireland.

Kanzil specialise in work on listed structures and facade retention.

Save this document into the ‘Kanzil Word Processing’ folder you created in section 1.
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TASK 1.3A

Enter, develop and organise text that is fit for purpose and presents information effectively,
applying editing techniques to achieve the required outcome.

Develop and organise text:
1. The visual impact of your text is controlled in the home tab.

2. Go to the font panel to adjust and edit text ﬁ

3. Alternatively you can go to the font dialog box, selected by LMC the grey arrow on the bottom right
hand corner of the font panel using your mouse or holding ‘CTRL and ‘D’ on your keyboard.

o =
by

1 Insert Page Layout References Mailings
!j - Z Calibri Body) + |11~ A" A" | Aav | &5 |2
o =53 Copy
Paste - 2 | A~ 3B, =
» < Forma{ Painter 5 she X, X' | A~ 2 - A
Clipboard % Font iy |
3

4. The font is controlled here by LMC.

5

Font style: Size:

5. The font style tools bold (B), italic (I) +Headings B mglfma- - s B
and underline (U) are used to highlight pomki e )]\ oae . L O
text, emphasise a point or create Agerian _||[PeT= i

subtitles. You must either select the

. . Font color: Underline style: Underline color:
font style before you type or highlight automatc [ | (rone) = automatc [~ ]
the text before you change the style. Effacts '
[ strikethrough [ small caps
[7] Double strikethrough [ All caps
[ superscript [] Hidden
[ subscript

Preview

AaBbCcYvyZz

Set As Default | | TextEffects... | [ ok ][ canca |
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TASK 1.3A

6. You can set the size of the text 6 11 :
here before you type or highlight ﬁ Calibri(Body) ~(11 ~ A a") (Aa”) | &)
text you have already prepared
and change it here. Click (LMC) B 7 U/~ abeflx, x*|] A-[ A -
on the drop down arrow in the font 8 9 10 7

panel or use the scroll bar in the font
dialog box. You can also use the grow
font and shrink font buttons on the font
panel to increase and decrease

highlighted text. Font | Advanced

7. Change the colour of the font here. Font:  Font style:
Black is the default colour. Select the Regular

colour before you type or highlight the Fheadnes A | .
text and then change the colour. Aharori B
Algerian Bold Italic
Andalus i
8. Strikethrough the text here. Select Font color: Underline style: Underline color:
strikethrough first and type or highlight Tl automatic  [+]|[ mone) [] [ Automatic
the text and then select strikethrough. Effects

. . [‘D— idd
superscript by selecting the tool B :EE:::;N o

first and typing or highlighting text orevien
and then selecting the tool (LMC).

[] strikethrough 8 [] small caps
9. You can create subscript and ﬁ [-D—9~°°“b'e strikethrough [:D All caps

AaBbCcYvZz

10. You can highlight the background of
text in a document using the highlight
tool on the font panel.

Set As Default | | TextEffects... |

11. Change the case of text using the
change case tool.

You can use pre-set styles of text, go to the home tab and use the styles panel for titles, headings
subtitles and normal text. Select the style first and type or highlight the text and then LMC the style.

AaBbCcDc | AaBbCel AaBbCcDc AaBbC: AaBbCc Aalj AaBbCc. | _ %

T Normal Stylel CITB T No Spaci.. Headingl  Heading2 Title Subtitle | _ (;Pyalnge

Styles [
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Activity: Lets practice
Enter this text in a blank document in the default font, size, colour.

Original:

Traditionally, construction has been a very important sector within the local Northern Ireland
economy. Until 2007, total output from the sector was estimated to be approximately £2.6 billion
annually (www.investni.com). The latest forecasts reveal two distinct phases for the industry:
one of recession (through 2009 and into 2011) and one of gradual recovery (from 2011 to 2013).

Use the enter key to leave two lines and change the font to Arial, font size 14, colour red. Make
Northern Ireland economy bold, underline and italicise it. Change the remainder of the text to blue,
highlight recession in yellow and strikethrough “The latest.’

Completed text:

Traditionally, construction has been a very important sector within
the local Northern Ireland economy. Until 2007, total output from
the sector was estimated to be approximately £2.6 billion annually
(www.investni.com). Frelatest forecasts reveal two distinct phases
for the industry: one of recession (through 2009 and into 2011) and
one of gradual recovery (from 2011 to 2013).

Save this document into the ‘Kanzil Word Processing’ folder you created in section 1.

Enter text:

Position the mouse cursor where you want to place your text and

type the text to put it into your document. To enter more text into u
an existing document move the mouse and LMC or use the arrow

keys to move the cursor before you type. u u H
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Activity: Lets practice
Enter this text in the default font, size, colour.

Original:

Traditionally, construction has been a very important sector within the local Northern Ireland
economy. Until 2007, total output from the sector was estimated to be approximately £2.6 billion
annually (www.investni.com). The latest forecasts reveal two distinct phases for the industry: one
of recession (through 2009 and into 2011) and one of gradual recovery (from 2011 to 2013).

Add the following sentence: ‘A number of professional construction institutes have put measures in
place in order to help their members through the recession. ’ before the last sentence.

Completed text:

Traditionally, construction has been a very important sector within the local Northern Ireland
economy. Until 2007, total output from the sector was estimated to be approximately £2.6 billion
annually (www.investni.com). A number of professional construction institutes have put measures
in place in order to help their members through the recession. The latest forecasts reveal two
distinct phases for the industry: one of recession (through 2009 and into 2011) and one of gradual
recovery (from 2011 to 2013).

Save this document into the ‘Kanzil Word Processing’ folder you created in section 1.

Delete text: There are several ways of doing this.

1. Position the mouse cursor to the left of where you want to delete and use
the delete key. This deletes the characters in front of the cursor one at a time.

2. Position the mouse cursor to the right of where you want to delete and use
the backspace key. This deletes the characters after the cursor one at a time.

3. To delete a large area of text, highlight the area to be deleted and press the delete key.
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Activity: Lets practice
Delete the words in red.

Original:

Traditionally, construction has been a very important sector within the local Northern Ireland
economy. Until 2007, total output from the sector was estimated to be approximately £2.6 billion
annually (www.investni.com). The latest forecasts reveal two distinct phases for the industry: one
of recession (through 2009 and into 2011) and one of gradual recovery (from 2011 to 2013).

Completed text:

Construction has been a very important sector within the Northern Ireland economy.
Until 2007, total output from the sector was estimated to be approximately £2.6 billion
annually (www.investni.com). Forecasts reveal two distinct phases for the industry: one
of recession and one of gradual recovery.

Save this document into the ‘Kanzil Word Processing’ folder you created in section 1.

Undo and redo:
If you have made an error you can use the undo button to undo the last action.

@ You can also use the undo drop down to undo several actions.

@ Or you can use the redo button to repeat an operation, or to repeat more
than one operation or reverse an undo action.

Activity: Lets practice

Highlight and delete the words in red and use undo to restore them.

Original:

Traditionally, construction has been a very important sector within the local Northern Ireland
economy. Until 2007, total output from the sector was estimated to be approximately £2.6 billion
annually (www.investni.com). The latest forecasts reveal two distinct phases for the industry: one
of recession (through 2009 and into 2011) and one of gradual recovery (from 2011 to 2013).
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Moving text: There are several ways of doing this.

hold down the left mouse button and drag the cursor to the new location in the document,

1. Highlight the text you want to move, click the mouse cursor in front of the text and ﬁ
release the mouse button.

2. Highlight the text you want to move, use cut from the home tab,

clipboard panel. E Home Inse

Position the cursor in the new location in your document and | 3 [M
go to the home tab, clipboard panel and use the paste tool. =———- 53 Copy

+ ) < Format Painter
Clipboard I

3. Highlight the text you want to move, (
right mouse click (RMC) and select cut. (

Cut
Copy

Position the mouse cursor in the new position Paste Options:
and right mouse click (RMC) and select paste. 2 &

Go| i |e<

Font...
Paragraph...
Bullets

v

v

Numbering

Styles 4

R TTITIE e

Hyperlink...

Look Up 4
Synonyms »
25 Tranglate

Additional Actions »
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Activity: Lets practice
Highlight the sentence in red and move it.

Original:

Traditionally, construction has been a very important sector within the local Northern Ireland
economy. Until 2007, total output from the sector was estimated to be approximately £2.6 billion
annually (www.investni.com). The latest forecasts reveal two distinct phases for the industry: one
of recession (through 2009 and into 2011) and one of gradual recovery (from 2011 to 2013).

Completed text:

Until 2007, total output from the sector was estimated to be approximately £2.6 billion annually
(www.investni.com). Traditionally, construction has been a very important sector within the local
Northern Ireland economy. The latest forecasts reveal two distinct phases for the industry: one of
recession (through 2009 and into 2011) and one of gradual recovery (from 2011 to 2013).

Save this document into the ‘Kanzil Word Processing’ folder you created in section 1.

Copying text: There are two ways of doing this.

1. Highlight the text you want to copy, use copy from the

home tab, clipboard panel. u--*--j ut
Position the cursor in the new location in your Paste
document and go to the home tab, clipboard - ) <J Format Painter
panel and use the paste tool. Clipboard |
& Cut
2. Highlight the text you want to copy, right mouse click (RMC) ’m
and select copy. [ Paste Options:
& &
é Position the mouse cursor in the new position A | Font..
and right mouse click (RMC) and select paste. =
=y Paragraph...
‘= Bullets | »
i= Numbering | »
A styles >
g) Hyperlink...
Look Up >
Synonyms 4
35 Translate
Additional Actions »
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Activity: Lets practice
Copy the text in red as below.

Original:

Traditionally, construction has been a very important sector within the local Northern Ireland
economy. Until 2007, total output from the sector was estimated to be approximately £2.6 billion
annually (www.investni.com). The latest forecasts reveal two distinct phases for the industry:
one of recession (through 2009 and into 2011) and one of gradual recovery (from 2011 to 2013).

Completed text:

Traditionally, Traditionally, construction has been a very important sector within the local Northern
Ireland economy. Until 2007, total output from the construction sector was estimated to be
approximately £2.6 billion annually (www.investni.com). The latest forecasts reveal two distinct

phases for the industry: one of recession (through 2009 and into 2011) and one of gradual
recovery (from 2011 to 2013).

Save this document into the ‘Kanzil Word Processing’ folder you created in section 1.
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Prepare a cover letter to accompany a tender document. Save this document as ‘Task 1.3a’ in the
‘Kanzil Word Processing’ folder you created in section 1.

The letter is going to Mr John Smith at South West Architects. The tender is for the facade retention,
demolition and reconstruction works at 99 Bridge Street, Omagh, Co. Tyrone, BT79 7AZ. You are
including the completed form of tender, additional information for inclusion in the NEC works
information, copies of Contractor’s All risk, Public Liability, Employer’s Liability insurance documents.

Bold, blue, size 14, [ Kanzil Construction Ltd ]

2 Nquntioy, Avenus
Qmash
Bold, italic, size 14 Co. Tyrong 5T72 7AH

F.A.0.: MrJohn Smith

North West Architects
77 High Strest
g-\,}r ,Ea!-m

Co. Armagh BTS2 2a2

[Monday 11 October 2012 | Bold

z3r Nir Smith A = A
Dear Mr Smitn, Bold, italic, underlined

[ Re.: Tender is for the focode retention, demolition ond reconstruction works ot 99 Bridge Street,

Co. Tyrone, BT79 7AZ.

Please find enclosed the completed form of tender, additional information for inclusion in
the NEC works information, copies of Contractor’s A risk, Public Liability, Employer’s Liability
inzurance cdocuments for the zbove tencer. We confirm that we Can procssc on 3its 3t the catss st
out in the form of tender.

Qur tender iz baszed on prices 33 wers on the designated dats and include the revisions issusd in

rE3ponis to the QuEries we raissd curing the tencer perioc. We look forward to hearing from you,

Yours sincerely

[Your name]

€.c.: Mr Q. Surveyor, Kanzil Construction Ltd.
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TASK 1.3A

Use appropriate page layout to make the document clear and
easy to read. The page layout tab contains the tools to do this.

n Colors ~

Fonts ~
Choose a theme for the document: Go to the page layout E @ Effects v
tab and in the themes panel go to the themes dropdown. Themes

When you select a theme for the document it puts in place a colour scheme
for the text, formats the style of text and ensures your document is consistent.

Custom -

Activity: Lets practice

In a new document go to the page layout tab, go to the themes panel
and in the Themes dropdown select a theme. Enter text in title, subtitle,
normal, heading one and heading 2 styles. Highlight the text and change
theme by returning to the page layout tab, themes panel and selecting

a different theme from the dropdown.

Example:
Title
Normal
Subtitle Tltle
Hading 1 Normal
Normal ~. .1
Subtitlie
Heading 2
Normal .
Heading 1
Normal
Headi 2
Change theme to ‘Summer’ eading
. Normal
and it changes to:

Save this document into the ‘Kanzil Word Processing’ folder you created in section 1.
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TASK 1.3A

Page setup: Go to the page layout tab and

[—

P T 3 »= Breaks ~
then the page setup panel. This is where l Ij =E| =
] = =
ou change the margins on the page, the = #3 Line Numbers ~
y . . 9 9 pag ) Margins|Orientation | Size Columns i
orientation of the page and the page size. ¥ v 3 +  b& Hyphenation v
3 Page Setup 2 (%

Last Custom Setting
Top: 254 cm Bottom: 2.54 cm
Left: 254 cm Right: 254 cm

1. Go to the Page Layout tab, then go to
the Page Setup panel and LMC on the
dropdown under ‘Margins.” Choose from 1] | Normal

‘ . s Top: 254 cm  Bottom: 2.54 cm
the menu or select the ‘Custom Margins left:  254cm  Right 2.54 cm
to create your own. —

1
To change the margins: there are two options. ﬁ ,

Narrow
Top: 1.27 cm  Bottom: 1.27 cm
Left: 1.27ecm Rightt 1.27 cm

2. Go to the Page Layout tab, then go to the
Page Setup panel and LMC on the grey e Moderate

arrow in the bottom right hand corner which i 1oiem Right Lot em
will open the Page Setup dialog box. Alter

. . . . Wide
the top, right, left and right margins to suit. Top:  254cm  Bottom: 2.54 cm
. e . Left: 5.08 Right: 5.08
Make sure margins are within the printable area ‘ o o
— you will see this when you preview the print. Mirrored

Top: 254 cm  Bottom: 2.54 cm
Inside: 318 ecm  OQutside:2.54 cm

Custom Margins...

Activity: Lets practice
In the document Kanzil Construction Ltd Page
Margins change the margins to moderate.

To change the paper orientation: vargrs [ Fooer T torent
there are two options. Mergins
3. Go to the Page Layout tab, go to the Page ﬁ Top:  [2S4am 2] Bottom: 254m 4]
Setup panel and LMC on the ‘Orientation’ e 2sten S monn asdam ]
dropdown arrow. LMC the orientation g Ppon B cutwoton [k o]
required. orenteten
— 4
B Portrait Pagf:’““ Landscape
T Multiple pages: :Normal E
E Landscape
Preview
4. Go to the Page Layout tab, go to the Page —
Setup panel and LMC on the grey arrow in =
the bottom right hand corner which will open —
the Page Setup dialog box. LMC the N re——
orientation required.
o ) (o
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TASK 1.3A

Activity: Lets practice

In the document Kanzil Construction Ltd Page Margins change the orientation to landscape.

To change the paper size:
there are two options.

5. Go to the Page
Layout tab, go to
the Page Setup
panel and LMC on

the ‘Size’ dropdown arrow.
LMC the dropdown arrow.

Select the paper size
from the list by LMC.

6. Alternatively go to
the Page Layout ﬁ
tab, go to the Page
Setup panel and
LMC on the grey arrow
in the bottom right hand
corner which will open the
Page Setup dialog box.

LMC the paper size from the
paper size drop down list.

Activity: Lets practice

— =i

:

] 53 Ij =| ¥"=Breaks~
— ' — #3 Line Numbers ~
Margins Orientation | Size | Columns __ )
- - - - bc Hyphenation ~
Pade Setup F]
5 6

DO0ooo

Letter
21.59 cm x 27.94 cm

Legal
21.59 cm x 35.56 cm

Executive
18.41 cm x 26.67 cm

A4
21 cmx 29.7 cm

AS
148 cmx 21 cm

Envelope #9
9.84 cm x 22,54 cm

Envelope #10
1048 cm x 24.13 cm

Envelope DL
11 cmx 22 cm

Envelope C5
16.2 cm x 229 cm

Envelope C6
114 cmx16.2 cm

More Paper Sizes...

-~

—
Page Setup )

| Margins | Paper | Layout |

Paper size:
A4
Letter -
Legal )
Executive E
p4AS i

First page:

Default tray (Auto Select) -
Auto Select

Tray

Preview

£
g
m
&
g
i
ES
-

Print Options...

(o J[ conel |

Set As Defaul

=

In the document Kanzil Construction Ltd Page Size change
the page size to A5. Save this document into the ‘Kanzil
Word Processing’ folder you created in section 1.
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TASK 1.3A

To insert a page break:

Page breaks split along section of text across more pages to make the document
easier to read. There are two options. LMC the cursor in the correct place,

Go to the Insert tab, Page break tool.

NEEL

Cover Blank | Page Table Pict
Page~ Page | Break 4
Pages Tables
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1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3A

To change the paper background: there are two options. 1 2 3

1. To include a watermark: Go to the Page Layout tab, go to ﬁ @ D

the Page Background panel and LMC on the ‘Watermark’ watermark| Page | Page
dropdown. LMC on a pre-set watermark or LMC custom . Color ~ |Borders
watermark to enter your own.

Page Backpround

the Page Layout tab, Page Background panel, go to the

2. To change the background colour of the document: Go to ﬁ
Page Color dropdown arrow and LMC on colour required.

Page Layout tab, Page Background panel, go to the Page
Borders dropdown arrow and LMC on the type of border
and select the style of line, colour and width of line from
the borders and shading dialog box.

3. To change the page borders of the document: Go to the ﬁ

1 2

Confidential =

Theme Colors

' L
CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOTCOPY1 I I I I I I I I I I

Standard Colors
HNu S EHEEEN

[ ] Nocolor

DO NOT COPY 2 -

© More Watermarks from Office.com More Colors...

A Custom Watermark. 1

3  Remove Watermark

(& ' Fill Effects...
2 ] 3
B e
[ gorders | Page Border | ghadng |
Click on diagram below or use
buttons to apply borders
E &
Whole document =
| Qpbons... |
(o ][ conel ]

130



Essential Skills ICT Level 1 Resource Pack for Experienced Construction Workers

1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3A

Activity: Lets practice
Open the document ‘Kanzil Construction Page Setup.” Change the document to include the
watermark ‘Kanzil,” a light blue background and a red box border, 1 pt.

Example before: Example after:

Kanzil Construction Ltd.

res ceen ¥ A OKmne anaF.
Srazil. Trey empicy foty engineaing 870 CONSUUCION COERIVES, WoAlng thoughat
Noshem reland.

O expertise

Listed Structures

successtiy.

Fagade retention

n Notrem

©n projects up to “1EM

Save this document into the ‘Kanzil Word Processing’ folder you created in section 1.
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1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3B

You are contacting previous clients to remind them of your services, tell them news about the
business and hopefully generate some new business. Save this document as ‘Task 1.3b’ into the
‘Kanzil Word Processing’ folder you created in section 1.

Generate a cover letter and company profile to send out to former Clients.

Let the principle Architect John Smith know that the company have expanded and now undertake
new build extensions to listed buildings and structures which require conservation work.

Introduce yourself as the expert in treatment of timber infestation, another new service Kanzil have
moved into as part of a range of inter-related services Kanzil Construction Ltd can offer.

Tell the clients that Kanzil offer a free seminar on EnerPHIT which is the PassivHaus standard for
retrofitted buildings.
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1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3B

We will format paragraphs, to prepare documents for the reader.

To format a paragraph: Paragraphs can be formatted at:

1. Home tab, Paragraph panel, and ﬁ
2. Page Layout tab, Paragraph panel or the paragraph dialog box
accessed by LMC on the grey arrow in the bottom right hand corner.
5
EE v iz~ ai_—_v <'=>=:' -§§ ‘%l q'[ VIndent Spacing

§§ Left: 0cm :: Before: 0 pt s
e = £ Right: 0 cm Y= After. 10 pt o

3 Paragraph I 4 Paragraph F.:J

1 2
3. Onthe Homg tab, Paragraph par_wel, or fE— EET
paragraph dialog box you can align the text

to the left hand margin, centred on the page, Indents and Spacing | Line and Page Breaks

i
I
i
|
JT
&
I

4Fr 4

to the right hand margin or justified which General
spaces out the text evenly between the left ( Aignment: ED 3
and right hand margins. Qutine level: |BodyText [~
Activity: Lets practice Indentation
Labels the four pieces of text according to their Left: oan [ Spedial: By:
alignment. Right: om [ (none) [=] | =
[] Mirror indents
ICT for experienced workers in Aligned spacne 4
the construction industry. justified? Before: TS Line spacig: At
After: 0pt 2] [Multiple E 115 5]
ICT for experienced workers in Aligned [7] Don't add spage between paragrabhs of the same style

the construction industry. | right?

Preview

ICT for experienced workers in Aligned ‘ N
the construction industry. centre? -
ICT for experienced workers in Aligned [ Tobs. | [setasperut] [ ok ] [ con |
the construction industry. left? ~ _

Activity: Lets practice
Use the indent tools on this sentence, what effect does it have?

ICT for experienced workers in the construction industry.
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TASK 1.3B

4. The indentation of the paragraphs is the size of ‘step’ in the first left of text in from the margins.

5. You can increase and decrease the indent with a single click in the Home tab paragraph panel.

6. To make a paragraph of text easier to read it can be —
broken down into bullet points. The bulleted list [

|
P g o
I
_‘4
F o
©
1
4
——
141
[*H
uvi
("W
NP>

option can be selected before you type or the text m_;.
can be selected and the bullet point option selected | =
after. Use the enter key to make each point a

=EE 5 &
Paragraph

separate bullet point by LMC at the start of each
point and pressing the enter key.

§ =)

Activity: Lets practice
Let’s make a bullet point list of the stages in the RIBA
Plan of Work.

7. Alternatively a series of points in a paragraph can be
a numbered list using the numbering tool in the
Paragraph panel on the Home tab.

Activity: Lets practice
Let’s make a numbered list of the stages in the RIBA
Plan of Work.

8. In a complex piece of text a multilevel list may
make the text easier to read.

Activity: Lets practice

Let’s make a multi-level numbered list of the stages in

the RIBA Plan of Work. Save this document into the
‘Kanzil Word Processing’ folder you created in section 1.

RIBA Plan of work stages:

Preparation
Appraisal
Design Brief

Design

Concept

Design development
Technical Design

Pre-construction
Production Information
Tender documentation
Tender Action

Construction
Mobilisation
Construction

Use
Post completion
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TASK 1.3B

RIBA Plan of work stages:

¢ Preparation
o Appraisal
o Design Brief
¢ Design
o Concept
o Design development
o Technical Design
Pre-construction
o Production Information
o Tender documentation
o Tender Action
¢ Construction
o Mobilisation
o Construction
e Use
o Post completion

RIBA Plan of work stages:
1. Preparation
Appraisal
Design Brief
2. Design
Concept

Design development
Technical Design

3. Pre-construction
Production
Information
Tender documentation
Tender Action

4. Construction
Mobilisation
Construction

5. Use
Post completion

RIBA Plan of work stages:
1. Preparation
1.1. Appraisal
1.2. Design Brief
2. Design
2.1. Concept
2.2. Design development
2.3. Technical Design
3. Pre-construction
3.1. Production
Information
3.2. Tender
documentation
3.3. Tender Action
4. Construction
4.1. Mobilisation
4.2. Construction
5. Use
5.1. Post completion

Bulleted

Numbered

Multi-level numbered
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TASK 1.3B

1

To create columns: A large section of text can (MM Feme Tmeer [ Peoeloyout JReferencss  Wiafings
. . Fn i - y= -
be arranged into columns — the narrower width of B colors 2 % fENE
. . . LEL Fonts ~ - -
text makes it easier to read, a technique used by | themes = |Margins Orientation Size |Columns

{3 Line Numbers

o @ Effects * = = - = b Hyphenation
newspapers. Themes PageSd[— | )

1. To format paragraphs into columns go to the
Page Layout tab.

Two

Three

2. Go to the Page Setup panel.
Left
3. Go to the columns dropdown arrow.

Right
6
4. LMC on the number of columns you require. H == More Columms.,
5. To split text into separate columns, position the mouse cursor where you want to split
the text and LMC. Then go to the Page Layout tab, Page Setup panel, then LMC on
‘Breaks.’” Select Column and the tool will move the text to the top of the next column.
6. If you wish to apply the column tools to part of a document, highlight the text, then go
to the columns button and select ‘More columns’ from the dropdown list which will
open the columns dialog box. In the dialog box select the number of columns and
then go to Apply to, choose ‘selected text.’
7. LMC OK Insert Page Layout - References Mailings Review View
I'E |:| ' P‘:j Breaks = l 5 |_b] Fﬁ] |_'L\" Indey
. Page Breaks
Marvgins Orien:caticun Sife Coluvmns Page
pI—J Kﬂark the point at which one page ends
Fage5elup ﬁ and the next page begins.
|20
Column
Indicate that the text following the column

break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

One Two Three Left Right Section Breaks
) Mext Page
Number of columns: |1 = SElEERT J—I Insert a section break and start the new
Width and spacing Preview —_ section on the next page.
Col #:  Width: Spadng: .
. Continuous
B86am [+ — Insert a section break and start the new

section on the same page.

[ ]
]

Equal column width

A S EIE

d Even Page

Insert a section break and start the new
section on the next even-numbered page.

ulll

)

Apply to: | Selected text IEI] 6 Start new column Odd Page

il

Insert a section break and start the new
section on the next odd-numbered page.

-

lig

o) [ce
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TASK 1.3C

Kanzil Construction Ltd have carried out an audit of all existing plant and equipment and you
are preparing a document to advise on whether to hire or buy plant in future. Prepare the
document “Task 1.3c Hire or buy plant.” Save this document as ‘Task 1.3c¢’ in the ‘Kanzil Word
Processing’ folder.

[Making The Decision ] Centre the title

When making the decision as to whether to buy, purchase or lease plant, the following factors are

relevant:
(¢ Type and quantity of work | Create two columns
e Costof hiring of this bulleted list.

. Cost of purchasing

. Cost of leasing

. Tax allowances

. Training of operatives

. Service and maintenance implications
. Storage and security arrangements

. Legal requirement (licence)

. Insurance

. Possibility of generating income (hire out to other contractors).

If a contractor purchases an item of plant, the cost of using the plant should be calculated, bearing in mind

the following considerations:

(e Purchase price of plant and its expected economic life | Create two columns
e Return on capital of this bulleted list
. Maintenance and repair
. Running costs (e.g. petrol, oil and diesel)
. Operatives' wages
. Transport costs to and from site

. Insurance and road licence tax

Ownership advantages

[ Convenience and flexibility | Create two columns of
Plant can be purchased for particular purposes this and indent the three
Tax advantages items in each list by 1cm

and make it a multilevel
Ownership disadvantages numbered list.

Ties up capital

Cost of maintenance and transport

Financing costs
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TASK 1.3C

Cost of idle plant time:

If a contractor decides to hire plant, then basic hire charges can be obtained from an individual plant hire ) \JUStify this text
firm, or from one of the schedules of plant hire charges published by the Building Employers’
Confederation or by professional institutions. When hiring plant there can be two rates: one, which
includes the accompanying driver, the other which does not include a driver. The estimator should then

add the following costs to the basic hire charges, provided they are not included in the basic rates:

Make this a
numbered list

1. Running costs|
2. Operation wages

3. Transport costs
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TASK 1.3D

To format text means to organise it to make the document easy to read and information easy to find.
Tools such as cover page, headers and footers and page numbers help the reader to navigate the
document. Text boxes and symbol tools help you to include detail.

1
Home [ Insert

Cover page:

A cover page presents the key information about your document
so that the reader knows if it is the correct document and you can
include the Author, date produced and graphics representing the
company branding. To produce a cover page LMC at the start of
your document then:

S

Blank Page Table
Page Breal v
Pages 2| Tables

1. Go to the Insert tab. 3

2. Go to the Pages panel. TR =

3. LMC on the Cover Page dropdown B =
to open the templates. =

4. Hold the left mouse button to drag
down the scroll bar and view all templates. e m vocmon e
LMC on your preferred template. A —— e

. [Type the docement titke]
[Type the

documenst

wrie]

e e v st

P

Austin Conservative Contrast v

Lﬂ More Cover Pages from Office.com 14

15‘ Remove Current Cover Page

_g Save Selection to Cover Page Galler

Activity: Lets practice

Create a new document and insert a cover page. This document is going to be a company
profile for Kanzil Construction Ltd. Save this document as ‘Kanzil Construction Ltd company
profile. Save this document into the ‘Kanzil Word Processing’ folder you created in section 1.

139



Essential Skills ICT Level 1 Resource Pack for Experienced Construction Workers
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Headers and footers: | =t LEL] B 2

Headers and footers are greyed out text at the = .

top and bottom of your document containing a SandfEagie  SAOE

range of information. You can choose to include | [Header & Footer

where the document is stored, which revision it

is, who revised it, page numbers, Company 3

name and more. To insert a header or footer: — E
Blank

1. Go to the Insert tab. . 1

3. Go to the Header & Footer panel.

Blank (Three Columns)

3. LMC the Header drop down. - s -

4. Hold the left mouse button to drag down Alphabet

the scroll bar and view all templates.

[Type the document title]

5. LMC on your preferred template.

Annual
[Type the document title] | [Year]
L‘b‘ More Headers from Office.com
5 Edit Header
.:T'i Remove Header

!
at

Activity: Lets practice

Open the Kanzil Construction Ltd Company Profile document you created previously. Insert a
header using the ‘Blank (three columns) template.” The ‘Design’ contextual tab will appear.

1. LMC in the first text section and enter the company name.

2. LMC on the central [Type text] and LMC on automatic date in the insert panel.

3. Enter your name in the third field box.

4. Use the ‘Go to Footer’ tool to toggle to the footer.

Home Insert Page Layout References Mallings Review View Design

j j ‘j 3 j 18 _L 5, Previous V| Different First Page s Header fromTop:  1.25¢em  * E
: - ;! SIS
> - 2 =| | == |=e 39 _'ﬂ Next | Different Odd & Even Pages [+ Footer from Bottom: 1.25¢em o
Header Footer Page Date  Quick {Picture | Clip Goto . X Close Header
- Number~ & Time Parts~ Art jer Footer ) ¥ Link t /] Show Document Text ert tTa and Footer
Header & Footer Insert 2 Navigation Options Position Close
=
Insert Date and Time b—-L-iv1‘-':‘1v4~sns-n‘11'-9‘:c--:z'::-vxsl:a‘-\sn_j,-n-lr-'xr]
T e,
the current document. \
Kanzil Construction Ltd. 1 : [Type text] 2 [Type text] 3
Header |

140



Essential Skills ICT Level 1 Resource Pack for Experienced Construction Workers
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Insert a page number in the
footer by LMC on ‘Page
Number’ in the Header &
Footer panel. LMC on
‘Bottom of Page’ and LMC
on ‘Plain Number 3’

When you have finished

o

= !
=l =
Header Footer

Header &7 (g

Home 5 Insert Page Layout References Mailings Review View |
";'1 == Ea j &, Previous 7! Different First Page
L=t 3 s RL -
9 = = &) Next 7 Different Odd & Even Pag
Page Date Quick Picture Clip Goto t
jumber ) & Time Parts ~ Art Header ktoF V! Show Document Text
Top of Page » Navigation Options

entering information in
the header and footer
LMC on:

G SURTRCK. SCRUHCH T KRTIE TN 73

Close Header
and Footer

Close

Page numbers:
Page numbers can be inserted
independent of a footer. To do this:

uHome ' Insert | Page Layout References Mailings Review View

. Go to the Insert Tab.
. Go to the Header & Footer panel.

. LMC on Page Number dropdown.

DR R TN IS MO MO MO RO S N SR Nl 20

(i) Bottom of Page Simple
& Page Margins » | Plain Number 1
9  Current Position
& Format Page Numbers '
[k Remove Page Numbery

Plain Number 2

'
Plain Number 3
Plain Number 3
P X
i Number with no formatting or
Accent Bar 1 accents

© More Page Numbers from Office.com
o

Insert the Page Number where it will not conflict with any other information
in the document. When you have finished entering information in the header
and footer LMC on ‘Close Header and Footer at the right hand side:

Close Header

and Footer

Close

2

age
mber ~

Box~ Parts~

5 3 4

Text Quick Word

v

= = - 1 BEE @ T =
o » = al — Lo =
= D = B |bd &f 2 (el + <
Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer | Pi
Page~ Page Break v Art hd h b . Nu
Pages Tables | Tlustrations Links Header & Fj @
I 2 | 1 [ | |-1{3| 2 | | 4v1-5.-|-5vln-7-|‘-s'|-‘9-@
il =]
4 B
X

Top of Page
Bottom of Page
Page Margins

Current Position

4

Format Page Numbers...

Remove Page Numbers

1 4

»

»

»

Activity: Lets practice
Open the ‘Kanzil Construction Ltd Margins’ document. Insert a Page Number in the Top right hand

corner of the page. Save this document into the ‘Kanzil Word Processing’ folder you created in section 1.
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Text boxes:

Text boxes allow you to place information in a frame which ‘floats’ over the contents of the document.
This flexibility means you can add notes over images, charts, screenshots and shapes. To create a
text box:

2 — . :
1. Go to the Insert tab. A 4 A= [Zsignature Line -
—— [} Date & Time

2. Go to the Text panel. . o e
3. Go to the Text Box dropdown BSX, %,'t':, o c;;", *$d Object ~
arrow and LMC. Text
4. LMC on the style of text box 3
you wish to use.
You can alter the contents of the Built-In e
box by typing. You can change the — — =
size and shape of the text box by = =
LMC and holding the left mouse =
button on a ‘handle’ and dragging it.
Q Simple Text Box Alphabet Quote Alphabet Sidebar
9 . O
|:|[Type a quote from the document or =
the summary of an interesting point. = —
You can position the text box =
4 anywhere in the document. Use the 4
1 Drawing Tools tab to change the
formatting of the pull quote text Annual Quote Annual Sidebar Austere Quote v
bOX.] ' ) More Text Boxes from Office.com 4
| = Draw Text Box
O o N 5 s
A contextual tab will appear when you LMC on ,
the text box, allowing you to format all properties View | Format |
of it including the orientation of the text, colour, £ shape Fill - a
size and format of the text, outline line style, —w—/é\ﬂ A _ &
colour and weight. | N EEEEEEN WordAttsiyles
g OO SO N SO
You can choose to omit the ‘shape fill’ in the text box so '!I l i i i 11T
that the background of it is transparent. This means the it
text will not present in a white box if you place the text box 1) 11111
over an image. To do this go to the Shape fill dropdown No Outline
arrow and set fill to no fill. i | More Outline Colors...
= | Weight »
You can also set the ‘Shape Outline’ to no outline so that —] Peehes ‘

the outline of the frame is transparent too.
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1.3 DEVELOP AND PRESENT INFORMATION
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Activity: Lets practice

Open the ‘Kanzil Construction Ltd Company Profile’ document and insert a simple text box on the font
cover. Set the shape outline to no outline, set the fill to no fill, set the text orientation in the text box to
270° and change the text to red, size 24 reading ‘Specialists in conservation construction work’:

e | et Page Lot Beferemces M Alings  Review  View Format o i

| :u:w CabeiBedy <[4 < A& Aac (% U- - (@B T | ancoe] st AaBbG: AaBbce AAE aamsce semcc . .;.,
Pt e | B L L ke G A [Wl]wom - (- || o |Wospang tesdngi resmgd  THe S P - | s et~
: Kanzil Construction *
I Ltd Company Profile S I

Save this document into the ‘Kanzil Word Processing’ folder you created in section 1.

Activity: Lets practice —
Please create the text box below and insert 3to 5% liquidated damages
the data within a text box. Then: on this contract.

e Format the text inside the text box so
that the font is at least size 16.

e Using the Format tools on the contextual
‘Format’ tab - fill the inside of the text
box with a red colour, make the line
colour black and the line style 3 points,
add a shadow and make it 3D.

* Angle the text box.

Save this document into the ‘Kanzil Word Processing’
folder you created in section 1.
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Symbols: ===

Symbols include commonly used characters such as ' I Q

the degree symbol (°), tick (1), copyright ©, diameter

(@) and squared (). Equation |Symbol

To do this: S}rmh' i 2

1. Go to the Insert tab. v '-l-' =

2. Go to the Symbols panel. + 8 2 p u

3. Go to the symbol dropdown arrow. € E ¥ @ '®

4. LMC on the symbols you require. ﬁ A TH + # W e
5. Or go to more symbols to access the full library. 5| {2 More Symbaols... ]

Activity: Lets practice
Type this into a new word document. Insert symbols to represent the following:

The very best triple glazed windows might The very best triple glazed windows might
achieve a U-value of 0.6W per metre squared. | achieve a U-value of 0.6W/m |:|

36 degrees celcius 36 |:| celcius
150mm diameter waste pipe 150mm |:| waste pipe
260 cubic metres of concrete 260m |:| concrete

Save this document into the ‘Kanzil Word Processing’ folder you created in section 1.
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Create the document ‘Visits to sites and unoccupied buildings’ which includes a bulleted list of points,
numbered list, a text box, cover page, header and footer.

Kanzil Constuction Ltd - Visits to sites and unoccupied buildings

Viana 90 283 and g2 (RIBA ty cods).
a2 arc Say gaINT 38 S0 SHGIEN SRS CeIpTeT 30T e
£ 30acra T eegages mian Diocegaacsae Yaa b g Tex rucien

ceeriy sargersia Soracer e da) FaIEL Foice Pemy Soe

¥ Trecrractr oromoerfaas remaratel b mk o CenEn e liyowe. SOrcl et ¥er o Susrgan et
carmmzn, 372 Frecay regeris Pe parEe i harge. Compy R 36 rec.ens fom P Seracky P cpamaabe o cher
LoervEry 13T e Fe TOTICEC 480 5L 2T 30C A PN 2L a3 e T

=5 wear o reazzear Riroazrsecn T2 retvaar P EeC o I0Ay
Foe1 Aoc com Sbe R g O o e ctecee

S Crea tac 1 e mare S ArCpariarc preames
o Oue SIrkSiarare 3 reamny £ardy ©F, eeltr M Tecair Kaes el eakies an2 tenare seoeneg
niccree carcteancn "= arcraazr gha Senarecf

ay
3cze3zn b Parrgamay Pae rale o IS, 30T e St 3 30Cer AP 3 rolimarey Sac 3 Fa kT

2 Corettuh anypact egugrect aeg Sear cfmachreny 30S lades maaraa Wakh ol B Begeran 3tier e toee
arzwedz g

. ckarce - faealy mowg Maeroetals e see e

©  Rageric PeTeractr arybeg Pal Sres € 5ur roED oo Pe 3 23 Bergieme

Kanzil Construction Ltd - & st e .o —_——

s gerersirecoretvat aney bucrgeriremoec e en o | peccmbily o carteicr bl nckral

cor. Kale new Fal mmacra Ko atece Eu e ars alaralime zum

s s s Fowges Treum - rclecemae ke arc @
Visits to sites and R e || SRR
S B, 5 e el Seen Laec o e kaes B

unoccupied buildings i b |

Fat remeter PalLrom o SLASrgIan be Yy SaT O ANE - ceamras HTemaa oraters
cark, o . |- ewcere
Anne O'Kane & Fiona Sucrg carsary Paed e i e by
& A Nale 1w DRAIMCON CACRT 083 N1 30N S0 E e oy
Tha dmumartmeattc meily sl on oy
4 Lzohtr ceRc nTe oraateacag Vel areaa Foen maerad Ralegt te Saeeg Lo Poe
s Wekowrtemcrs Seary 0D "
*  Corciuskare coharcurcaite mee b ° yE Berce
Temme e Vae e il oo recame s oract et
s
* Creccnprolecen e - ran

+ Corciamoe Pl M3 (g 3Sen EI8I DO0NAC I B O hae teen e
+ £fU RTAS P CAMCD I PSTISE SUS1 SITCHTLTeTEC e SRARET Sre a3 Pe Suieg mecay

* fyuzmnch oy crar ek =
+  An3aresc tam Freecoceren
© carcinah

e lam
Kanall Comatruction Led e S ey & =

o cerciysie orum ramcre

Tyrcna, BT797AK

‘Phome: 028 1234 3678

iTyEs the fax numser]

45652012

Save this document as ‘Task 1.3d’ in the ‘Kanzil Word Processing’ folder you created in section 1.

145



Essential Skills ICT Level 1 Resource Pack for Experienced Construction Workers

1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3E

Create simple tables that present
information effectively.

Insert a table:
Position the mouse cursor where
you wish to place the table.

1. Go to the Insert tab.

2. Go to the Tables group
dropdown arrow.

3. Select the number of rows and
columns you need in the quick
view. LMC and hold the left
mouse button in the top
right box and drag it
diagonally until you have the
required rows and columns.

4. Alternatively you can open the
Table dialog box by LMC on
‘Insert Table.” Insert the
number of rows and
columns and LMC OK.

1
Home [ Insert Page Layout References
i) b ¢ s
2 )5 ||k B8 b=
Cover Blank Page Table Picture Clip Shapes Smart]
Page~ Page Break > Art v
Pages Tables J2 Illustratio
Insert Table

T
N o ¢

LIOICIEIE L 4x6 Table
OOO0O0O0I

| O
| O
| O
N

Insert Table...
Draw Table ] 4

El

Co rlx;ezf, Text to Tz

Bl sl (4 |EL

D Insert Table...

ExcEl Spreadsheet g Draw Table

Qulck Tables =5 Convert Text to Table...
@ Excel Spreadsheet
3 Quick Tables

Table size
Number of columns:
Number of rows:
AutoFit behavior
@) Fixed column width:

() AutoFit to contents

() AutoFit to window

Remember dimensions for new tables

| ok

J [ cance
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1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3E

Activity: Lets practice
The Kanzil office needs to sort out the filing system. As product information comes it will be filed
according to the building element it is included in, this will help to price work.

Insert an eight column eleven row table and type in the elemental information (Building elements
table.docx). The text needs to be at least size 10 font.

Once you have inserted the ‘Design’ and ‘Layout’ contextual tabs will appear. These allow you to
format the table Design and Layout.

Home Insert

J] Header Row  [¥] First Column - Oy shading * A
| Total Row JtptComn  |NEEEEEl Sesce Soocs Se—== —=—-= =-coCoo S os - [Hsorsenls] wpt | o8 j
X B o IR e | Draw  Eraser
#| Banded Rows || Banded Columns | v ZPenColor*  Taple
Table Style Options Table Styles Draw Borders ]
Ll-—ﬂ G SO XAWE WP CREOE R SCRRON XN SR XS KRORE TRA0  BCCS K KRS (K O

To highlight the entire table hover the mouse over the top left hand corner.

LMC the cross arrows ﬂ_ symbol and the entire table will be selected. Then go to the
Design contextual tab and select a design where the borders are visible similar to the
Building elements table below.

[ferences Mailings
ﬁ i E "“‘J:] #=l | %0 Height 214 cm > 5T Distribute Rows SHEE A= A
Insert l:sl;t;: Split  Split A:FII : = == Text C_el;] SLO}
U e i utoFit | = . &,
Left  Right Cells  Table . Sut WRRUIR2OON 5 {| i BEbIbISE Colmes = =l = pirection Marging
Ans . Metge Cell Size . Alignment
S B| (o1 -20W] 3 v AWK S (6 (I« -6+ Wl 10\ 1] 12 1 13-+ (W) 15 t6- [WA7- /15 (BN
e :
Building - Elements Site
&
Completions (Mainly (Mainly Furniture
pipedand | electrical)
ducted)
) 2 {3-)Structure | (4-) Finishes | (5) Services | (6-) Services | (7-) Fittings and | (0) Site
Substructure | Structure | Completions generally (mainly (Mainly Furniture Generally
Generally generally generally piped and electrical) generally
ducted) generally
s generally |
(11) Ground, [21) (31) External | (81)Wall | (51) Heating | (61) lectrical | (71) Display. | (10)
‘Walls Completions externally Main Fittings
wit Distribution.
(12) Reserved | (22) (32) Internal (42) wall (52) (62) Power (72) Work, (20) Site
Internal Wwalls finishes Drainage Rest and Play Structures
Walls Partitions Internally and Refuse Fittings
Partitions. | Completions Disposal
within
openings —
(13) Floors in | ((23) (33) Floors, (43() Floor | (53) water | (63) Lighting (73) Culinary | (30] Site.
Galleries P
(14) Reserved | (24) Stairs, | (34) Stairs, (44) stairs, | (54) Gases | (64) (74) Sanitary, | (40) Roads,
Ramps Ramps: Bames: Distribution | Communication | Hygiene Paths and
Comeletions | Finishes s Fittings Pavings
(15) Reserved | (25) 35) (45) Ceiling | (55) Space | (65) Security (75) Cleaning, | (50) Site
d ded h Cooling and P 3
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TASK 1.3E

To merge cells:
1. LMC and drag the mouse across the cells you wish to join.

2. Go to the Layout contextual tab.

3. LMC on Merge Cells.

]

Home Insert Page Layout References Mailings Review View

=5 N R et

View Properties | Delete = Insert Insert Insert Insert |Merge Split Split | AutoFit {T—,':Width: 4.08 cm

3] Height: 0.48 cm

i.. 4

Select

v Gridlines > Above Below Left Right Cells = Cells Table v
Table Rows & Columns [P Merge Cell §
3

To split cells:
1. LMC and drag the mouse in the cell you wish to split.
2. Go to the Layout contextual tab.

3. LMC on Split Cells.

To split the table:
1. LMC and drag the mouse in row below where you wish to split the table.
2. Go to the Layout contextual.

3. LMC on split Table

1. LMC the mouse in the last cell (bottom right hand
corner) and use tab on your keyboard (above
CAPS LOCK), this will insert a new row below.

To insert an additional row: ﬁ

2. If you need a new row elsewhere in the table

LMC in the row below. Z = 7ic m t:"%
N | B H B
3. Then go to the Layout contextual tab. Delete  Insert Insert Insert Insert
v Above Below Left Right
4. Go to the Rows and Columns panel and 4 Qo L altaais o

LMC on the Insert Above button.
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To insert an additional column:

1. LMC the mouse in a column adjacent where the new column is required.

2. Then go to the Layout contextual tab.

3. Go to the Rows and Columns panel and LMC on the Insert Left or Insert Right button.

To remove individual lines from the table borders:
1. Go to the Design contextual tab.

.

2. Go to the Draw Borders panel and LMC on Eraser.

3. LMC the eraser symbol on the lines you wish to omit.

To format the table border lines:
1. Highlight the table.

ﬁ 3

Eraser

v ! . “:
< i j l

K

¥z pt

2. Go to the Design contextual tab.

3. Go to the Draw Borders panel and LMC on the
line style, line weight or pen colour tools to change
the table borders.

4. You can change individual borders in the Design contextual
tab, Table Styles panel and borders dropdown arrow.

Draw
Table

Draw Borders

=& Pen Color ~

Eraser

Table Styles

o2 v ey v 12 3 [H 567 {H] 190

You can use the ‘No borders’ option s
to remove all lines on your table.

| Top Border

- No Border

Outside Borders

= Inside Borders

- Inside Horizontal Border
#+  Inside Vertical Border
N Diagonal Down Border

/" Diagonal Up Border

Bottom Border 4

Left Border

All Borders

Horizontal Line
Draw Table
View Gridlines

Borders and Shading...
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Method statements are used to make sure risks are eliminated, reduced informed and controlled on
site. This form means the operation on site has been set down as a series of steps before it is
started. Create this method statement (Task 1.3e Method Statement.docx) as a table:

Method Statement
Operation | Quantity | Output | Duration | Method Resources Temporary works Remarks
Plant Labour s/c

Clean out 600m 30m/he | 5 weeks Excavate silt. Excavator. Ganger 3N sheetpiles None
canal Load waggons and cart 4 no. 30T waggons | Banksman Steell-Section bracing

spoil to tip 8km fromsite. | Cat D4 dozer 2 Labourers

Provide dozerforlevelling

spoil at tip.

Save this document as ‘Task 1.3e’ in the ‘Kanzil Word Processing’ folder you created in section 1.

150



Essential Skills ICT Level 1 Resource Pack for Experienced Construction Workers

1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3F

Insert, size, crop and position images that are fit for purpose.

To insert images: Place the mouse cursor where you wish to insert the image.
1. LMC the mouse on the insert tab. ﬁ

2. Go to the lllustrations panel.

3. LMC on the Picture tool. ﬁ

4. This opens the Insert Picture dialog box.

1
Home [Insert] Page Layout References Mailings Review

Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot
Page~ Page Break ¥ 3 Art v v

Pages Tables | IHustrations

|

v _ Search CD

Organize v New folder

2l Recent Places *  Name Date modified

. Files

. 1.3 Develop and present information 03/06/2012 23:13

4 Libraries

*& Homegroup

1% Computer
&, WINDOWS (C:)
ca Data (D:)
£ DVD RW Drive (E:) Audio CD
e Removable Disk (F:)

e Removable Disk (G:)

]

-~

File name: > | ANl Pictures -

Tools ~ l! Insert Ivl“ Cancel

5. LMC on the source of the image — have you stored it on a memory pen, a server?

6. LMC on the image file and LMC the insert button.
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Activity: Lets practice.
Insert one of the provided images in your document.
Task 1.3f Image 1 or Task 1.3f Image 2 or Task 1.3f Image 3.
Adjust panel:
1. Select the image you wish to adjust by LMC on it,
‘handles’ will appear on it.
| Q0 b ]i Compress Pictures
. £ al (-]
2. Go to the contextual ‘Format’ tab for images. il O‘a% B & ¥ Change Picture
Remove Corrections Color Artistic :
Background v v Effeds~ ‘E Reset Picture ~
3. Go to the ‘Adjust’ panel to improve the image 3 4 Fl;djust (Ii 7
by using the remove Background tool, 1
uﬁj} [E ﬁ }iCompress Pictures | [
4. ‘Corrections’ tool dropdown, T % B Change Picture il |4
Corrections| Color Artistic 3 S—
- v  Effedts~ ‘mReset Picture ~
5. *‘Color’ dropdown, Sharpen and Soften
‘ ‘ot ) Lo
6. ‘Artistic Effects’ dropdown. e
7. If the result is not what you aimed to achieve
with the image, use the reset picture tool to - EAE | s
return the image to the original format. - * dax -
T e
R 725 &
O
‘:jRuetndure' 7 .m_ - n
%§ Reset Picture 3'5:-:. :J :.:‘ g B
- . S —
i 5 % Picture Corrections Options...
m } B Compress Pictures | | o) o = B |13 Compress Pictures | — .
g Change Picture — M | j : l - "'-J 1' _—
RO vttt g e pitire - = e #%3 Change Picture e ;d, 6
Color Saturation Effects ~ ‘N Reset Picture ~
h.'] i' 1] ’e.' L L] T::' L ” LT ' axa fi' CEL M i E L] gag §3s
A R 4 ) R g
A el e e e el el
Color Tone
«:.Ev e T das F—ans (= ana f ..... aan aam
¥ '.' V’I L) IF ¥y ¥F
vl bl m FE u -
) More Variations > E
.;/ Set Transparent Color i
@, Picture Color Options... % Artistic Effects Options...
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TASK 1.3F

Activity: Lets practice.
Edit one of the provided images in your document. Task 1.3f Image 1 or Task 1.3f Image 2 or Task
1.3f Image 3. Change the colour, artistic effect and correct the brightness. Then reset it.

Picture styles:

. ,- : P:cture Border '
e | (]  PER .
[dJ il ; ‘ ) Picture Effects ~ }

= [_ Picture Layout ~

Picture Styles 3 |
2
4 Theme Colors )
1. Select the image you wish to adjust by LMC on it, check the S L.
‘handles’ have appeared on it. I i|-|
HTHIT

2. Go to the format contextual tab, and the Picture Styles Panel. ElandankEolos
EN CEEEEN

] No Outline

3. You can amend the picture style by selecting an option from the % More Outline Colors..
‘Picture Styles’ dropdown. = Weight ’
== Daghes >
4. Give your picture a border in the Picture Styles panel, Picture 5 (J picture Effects -| |
border dropdown tool which will open “Theme Colors’ to give you
choices. You can also select the weight and type of line for your ) Preset :

border here by LMC.
5. The ‘Picture Effects’ tool will give your image a 3D effect.

6. ‘Picture Layout will give you the option of including your image in a

chart. o Glow ’

7. Alternatively you can LMC on the grey box in the bottom right- g Softfdges
hand corner of the ‘Picture Styles’ panel and this will open the }
‘Format Picture’ dialog box. ) Bevel

o 3-D Rotati 4
= 0 on
= "

\ J

Pictore (3 Picture Layout ~ v %, Selection Pa %A Rotate) ( )
(rom P ) G (= Pture Lo L R (e e — a
m Picture Corrections - | . ‘
Line Coior Sharpen and Sofeen = g dA » -
Line Style Prests: [; -
Sudie Soften Srarpen ~ ﬁ - B
Refiction J > B E—‘!— —-— -n. —-—— J— —
| 7= - mdl =d
30 Fomat ot [0 o) BLTt B = [AP=e
30 Rotater o 3 % & ) .. — .-.
Pchre Comectone Conast: } o 1 - - e (s - T
gen 2 s |
= ' > mEE - - = oy [
Artesc Efiecs 3 g g pon G ,
Crep
-
Text fox . E .
R “ o EBY .li E! | T— y g — (o= ’ﬁ
BT = d @
aea
L - =
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TASK 1.3F

Activity: Lets practice
Edit one of the provided images in your document. Task 1.3f Image 1 or Task 1.3f Image 2 or Task
1.3f Image 3. Give it a border and a 3D effect. Then reset it.

Arrange panel: The ‘Arrange’ panel allows you to

. . o =& S ] |2 Align -
control images or text boxes and decide the priority L ‘jJ E&] ['_j}jl%
item to be display to the front and layer the Position|[Wrap|| Bring || ~Send | Selection °,°
inf tion - Text v) [Forward y\Backwardy Pane Sk Rotate ~
INTormation. 3 Arrange

2
. . . 3 ( EE| =t & Bring Forward )
1. Select the image you wish to adjust by LMC El [ﬁ] T
on it, check the ‘handles’ have appeared on it. R wap e
- Text ~ "_—’;I}Selectlon Pane
2. Go to the format contextual tab, and the ‘Adjust’ Panel. f" R -
[ |
3. The position tool allows you to control the relationship ‘
between the image and surrounding text. LMC on the AT Maepme
‘Position’ tool dropdown and select either in line with text a =l &l
or one of the text wrapping options. The icons give you a | }
preview. } Sy a——
|| = | =
4. Wrap text, again give you the choice of controlling the ‘ - o
relationship between the text and the image. |
| @] @ |al
5. To bring an object in front of another, LMC the object you ] More Layout Options...

wish to move and select the ‘Bring Forward’ button.

6. To send an object behind another, LMC the object you
wish to move and select the ‘Send Backward’ button.

4 4 N ) 5 'g . )

4 Bring Forward ~ |3, [Q] Bring Forward '1 = Align -

3 Send Backward %

& Bring Forward
'%Seledion Pane Sk

£3, Bringto Front

H | In Line with Text | ,
% Bring in Front of Text
1 Square ! J
Tight 6( \
Through Y3 Send Backward '} T4 Gr

Top and Bottom 4 Send Backward

4% Sendto Back
@ Send Behind Text

Behind Text
In Front of Text

More Layout Options...

B Er E E R EEE R

154



Essential Skills ICT Level 1 Resource Pack for Experienced Construction Workers

1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3F

7. To ensure images are aligned correctly —i.e. at the same level or on 7(
the same margin, use the align tool. Make sure you LMC all images
before using this tool. Use the ‘Shift’ key on the keyboard to select
more than one image or to remove one from the selection.

213 Bfle | Distribute Horizonta

Align to Page

&1 Heinht

u_‘tt-n_‘m
=

a

3

4

‘ v | Align to Margin
View Gridlines

##  Grid Settings...

Activity: Lets practice

Insert all three of the images provided in your document. Insert them so that one is ‘Square’, one is
‘In line with Text” and one is ‘In front of Text.” Overlay the images and practice ‘Bring Forward’ and
‘Send Backward.” Align the top of the images.
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TASK 1.3F

Size panel: The ‘Size’ panel allows you to adjust the size of an e [
sapt|3]] Height: 164cm

image.

1.

Select the image you wish to adjust by LMC on it, check the
‘handles’ have appeared on it.

. Go to the format contextual tab, and the ‘Size’ Panel.

Crop (=7 width: 582cm 2

-

3 Size 4 7

. Crop will remove parts of an image, LMC the crop tool, LMC
and drag the black cropping handles which appear.

. You can make your image a precise height or width by LMC
the image and then using the height and width tools to

adjust it.

. Alternatively you can alter the position, text wrapping and
size of an image in the Layout dialog box. Access this by
LMC on the grey arrow in the bottom right hand corner of

the ‘Size’ panel.

@:’; 7(] Height: 11.9.em 2
Crop |7 width: 1696 cm 3

£ Crop i
@ Crop to Shape »
Aspect Ratio »

Z® Fill

I Fit

N real]

Activity: Lets practice

[ position | TextWrapping | Sze |

Height
© Absolute |12.11em |5
Relative l B }
Width
@ Absolute
Relative : ‘
Rotate
Rotation: 0° %‘
Scale
Height: 225% 5
Lock aspect ratio
Relative to original picture size
Original size
Height: 5.38cm

relative to  |Page ZI
relative to |Page v

Width: [225%  F

Width: 5.74cm

Insert all three of the images provided in your document.
Crop the images and set all three to the same width and height.

‘L i|4(] Height: 39em 2

Crop | 53 width: 5.2cm 3

Size [
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TASK 1.3F

Prepare a single page profile for the conservation work Kanzil Construction Ltd have undertaken on
the shop. Insert the images ‘Task 1.3f a’ to ‘e.” Arrange the images and label them ‘Fig. 1: Complete
restored shopfront 1’, ‘Fig. 2: Complete restored shopfront 2’ etc. Save this document as ‘Task
1.3f" in the ‘Kanzil Word Processing’ folder you created in section 1.

AT
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TASK 1.3F

Enter, develop and organise numerical information that is fit for purpose using spread sheet software
cell references, cell ranges, formulas with a single operator (+, -, U, /) and the sum function.

Microsoft Office ® is a suite of software which is popular for producing word processed documents,
spread sheets, databases and presentations. The Microsoft Office ® includes Microsoft Office Excel
®, used for spread sheets. Excel 2010 files are recognised by the “.xlsx” extension, the internationally
recognised standard for this type of file name extension.

Open Excel:
Using a computer you have been provided with, please follow the following instructions to ensure you
can open the Word application on your computer.

4. Move the mouse to the ‘Start’ button located on the bottom left hand side
on your screen. Left mouse click the ‘Start’ button. The Start button lets you open the
programs on your computer.

5. Move and hover your mouse
pointer over the words
‘All Programs’. A list of
programs will appear to the right.

I all Programs B

/4 start - e

6. Move and hover your mouse pointer over ‘Microsoft Office’. Another list
of programs will appear to the right. Find ‘Microsoft Word 2010°. LMC.

Gl Cr—
- A| Microsoft Access 2010
I Intel® Matrix Storage Manager =

>

= (3] Microsoft Excel 2010 ) 4
i ft OFFi
& Microsoft Office 3 II| Microsoft InfoPath Designer 2010

I Microsoft Office Live Meeting 2007
|=] ©OpenOffice.org 3.1
|7 PDF Complete

g @ Microsoft InfoPath Filler 2010
> [® Microsoft Office Excel 2007
> [{4) Microsoft Office OneNote 2007

{e Internet
[\ Internet Explorer

o i @ Rexio * [@ Microsoft Office PowerPoint 2007
0‘&] f\‘hn:-:'."::as::‘ft Outlook l@ SharePoint > W, Microsoft Office Word 2007
Sophos 3 -
@ Launch Internet @ @ Microsoft OneNote 2010
R Explorer Browser || (@) SoundMax * |0 Microsoft Outlook 2010
@ startup * [P] Microsoft PowerPoint 2010

W‘! Microsoft Word 201E]| ) videoLAN

Bl '@ HP ProtectTools Security Manager
P_p Microsoft PowerPoin

m Adobe Dreamweaven
P ;‘ Microsoft Publisher 2|

Adobe Reader X

~al
X; Microsoft Excel 2010

@& Internet Explorer
& Microsoft Office Communicator 2007 R2
.. Remote Assistance
@ windows Media Player
) windows Movie Maker
@ Microsoft Office Labs
l@ Skype
i@ BlackBerry
@ Sage Accounts
2 HAIBTEE P8 Adobe Reader %
&) Audacity
@ Adobe Help Viewer 2
1 > IF9) Microsoft Silverlight 3 SDK

» [B] Microsoft Publisher 2010
@ Microsoft SharePoint Workspace 201
@ Microsoft Word 2010
. Microsoft Office 2010 Tools
.. Microsoft Office Tools

vy v v v

This will automatically open a blank Excel workbook which contains three blank spread sheets,

labelled ‘Sheet 1,” ‘Sheet 2, and ‘Sheet 3.’
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TASK 1.3F

The Excel interface: The screen below is referred to as the interface. After you have
opened Excel, practice LMC on the tools below to familiarise yourself with the interface.

Title bar Close bar
Ribbon Minimise/restore button
Minimise button —_—
A E B Hookd - Microssh Excel L & B
& Home | daget  Pageimout  Feemudas  Dala Resew  View  Asedns =y m‘!
| = U AN ™ m @ EweoTet Gerenal - .tg—,j _‘ri{ Narmal Bad Good Meutral = - _i_| ;F“I" e ?r ﬂ
o BryciEe BAr EEW EE Eueceacoc B o G oo fom [ _ wotory...[IAEEE |2 e oeee o T e
2 - ;.,.. - Algrrment 5 ety : #ll Eddaing
= L AL AL o i P i 5 I n " i i ~ z:
| \ _
: Main window
: or work area
; / Status bar
;u: [ e ¥ sheett “Shests shesty E LK 3 -i-'i"
[(C=I—— — - I 1 v ©
J = B A LRI E
Home Insert Page Layout Formulas Data Review View Add-Ins
& Cut Calibri 11 <A A = - M | =S¢ Wrap Text General -
53 Copy ~
Paste = ~ 2 F 2, = v O 0 .
-~ ¥ The name box] u (The formula bar | EEE I Evegeacenters G- % 0 WD
Clipboard s Font * Alignment Fa Number *
Al - (%
4 A ] B C D E F G H 1 J K
1 b<—{ Cell A1) )
2 (Column headers)
3
[ Which cell is this? |
- Row headers
5 )
6
; [ Which cell is this? |
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Home | Insert Page Layout Formulas Data Review View Add-Ins (A 9 o e 2R
"ﬁE & Calibri -1 - = [;j 5¢ General - A gemsetv X v W L%
— Ba- B I U~ | A A E =B 839 e 3™ Delete ~ | [g]~ Z o5/ wl
e ¥ | B A EIE O %60 50 : Bl Format~ | 2+~ ?i?tretre: ?e?edct“v
Clipboard = | Font | Alignment x| Number I | | Cells | Editing
A1 G | v
A B c D E F G H I J I
7 =l
2 4
3 |
4 | =
5 i
6 4
7]
8 4 -
9]
10 T
| [Nawgatlon buttons] [sheet tabs] W
12|
13| / / =
([ <> »)|( Sheet1 Sheet? ~Sheet3 ~¥J /) (]« | il | »
| Ready | |[EOmE 0% o—0—) |

LMC on Sheet 2, use the scroll bars to move the spread sheet and watch the column
and row headers change.
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The Excel tabs: There are eight tabs in Excel. LMC on each tab to view them.

What does it do?

File management, saving, opening, closing, printing and more.

Bl severs
[ Close

Info

Save & Send

The Home tab is where you can change the text font, align text, control
number formats, control style of formatting, add and omit cells, edit your
workbook spread sheets and copy/cut/paste information.

[ s ) Caton AN ™= Sweste Generst - 'E ﬁ _‘ ol i t_,J ;:‘l'l“""' fr N

<2 Copy
Paste Bz [ 0| Sy A Merge & Center + s % Conditional  Format  Cell Inun Detete Fomat Sot& Find&
F Format Painter u-ic A- EER FE B g% e 2y ona < St > 20w Fawe Stear
Clipboard 3 Fort 3 Angnment B Nusbes 3 stytes et £diting

Insert To insert table, illustrations, charts, text and symbols and more.

Insert hllt I'mn ‘ormulas Dsta Review View

13 R
ME(A @.aﬁ‘ﬂm-l-hl_omnumjgjjdzﬁnn
vuorrm. Table  Picture (np Shapes SmartArt Screenshot  Column un' P\. su A:n Scatter  Other Une Column Wintoss  Slicer  Hyperfink  Text  Header WordAnt Signature Object Equamon Symbol
. . ® . Chants Box & Footer * Line =
Taoles Wustrations Chanty e Spackines Filter Lieks Test Symboly

Page layout For choosing a theme for the document, setting up the page orientation,
margins, print area, background and controlling the scale of the document
and how the spread sheet is viewed including arranging the order of objects
in the document.

Dsta Revew View

Home Insert Formuta:

Page Layout ‘ormutas

Ef- DB ORE@@EFoas i B & RARA

mm. Margins Orlentation Sze  Print Sivaks Background Print ~ Bring Send  Selecion Allgn Grouy Ralate
[l efteas - < Aresr Tales | B Scwer  300% D [ ennt [Pt | Forward+ Bacwad - Pae

Themes Page Setup 0 Scale to Fit G ShestOptions Arange
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Tab What does it do?

Formulas The Formulas tab is where you can choose pre-set formulae and set the options for
how formulae are displayed and calculated.

| Home Insert Page Layout Formutas | Desta Redew  View

ﬁ z ﬂ ﬁ i lJ G ﬁ ‘ ﬁ § 3 Detine Name ~ 33 race Precedents B show Formuas ; T Cotcunte ow
(3 Trace Dependents ¥ Error Checking ~

Inset  AuteSum nu«m, F-\am.-l logial Tea nma lookup &  Math Watch (munm Calculate Sheet
Fundtion . - Reference * & Trig Fondtions meﬂm-le'w-wmm . Remove Artows = (@) Evsluste Formuta  window | Option: =

Fundion Libeaty Difined bames Foemuls Auditing Calculation

Data is information. The Data tab is where you can control the information you input,
bring information from another source, decide how to sort or filter the data and

control how the data is grouped.

Pagelsyout  Formulss  Osta | Review  View

I rome e .
7 2 ) = j(mumm A %o - . = bm [ “' ! #3 Show Data
REEG & B3 4 Y o B2 =2 8 E
0p% :
Fiom From From Fiom Other | Existing | Refresh 4y son | Fine Tetto Remowe  Dats  Consoldate Whnat Glnuo ungoup Suntotas
Access Web Tt  Sources+  Connedtions Al = £9% Lok 9“*‘"“" Cotumns Duplicates Validation * Anatysis =

Gt Edternal Data Sort & Filter Data Tools Outlne

This tab allows you to check your workbook (called proofing) and you can add
comments to cells control the comments and add or edit password protection.

Wone tnset  Pagelsyout  Formulss  Data | Revew | View
z S A 5] BhProtect and Share Workbook
v ﬁ LLI "’ —] —J —J osnnw Alt Comments -”Q @ ”J @ Atlow Users to Eat Ranges

Spelling Research Thesaurus | Translate | New  Delete Pt et Shere
Comment @ Sheet Workbook Workbook gt Track Changes =

Rooting Lancusge Comment Chapger

= =2 o=

Save Switch Macros
| Workspace Windows *

=1 e = B = solit

& E I 1 (] Formuls Bar Q kgd 9

3 B e

Page m: !rnk Custem  Full | 1] Gridtines [¥] Mesdings Zcom 100% Zoomto wa Amange Freeze

ayout Views  Screen Selection  Window AN Panes Univide
Workbook Views Show Zoom
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Contextual tabs

Additional tabs will appear when objects such as images are highlighted in the document, these are
called contextual menus. They only appear when required to limit the amount of information and

options on the screen.

X H9-C-|=

Home Insert Page Layout Formulas Data Review View Add-Ins
*! “{Efj?“ ¥ b 13 Compress Pictures == [===1 B
4 <>U{.’ ¥ Change Picture -‘ ‘d‘ :
Remove Carrections  Color  Artistic i ” o ee———
Background - *  Effeds @ Reset Ficture -

How to open a new workbook:

1. LMC the file tab.

2. LMC ‘New.’

3. Double LMC ‘Blank workbook.’

Alternatively you can
choose a template,
LMC to open.

™ I EEE BRA12345678.x
Home Insert Page Layout Formulas Data Review View Add-Ins
o save
Available Templates
B save s
> @ Home
&7 Open
[ Close 3
D w8
Recent 2 Blank Recent Sample My templates  New from
workbook templates templates existing
_ Office.com Templates
Print — et .
aarannn
| |
Save & Send — ! ¥ H = M ST
Agendas Budgets Calendars Expense Faxes Forms I

Help reports
|2] Options — — =‘t

5) — W = S—— o
3 eat ¥ e ‘ - ——]
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1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3F

How to open an existing workbook: Xlld9-C

1 LMC the f||e tab 1 Home Insert Page Layout Formulas Data Review View Add-Ins
hf Sa?‘e. Information about BRA12345678

2. LMC New. B s ks F:\LEVEL 1\BRA12345678.xdsx

a Permissions
.BBJ Anyone can open, copy, and change any part of this workl

3. LMC the correct Source.

Protect
Workbook ~

4. LMC the workbook you require.
The name will appear here.

() 2 Spreadsheets v @-@3 Xmm-

D Vrtual

)2 Baster_Corst.sds
‘ ) B

5. LMC on ‘open. Bccoic o

Spusress. ks

3 function bable complate, ds

Z)5f function table s

meey? Dlselaries 2.5

g ) saries. dsx

Srerdshest_exerche s

Eweek 1 edking. dsx

(. D4

Files of typa: Al Excel Files (*.x8%; *.xksx; *.xdsm; *.xdsb; *.dam; * . dtx; ® . okm; *.ods; ®.xk; *.htm; * himl; s
5 - )

Activity: Lets practice
Practice opening an existing workbook provided by your tutor.

Also try opening an invoice template (Estimate>Job estimate).
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How to save a workbook:
1. LMC the ‘File’ tab.

Insert Page Layout Formulas Data Review
2. LMC ‘Save as.’ il save Recent Workbooks
[ 5 save As n2
3. LMC the correct file location. 23 Open
, o3 Cli
4. Type a name into the name B e
in the file name box. Info
New

I. » Computer » Toshiba HDD (F:) » LEVELL » Search LEVEL 1

Organize v New folder = . o
4] Documents o Name : Date modified Tydt
J* Music

| Pictures
B videos

J. ESICT backup 07/06/2012 19:36 File]
J. ESICT Level 1 Resource 08/06/2012 19:16 Filel
] BRA12345678 08/06/201211:25  Mic

& Homegroup

/& Computer
& winDows (C) 3
. Data (D)
A Toshiba HDD (F)

* Network

- 4 " J »

R - — :

Save as type: ’Exd WM 'J

Authors: Owner Tags: Add atag

[} Save Thumbnail 5

* Hide Folders Tools ~ [ Save ] [ Cancel

Enter today’s date

Enter your initials

Activity: Lets practice \
Save the estimate template as ‘Kanzil_Date_Name_Estimate for project 12345.’

Save the file into the Kanzil Project folder.
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How to print a spread sheet:
6. LMC and drag mouse from last

Home Insert ' Page Layout l Formulas Data Review

cell you have entered data into B colors - @ 13 @ = M B
to cell A1. [A] Fonts - = = = i
Themes Margins Orientation Size Print | Breaks Background Pr
- @ Effects - - - Area~ )4 ~ TiT
7. Go to the ‘Page Layout’ tab. Themes 3 Page Setup
F9 v (@ f I =SUI print Area
8. Go to the ‘Page Setup’ panel. A l B l & I Mark a specific area of the she
| 1 [Question 1; Calculate the total area of all_"* """ )
9. LMC on the ‘Print Area’ =2
dropdown arrow. 3 |Elements ngth (L) Width  Areas No. Total areds
4 |Foundations 8.52
. 5 |Roofs 22.14]
10. Select ‘Set print area.’ I
P 6 |Windows 16.94
] 7 |Ground Floors 21.465
11. LMC on the File tab. 2 |poors 3.78
9 |Walls 12.1 1 12.1 1 12.ll

12. LMC on ‘Print.’
aoreTe

1 3 SeIeCt the Corl'eCt printer from 6 Home Insert Page Layout Formulas Data Review View
the dropdown. [ save
: Print
Save As L@
i i Copies: 1 3
14. Check printer settings. B3 open 11 : 10
Print
. . [ Close
15. Indicate number of copies. )
Info Printer
i , 7 KODAK ESP 3200 Series AiO .
16. LMC on print. fea 8 5 o ‘
Printer Properties
New 7 .

§eﬁings

Print 4 = =
- [ ] Print Active Sheets o

= Only print the active sheets

Save & Send
Pages: ¥ to =
Help -| Print One Sided -
‘g o =| Only print on one side of the page
Exit 9 e f,;};atef,z,a 123 ¥
Q Portrait Orientation v
Ad

21 cmx29.7 cm

1 Normal Margins
H— Left 1.78cm Right: 178 cm

[9[) No Scaling .

[ T190] Print sheets at their actual size

Page SetuQ‘
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The insertion point/mouse cursor:

The insertion point is the blinking line on the sheet and this vertical line indicates the position
you are working at on the page. To type into a cell you must LMC the mouse cursor in the
correct cell first. To insert more than one line of text in a cell hold the ‘Alt key on your
keyboard before you press ‘Enter.’

=1

How to enter data:

A single cell: LMC the cell, type, press ‘Enter’.
To edit data in a cell you must double click the e, l

mouse to position the cursor in the cell first.

Alt
4
i

A row: To highlight a row, LMC on the row header.
A column: To highlight a column LMC the column header.

Cell reference: The name of a cell according to its row number and column letter, e.g. ‘B4.’
Absolute cell reference: Is when the cell referred to in a formula does not change when the formula is
copied or replicated to another cell. E.g. =A1*20%, copied down a spread sheet would become
=B1"20% etc

Relative cell reference: Is when the cell referred to in a formula is a specific cell and relates to that
cell after the formula is copied or replicated. E.g. =$A$1*20%, copied down a spread sheet would
remain =3A$1*20%.

Activity: Lets practice
Start a new workbook and enter the following data. Note the data starts in cell A3. Enter a title for
the budget quote for this extension in cell A1.

A B C

1

2

3 Elements length (m) Width (m)
4 Foundations 14.2 0.6
5 Roofs 54 4.1
6 Windows 14 123
7 Ground Floors 4.05 D
8 Doors = s | 0.9
9 Walls 12.1 1
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Format data: Select the font, size, colour before you type. Or you can highlight the text and then
select the font, size colour. To set or change these:

1. Go to the ‘Home’ tab.

2. Go to the ‘Font’ panel.

3. Select text by using drop down arrow to open the menu.

4. Select font size by using drop down arrow to open the menu.

5. Select Bold, ltalic or underline if required for a title or subtitle.

6. Select a colour if required.

7. To align the text, go to the ‘Alignment’ panel. Align the text in the cell.

w1 1[ Home ] Insert Pag_e_La_y_out Formulas Data Review View
oy : B
{j & Cut (catibri Ji1 4-)|A° &7 [ S Wrap Text
53 Copy e
Pafte J Format Painter ml £ v' \ =
Clipboard Font 6 8s) U Alignment ey
A3 - (j Je l Elements
[ —" Balewcydl o || e | F | & | H |
L1

8. Alternatively you can open the
‘Format Cells’ dialog box by
LMC on the grey arrow. You
can format all of the properties
and contents of cells here.

.

Fil | Protection |

[ Aial

Font style:

Regular

Hpr AngsanaUPC

TP Aparajita
Arabic Typesettin

I Arial Black

" Arial Narrow

—| |Italic
Bold

Bold Italic

[Reqular A

Underline:

Color:

l None

E] ‘_E [*] Normal font

Effects

[7] strikethrough
[ superscript
[ subscript

Preview

AaBbCcYyZz

This is a TrueType font. The same font will be used on both your printer and your screen.

[ o

| [ cancel
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Activity: Lets practice 1 Kanzill:Judget cost?or prlojec’tcno<7|-1>2325
Highlight columns A, B, C and change the 5 B
font to Arial, size 12. | 3  Elements length (m) Width (m Areas
4 |Foundations 142 0.6 8.52
Note how the text is cut off in column C. é 9 %sv?s;iws ?‘j 1;'1 fé';j
Double LMC here and this symbol appears. |7 | Ground Floors 405 53 21465
| 8 |Doors 21 09 1.89
9 Walls 12.1 1121

The column will automatically change to the
correct width for the contents.

Enter a formula: A calculation is called a formula. LMC in a cell and start the formula with ‘=’

To add numbers: use + (Use Shift key)

To subtract numbers: use —

To multiply numbers: use *(Use Shift key) =

To divide numbers use: /

1§’§
@
if

7

10
B
X

End || Pa9e

g

E I
i G GG 0 G o <
R Gl .70 o o o o
o S o N aaa
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Activity: Lets practice
Remember do not put spaces into the calculations. Enter the following calculations:
In a 16 unit housing scheme there are 5 window types. Each house has:

Type A 2 no. How many windows are there in each house? ‘ =2+4+1+3+2 ’
Type B 4 no The total will appear when you hit ‘Enter.’ ‘ ’ 1
Type C 1 no. In a new cell:

Type D 3 no. How many windows will be ordered for the scheme? ‘ =total 1 above*16 ’
Type E 2 no. The total will appear when you hit ‘Enter.’ ‘ ’ 2

In a new cell: If the cost of the windows is £80,000.00 what is the average cost of each window?

‘ =80000/ total 2 above ’ The total will appear when you hit ‘Enter.’ ‘ ’ 3

In a new cell: If the contractor omits 1 window from each house, how many windows will be ordered?

‘ = total 2 above -16 ’ 4  The total will appear when you hit ‘Enter.’ ‘ ’ 5
To add cell data: To find the total of several cells enter =, LMC the first cell, enter +, ﬁ
LMC the second cell, enter +, LMC the third cell, etc.

Activity: Lets practice

Remember do not put spaces into the calculations. Open a new workbook.
Enter the following numbers:

Al 93,472.50

A2 4,762.36

A3 63,735.93

A4 Total of cells A1, A2, AS.

170



Essential Skills ICT Level 1 Resource Pack for Experienced Construction Workers

1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3F

The ‘Sum’ function: this is an easier way of adding a lot of data.

1. LMC the mouse cursor in the cell where you will indicate a total. E.g. column H is overall cost.
So LMC in cell H10. The total or sum of these figures is calculated by multiplying costs in
column G by total areas in Column F. e.g. Cell H4 total is =(G4*F4).

2. Go to the Formulas tab.

3. Go to the Function Library panel.

4. Go to the ‘Autosum’ tool dropdown and LMC ‘Sum.’ e

5. It automatically highlights cells H4 to H9.

6. Select ‘Enter’ and the total will appear in cell H10.

——~  Home Insert Page Layout ( Fonﬁlas ) Data Review View
il =) Define Name 33 Trace Pret
3 ‘ft z mj i @ \J @ ﬁ @ m C !;’J S Use in Formula ::i Trace Dep
lnsert AutoSumIRecently Fmancual Loglcal Text Date& Lookup& Math More Nam R z m /J ——
Function Used ~ ~  Time~ Reference~ &Trig~ Functions~ | Manager 5 Create from Selection || . Remove A
>  Sum 4 §Function Library | Defined Names It
PERCE Average fx | =SUM(H4:H9)
| Count Numbers ;B C D E F G l H '
1 Ka ﬁf’n pst for project no.: 12345
2 More Functions...
——Tength  Width Total Cost/ Overal D
3 Elements (m) (m) Areas No. areas m’ cost re
4 Foundations 14.2 0.6 8.52 1 8.52 £95.46 £813.32
5 Roofs 54 41 2214 1 2214 £210.01} £4,649.62
6 Windows 1.4 121 16.94 1 16.94 £254.63} £4,313.43
7 Ground Floors 4.05 5.3 21.465 1 21.465 £74.46] £1,598.28 5
8 Doors 2.1 0.9 1.89] 2 3.78 £262.56f £992.48
9 Walls 12.1 1 121 1 121 £94.53% £1,143.81
10| =SUM(H4:H9)|1

Activity: Lets practice
Remember do not put spaces into the calculations. Do not type in £ or m2, we will format the cells to
display this later.

Total the Areas in column D.

Add column E and add the number of each element .

Multiply the figures in column D by the data in column E to give the total areas in column F.

Enter the rates in column G.

e Put calculations into the cells in column H. The formulae should multiply the data in column F by
the data in column G to give the Overall Cost of each element in column H.

e Then enter a sum function in cell H10 to total the Overall cost.
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Do your totals look like this?

Py 3
— Home Insert Page Layout Formulas Data Review View

ﬁ > ﬁj @ @ CJ @ ﬁ l‘ m § 2 Define Name - g;\:mcep

£5 Use in Formula = Trace [
pomenen | T o O e g~ Fundbons | Manager B8 Creterom seection | 7, el
Function Library Defined Names
H10 - ﬁ:v] =SUM(H4:H9)
J A | B ; C | D | E | F , G | H
Kanzil budget cost for project no.: 12345
length  Width Total Cost/  Qverall
3 |Elements (m) (m) Areas No. areas m’ cost
4 |Foundations 14.2 0.6 8.52 1 852 £9546  £813.32
5 |Roofs 5.4 41 2214 1 2214 £210.01 £4,649.62
6 |Windows 1.4 12.1  16.94 1 16.94 £254.63 £4,313.43
7 |Ground Floors 4.05 5.3 21.465 1 21.465 £7446 £1,598.28
8 |Doors 2.1 0.9 1.89 2 3.78 £262.56  £992.48
o |Walls 12.1 1 12.1 1 12.1 £9453 £1,143.81
10 £13,510.95

Do not type in the numbers! Without proper formulae the spread sheet will not automatically update
the figures if the rates or quantities (length, width, no.) change.

Your tutor can use the formula tab > formula auditing panel > ‘Show Formulas’ tool to check you have
entered formulae not just numbers!
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(You may continue the spread sheet you have started in the practice activities). Save this spreadsheet
as ‘Task 1.3g’ in the ‘Kanzil Spreadsheet’ folder you created in section 1.

The entire spread sheet instructions:

1. Column A should be titled ‘Elements’ in cell A3. Enter this data in column A:

A B

3 | Elements length (m)

4 | Foundations 14.2
5 | Roofs 54
6 | Windows 1.4
7 | Ground Floors 4.05
8 | Doors 2.1
9 | Walls 12.1

2. Column B should be titled ‘Length (m)’ in cell B3. Enter this data in column B:

3. Column C should be titled ‘Width (m)’ in cell C3. Enter this data in column C:

A C D
Elements Width | Areas
3 (m)
4 | Foundations 0.6
5 | Roofs 4.1
6 Windows 121
” Ground 53
Floors
8 | Doors 0.9
9 Walls 1

4. Column D should be titled ‘Areas’ in cell D3. Enter a formula in cell D4 to calculate B4*C4.

‘handle’ down to cell D9. This will populate cells D5 to D9 with the same
formula relative to the row it is on.

Then LMC cell D4 and LMC and hold the left mouse button to drag this E
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Your totals should read like this:

A C D
Elements Width | Areas
3 (m)
4 | Foundations 0.6 8.52
5 | Roofs 4.1 22.14
6 | Windows 121 16.94
Ground 5.3 |21.465
7
Floors
8 | Doors 0.9 1.89
9 | Walls 1 12.1
A E F 5. Golumn E should be titled ‘No.” in
cell E3. Enter this data in column E,
Ei n N Total note that there are 2 doors in row 8:
ements 0. ota
3 areas 6. Column F should be titled ‘Total
4 | Foundations 1 8.52 Areas’ in cell F3. Enter a formula in
5 | Roofs 1 22 14 cell F4 to calculate E4*DA4.
6 | Windows 1 16.94 Populate cells F5 to FO with this
. formula. Your totals in column F
Z g::;gd Fioors ; 21 3432 should read as above.
9 | Walls 1 12.1
A G 7. Column G should be titled ‘Cost/m2’
in cell G3.
3 Elements :':ZDSt ! Enter this data in column G.
4 Foundations 95.46
5 Roofs 210.01
6 Windows 254.63
Ground 74 .46
7
Floors
8 Doors 262.56
9 Walls 94.53
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8. Column H should be titled ‘Overall cost’ in cell H3. Cells H4 to H9 should be populated with a
formula to multiply the cost/m? in column G by the total areas in column F.

A G H Then put a sum formula in cell
H10 to calculate the total of cells

Elements Cost/ Overall H4 to HO.

3 m? cost

4 Roofs 95.46 813.32

5 Windows 210.01 4,649.62

6 Ground 254.63 4,313.43
Floors

7 Doors 74.46 1,598.28

8 Walls 262.56 992.48

9 Foundations 94.53 1,143.81

10 13,510.95

9. Title column | ‘Discount rates %.’ Put this title in cell 1I3. Insert these rates in cells 14 to 19:

A | J

Elements Discount | Total
3 rates% discount (£)
4 Roofs 2.5 20.33
5 Windows 25 116.24

Ground 3 129.40
6

Floors
7 Doors 2.5 39.96
8 Walls 3 29.77
9 Foundations 2.5 28.60
10

10. Title column J ‘Total Discount (£).” Put this title in cell J3. Put a formula into cell J4 which
multiples cell H4 by cell 14 as a percentage.

175



Essential Skills ICT Level 1 Resource Pack for Experienced Construction Workers

1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3G

11. Title column K “Total after discount.” Put this title in cell K3. Put a formula into cell K4 which takes
J4 from H4. Populate K5 to K9 with this formula.

A K L

Elements Total after VAT @
3 discount 20%
4 Roofs 792.99 951.58
5 Windows 4,533.38 5,440.06

Ground 4,184.03 5,020.84
6

Floors
7 Doors 1,558.33 1,869.99
8 Walls 962.70 1,155.24
9 Foundations 1,115.22 1,338.26
10
1 Total incl. VAT 15,775.97
12

12. Title column L VAT @ 20%.’ Put this title in cell L3. Put a formula into cell L4 which multiples k4
by 120%. Populate cells L4 to 9. Put a total into L11 which is the sum of cells L4 to L9.
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Format numerical information appropriately.

Number formatting: Select the cells containing the numbers you want to format.
1. Go to the ‘Home’ tab.

2. Go to the ‘Number’ panel.

3. Open the ‘Format Cells’ dialog box by LMC on the grey arrow in the bottom right-hand
corner.

4. Select the number category; check it is to 2 decimal places. LMC OK to close the
dialog box.

Insert Page Layout Formulas Data Review View :;
= ¥ Cut Arial *12 AN T=mig ¥ =5 Wrap Text Number - m ﬁ } ‘:4- 3 E_J ;“UNSU"‘ : ?r kﬁ
4ac . 5, o = Fill = -
Pa.ste ;r:::n painter |99 £ U~ (B~ H-A- EE T EIWE dMergeaCenter- |- 9% o+ | 5 2 Fcoglr'\':.:t.::[ ;:mf: SX;.J:' Insert Dex_m fov:nat @ Gexe> :::':.Ef sﬂe'l\:u&-
77:1[;‘*?0:!077 = - f(m[ . - -\vn,‘rlmepi ) Number . :’!jr: Cells fﬂl(mq
L3 v J< =ROUNDUP(L11,-1)
‘ A B c D E F G H l 1 K [ L [
1 Kanzil budget cost for project no.: 12345 Format Cells
2 R EE—————SN RESSE.————E———.—————————————— e
length Width Total Number | Alignment | Font | Border | Fil | Protection |
3 Elements (m) (m) Areas No. areas Cateaory:
4 Foundations 142 06 852 1 852 —ag‘"ly— sample
5 Roofs 5.4 41 2214 1 2214 ﬁﬁ;i’:r i
6 Windows 14 121 1694 1 16.94 £15,780.00
7 Ground Floors 4.05 53 21465 1 21.465 Accounting Decimal places: |2 £
8 Doors 2.1 09 18 2 378 %ra::
9 Walls 12.1 1121 1 121 ||| |percentage symbo: | £ [-]
10 Fraction Negative numbers:
11 Sdentific -
Text £1,234.10
12 Spedal -£1,234.10
113 Custom -£1,234.10

Currency formats are used for general monetary values. Use Accounting formats to align decimal
points in a column.

Lo [ [ conce

e

Activity: Lets practice
Enter the following costs in column ‘G.” Set cells G4 to G9 to currency to 2 decimal places.

Foundations, £95.46; roof £210.01; windows £254.63; ground floor £74.46; doors £262.56,
walls £94.53.
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TASK 1.3H
Home Insert Page Layout Formulas Data Review View
;“ i Arial *12 T AN g -‘ o =¥ Wrap Text General
&) Copy ~ "
¢ o Format Painter B I U-~-|& H-A- EEE IEE Megeacenter~ B o
Clipboard . Font " VFomlRCels
Al4 - (® i3 q
[ o J = 7 = Number | | Font | Border | Fa
1 Kanzil budget cost for project no.:f|| oot i
2
length Width
3 Elements (m) (m) Areas
4 Foundations 14.2 06 8.52f | T 140301
5 Roofs 5.4 4.1 22.14§| (=2, REC
6 Windows 14 121 16.94j | |cswm T
7 Ground Floors 4.05 5.3 21.46 Englsh (UK.)
g Doors 2.1 0.9 1.8
9 Walls 121 1 127 i
10 —————
11 Date formats display date and time serial numbers as|
asterisk () respond to changes in regional date and
12 operating system, Formats without an asterisk are ng
13 Fiona Brazill
14 | |
15
Activity: Lets practice
Enter your name in cell A13.

Then enter today’s date in cell A14. Change the format of the date to this:

Enter the time in cell A15 and set the format to this:

Format Cells
Number |Aig\ment I Font I Border | Fi
Category:
General ~ | Sample
Number
Currency
Accounting Type:
*13:30:55
Percentage g g gg
Fraction i
Saentific
Text 1:30:55PM
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TASK 1.3H

Edit the number format in the spread sheet you prepared in Task 1.3g. The data in columns G
(Cost/m?), H (Overall cost), J (Total discount), K (Total after discount), and L (VAT @20%) should all be
currency (£ sterling) to 2 decimal places.

Home " Insert Page Layout Formutas Data Review View
3 ‘::‘" Arial Y2 AN EFa=g @ = Wrap Text Currency t;é; .:jj :;d b:- >\ E_l ;:ﬂcSum ’ ?T Lﬁ
<4 Copy ~ =3 0 &
Pkt o rsomatpuinter | B £ 0 | E - | - A | EH W G20 Eeeacoter- (W% 5 | 9 S| CoodMionst Format Cob | Mot Delete Format | o Sotd Fodd
Clipboard Font Alignment . Number Styles Celts Editing
L1 > S5 | =Sum(La:L9)
P A B c D E F G H 1 ) K L
1 Kanzil budget cost for project no.: 12345
2
length Width Total Discount Total Total after
3 Elements (m) (m) Areas No. areas Cost/m’ Overall cost rates% discount (£) discount VAT @ 20%
4 Foundations 14.2 06 852 1 8.52 £95.46 £813.32 25 £20.33 £792.99 £951.58
5 Roofs 5.4 41 2214 1 2214 £210.01 £4,649.62 25 £116.24 £4 533.38 £5,440.06
6 Windows 1.4 121 1694 1 16.94 £25463 £4,313.43 3 £129.40 £4,184.03 £5,020.84
7 Ground Floors 4.05 5.3 21465 1 21465 £7446 £1,598.28 25 £39.96 £1,558.33 £1,869.99
8 Doors 21 09 189 2 3.78 £262.56 £992.48 3 £29.77 £962.70 £1,155.24
9 Walls 12.1 1 121 1 121 £9453 £1,143.81 25 £28.60 £1,115.22 £1,338.26
10 £13,510.95
11 Total incl. VA1‘| £15,775.97|

Save this spread sheet as ‘Task 1.3h’ in the ‘Kanzil Spread sheet’ folder you created in section 1.
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TASK 1.3l

Create and develop charts/graphs to suit the numerical information using suitable labels.
Charts present data in a graphic format. Excel allows you to present your data as columns,
lines, pie-charts, bar-charts, area graphs, scatter graphs and more.

Create charts: Select the cells containing “ }}0( ‘ B “ \— 0

the numbers you want to include in a =’ xlls

chart. Include the titles in column A and Comn. te G Dab AR Bl SIe

the titles in row 3. Charts 5 |

1

1. Go to the ‘Insert’ tab. e I e R
b EHED 2 & {u e @ T g |

2. Go to the ‘Charts’ panel. B! el

2-D Column

Chart3 - m”.;u | .
= af| (n®
3. LMC the column drop-down arrow. ﬁ A & © ‘JJJ —HJ J‘JJ

1 Kanzil budget cost for projec 3o cotumn

4 2 llength Width By %_?J ﬁ' ljl

. Select the style of column chart which

will present the information clearl e L e PN Il
prese e O ation clearly. ; ;:):’ff):atlons 125 g? M ﬂj‘ ﬂl
& Windows 1.4 1274 |noens
) 2IBINTS R TYRER'Y
¢ et 425 53 i lad] 44 38
9 Walls 121 i [ :
: Haf s3] MA] 49
12 i ancnatTypes
Activity: Lets practice
Use the spread sheet you created in tasks 1.3 g | A | 8 | ¢ . D
and 1.3n. 1 Kanzil budget cost for project no.:
2
1. Highlight cells A3 to C9 (LMC and drag the 1 length  Width
mouse from cell A3 to Cell C9. Release the 3 |Elements (m) ~ (m) Areas
mouse button. The cells should be highlighted in 4 {Eodndagors. 32 5 MG o2
i , s |Roofs 54 41 2214
blue and surrounded by a heavy black outline). 6 |Windows 14 121 16.94
7 |Ground Floors 4.05 5.3 21.465
2. Go to Insert tab, Charts panel and select 8 |Doors 2.1 0.9 1.89
Column, then 2D column. 9 |Walls 12.1 1121

180



Essential Skills ICT Level 1 Resource Pack for Experienced Construction Workers
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TASK 1.3I

This will automatically insert the chart like this:

25

20

15

10

m length (m)
B Width (m)

w Areas

3. LMC the chart frame and go to the contextual ‘Chart Tools’ Design tab. i

4. Go to the Chart Layouts and select layout 5. Note that it now displays the data with the bar chart.

Home Page Layout

Design |

3

Format

Layout

Insert Data Review View
= : L a 1 B
L e IR B both kbl bl bd b
Chart Type Template Row/Column Data
Type Data | & Chart Styles
Chart 3 . 7 li
| A B Layout 5 E F G H 1 J
7 Ground Floors 1 4.0 _Lmﬁ 1| R 1 21465 £74.46 £1,598.28 25 £39.96
8 Doors 2 = 2 3.78 £262.56 £992 .48 3 £29.77
9 Walls | 12! ipE ke 1 121 £9453 £1,143.81 25 £28.60
10 s £13,510.95
1 ) To
12
13 Fiona Brazill 5
1 10 June 2012 Chart Title
15 25
16 04:55:00 PM 20
17 ®
18 g 1 ' '
20 5
21 0 = = s . =
22 R Roofs | Windows s Doors Walls
23 ons Floors
2 ‘mlength (m)|  14.2 5.4 14 | 405 21 | 121
25 'mWidth (m) 0.6 41 12.1 5.3 09 | 1
26 | m Areas 852 | 2214 16.94 | 21.465 189 | 121 .
27 ’
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TASK 1.3l

Repeat the exercise with the same data and insert a line chart.

35

30 / \
25 / \ /
20
\ / ~===Areas
====Width (m)

15
===length (m)
10 4
5 \/\\//
0 T T T T T 1
Foundations  Roofs Windows  Ground Doors Walls

Floors

Then change the chart layout to include the data, you can rename any title by LMC on it.:

Chart Title
35
— .
30 / \
25
3 - \ /
=
P 20 \ /
é 15
10
5
0 Foundati G d
oundatio Roofs Windows roun Doors Walls
ns Floors
“===Areas 8.52 22.14 16.94 21.465 1.89 121
====Width (m) 0.6 4.1 12.1 5.3 0.9 1
——length (m) |  14.2 5.4 1.4 4.05 2.1 12.1
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1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3l

Now select cells A3 to A10. Hold the control key on the keyboard and select cells H3 to H10.
Insert a pie chart with this information.

A B C D E F G H

1 Kanzil budget cost for project no.: 12345
2

length Width Total |
3 Elements (m) (m) Areas No. areas Cost/ m?|Overall cost|
4 Foundations 14.2 06 852 1 8.52 £95.46 £813.32
s Roofs 54 41 2214 1 2214 £210.01| £4,649.62
6 Windows 1.4 121 1694 1 16.94 £254.63| £4,313.43
7 Ground Floors 4.05 53 21465 1 21465 £7446| £1,598.28
8 Doors 2.1 09 18 2 3.78 £262.56 £992.48
9 Walls 12.1 1 121 1 121 £94.53| £1,143.81
10 £13,510.95

It will look like this:

Overall cost

Foundations

l\ Ground Floors

Walls Doors

Then choose the chart layout
to include the data, it should
3% look like this:

B Foundations
¥ Roofs LMC on the title ‘Overall cost’
= Windows and change it to ‘Overall cost
for extension (12345).’
B Ground Floors
E Doors
\ B Walls

Overall cost

6%
%

405 ¥
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TASK 1.3l

Use the spread sheet created previously. Create a red 3D bar chart of the total costs for the
extension. Change the title to ‘Total budget cost for extension (12345).

Save this spread sheet as ‘Task 1.3i’ into the ‘Kanzil Spread sheets’ folder you created in section 1.
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1.3 DEVELOP AND PRESENT INFORMATION

TASK 1.3J

Sort data on one criterion in ascending or descending order.
Sorting is used to organise information into a format which is easier to read, e.g. alphabetic order,
largest contract to smallest contract by value, dates or times. Data can be sorted by columns or

FOWS.

1. Highlight the data first. Try this with the spread sheet you prepared in Task 1.3i.
LMC and drag from cell A4 to cell L11 to highlight the key data.

2. Then go to the ‘Data tab.’

3. Go to the ‘Sort & Filter’ panel. LMC on Sort.

2
Home Insert Page Layout Formulas [ Data ] Review View
‘ i £h ey D) @ 3] connections Al }‘A Z ? § Clear
3 | | VA
Al == =i =1 i 2 Properties L1 %o Reapply

From From From Other Existing Refresh ; Z] sort Filter
Access Web Text Sources~ Connections | Allx =2 EditLinks 7 Advanced

Get External Data Connections 3 Sort & Filter

4. The Sort dialog box will open and give you options on how to sort the information.
Click on the ‘Sort by’ drop-down arrow and select elements. Sort on ‘values and
Order A to Z is the default.

A B c b [E] F | 6 | - [ T— J [ K [ L =

1 Kanzil budget cost for project no.: 12345

2

length Width Total Discount Total Total after

3 Elements (m) (m) Areas No. areas _Cost/m’ Overall cost rates% _discount (£) discount VAT @ 20%
| 4 |Foundations 14.2 0.6 8 8 95 46 8 £792.99 £951.58
5 |Roofs 54 4.1 g5 £4,533.38 £5,440.08
| 6 |Windows 1.4 121 W15 e | [ Xusemion |[Gagoomiee || ~ | ~ | [gptons.. ] My ot has headers ‘ £4,184.03 £5,020.84
7 |Ground Floors 4.05 53 Wi T —— e = X £1,558.33 £1,869.99|"
| 8 |Doors 21 0.9 J sotby  pemenss [+] e i 1 [E29- £962.70 £1,155.24
9 |Walls 121 1 : £1,115.22 £1,338.26
10

1 Total incl. VAT £15,775.97
12 |
13

14

The sorted information will look like this: doors at the top, windows last. Note the financial
information on each row has moved with it.

length Width Total Discount Total Total after

3 Elements (m) (m) Areas No. areas Cost/m?’ Overall cost rates% discount (£) discount VAT @ 20%

4 |Doors 21 09 189 2 3.78 £262.56 £992 48 3 £29.77 £962.70 £1,155.24

5 |Foundations 14.2 06 852 1 852 £95.46 £813.32 25 £20.33 £792.99 £951.58

& |Ground Floors 4.05 53 21465 1 21465 £7446 £1598.28 25 £39.96 £1,558.33 £1,869.99
| 7 |Roofs 54 41 2214 1 2214 £210.01 £4,649.62 25 £116.24 £4,533.38 £5,440.06

3 |Walls 121 1 124 1 121  £9453 £1,143.81 25 £28.60 £1,115.22 £1,338.26
9 |Windows 1.4 121 1694 1 1694 £25463 £4,31343 3 £129.40 £4,184.03 £5,020.84
10 £13,510.95

11 Total incl. VAT £15,775.97

12
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TASK 1.3J

Open the spread sheet you have prepared previously for the budget cost — extension project. Edit the
information — costs have risen. Doors are now £280.00 per m?, walls are now £96 per m? and the
ground floor is £78.00 per m?. The figures on the spread sheet will update automatically if you have
entered the formulae correct previously.

Sort the information by cost/m? so that the smallest rate is at the top. Print your spread sheet and
save as ‘Kanzil revised costs 1’ into the ‘Kanzil Spread sheet’ folder you created in section 1.

Then sort the information by overall/m? so that the smallest rate is at the top. Print your spread sheet
and save as ‘Kanzil revised costs 2’ into the ‘Kanzil Spread sheet’ folder you created in section 1.
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TASK 1.3K

1
Bring together information from different types of source. Insert Page Layout References
. . . , 3 r
You can bring together information from various E ' El2 LE') ?
Microsoft Office sources by using insert tab functions. EE] 4

Table Picture Clip Shapes Smg

Insert a new Excel in a Word document: Art v

| | Insert Table

1. In your Word document go to the Insert tab. ﬁ DDDDDDDDDD
2. Go to the Tables panel. %E%%%EE’EE}%
3. Go to the Table dropdown arrow. ﬁ l:] D D D D D D D D D
4, G? to ‘.Ex<,3el Spread shegt.’ This will insert ﬁ %E%g%g%%%%

hich you oo popuate i ceta ENEE NN

d InsertTable...

Draw Table

Excel Spreadsheet
Quick Tables »

i (=) v & [

4 4 » ¥ Sheetl /¥J
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TASK 1.3K

5. Note that the ‘Formula’ and ‘Data’ tabs have appeared at the top of the ribbon, which you will be
familiar with from the Excel ribbon. Use these tabs to manipulate the data as you would in Excel.

6. You can edit this table at any time by double LMC on the table.

Home Insert Page Layout Formulas Data Review View

= = - g = - : 43 Define Name

A Z B B8N0 R 6 @
" S~ Use in Formu

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math More Name
Function - Used ~ b v v Time v Reference v & Trig ¥ Functions » | Manager B Create from §
Function Library | Defined Names
2

Home Insert Page Layout Formulas Review View

s = HeDy B D (3] connections 4 Y & Clear ==
A = | ) p: =
= i LU L.L’ H L =1 Properties Zl {* Reapply
From From From From Other Existing Refresh " %l Sort Filter \E Text tq
Access Web Text Sources~  Connections| Allv =2 EditLinks . Advanced | Columi
Get External Data Connections Sort & Filter
3
2
Insert an existing Excel spread sheet in Home Insert Page Layout Formulas ' Data ' Review View|
. — N - N A “ (@) Connections 4| P
a Word document: o 32 STHEE S
From From From |From Other| Existing Refresh il Sort
1. Insert an Excel soread sheet as per the Access Web  Text | Sourcesv) Connections | Al = Edit Links
. p p GetEd ;o From SQLServer
i = Create a connection to a SQL Server table. Import data
preVIOUS Steps 1 tO 4 Al LE into Excel as a Table or PivotTable report.
E BI From Analysis Services
- ~—a Create a connection to a SQL Server Analysis Services cube.
2. Then go to the Data tab. @ S Import data into Excel as a Table or PivotTable report.
= t;' From XML Data Import
‘;\ Lﬁ Open or map a XML file into Excel. 4
3. Go to the ‘Get External Data’ panel _
. , - oY From Data Connection Wizard
and LMC ‘From other sources. e |_[g) Import data for an unlisted format by using the Data
= Connection Wizard and OLEDB.

W] Select Data
4. Select ‘From XML Data Import.’

|. « Microsoft Office » Officeld » QUERIES v | 49 B Search QUERIES Pl

Organize v New folder = O @

5. Select the source of the existing " Name ’ Date modified
W Favorites

spreadhsheet/workbook, e
LMC on it and LMC ‘Open.’ & Downloads

% Recent Places
. Files

m

4 Uibcaries

«3 Homegroup

/™ Computer
& WINDOWS (C:)
. Data (D)

\v New Source... |

File name: - (_XM:H« v
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TASK 1.3K

6. The ‘Select Table’ dialog box will appear,
LMC ‘OK.’

7. The ‘Import Data’ dialog box will appear,
you can choose where to insert the data
in the new worksheet by putting the cell
reference in here. Then LMC ‘OK.’

8. You can adjust the size and content of
the imported table in the frame.

Select Table
] Name Description Modified Created Type
Il [udget costs | 6/10/2012 4:36:28PM  6/10/2012 %:36:28PM TABLE

«| m ’

Select how you want to view this data in your workbook.
@ @ Table
[id] © PivotTable Report
i3] © PivotChart and PivotTable Report
Eé Only Create Connection

Where do you want to put the data?
(@) Existing worksheet:

7
| )
() New worksheet
[Pgoperties... ] [ OK ] [ Cancel ]
B C D E F G

i s B Kanzil budget cost for projectnot: 12345 K r2Bdr3Bdra BArsBdre Edr7 K4

2

3 Elements

4 Foundations 14.2 0.6 8.52 1 8.52 95.46

5 |Roofs 54 41 2214 1 2214 210.01

6 Windows 1.4 12.1 16.94 1 16.94 254.63

7 Ground Floors 405 5.3 21.465 1 21.465 74.46

8 Doors 21 0.9 1.89 2 3.78 262.56

9 |(Walls 12.1 1 12.1 1 12.1 94.53
{10 -

4 4 » M| Sheetl ¥ I <] m | )ﬂ””.

9. LMC outside of the frame to close it and continue your document. ﬁ

Activity: Lets practice

Open a new Word document and save it as ‘Kanzil budget cost report.” Give the document the title
Budget cost report on extension no 12345. Insert the spread sheet you created previously in task

1.3J.
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TASK 1.3K

Insert ‘Smartart:’

Word will generate diagrams for you. You can control the colour, size, level of information in the
diagrams and edited them.

1. Go to the Insert tab. i

2. Go to the ‘lllustrations’ panel.

3. LMC on ‘SmartArt.’ i

4. LMC on the type of SmartArt Graphic you wish to enter. i

5. LMC ‘OK/’ i

Choose a SmartArt Graphic.

| »

Al

o~ & -——
List sms = ﬂﬂ ) e

Process ] o - o

LEIEEC D - > —

Hierarchy

Relationship .=
8t T

Matrix

m

Pyramid

ey y SHEsE / ' Basic Chevron Process

Picture Y : Use to show a progression; a timeline;

sequential steps in a task, process, or
workflow; or to emphasize movement or
= % DL | T S direction. Level 1 text appears inside an

- arrow shape while Level 2 text appears
below the arrow shapes.

OEP B KTy

Office.com

ok ][ concel
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TASK 1.3K

Insert a ‘Basic Chevron Process’ under the FHEAHEIICALE S LD

Excel table in your previous document of the Preparation
RIBA Plan of Work Stages. pa
Appraisal
Design Brief
Preparation Design
p Concept
e Appraisal Design development
e Design Brief Technical Design
Pre-construction
Production Information
) - Tender documentation
Desi gn Tender Action
 Concept Construction
¢ Design development Mobilisation
e Technical Design Construction
Use
Post completion

Pre construction

e Production Information
e Tender documentation
e Tender Action

e Mobilisation
« Construction

« Post completlon

{Constructlon
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TASK 1.3K

Start a new document and choose a brochure template, save it as “Task 1.3k Budget Cost report
project 12345. °

Include the following:

1. incorporate the images as provided by your tutor:
a. Task 1.3k image 1.jpg,
b. Task 1.3k image 2.jpg,
c. Task 1.3k image 3.jpg

2. Include information from the Kanzil company profile document you created earlier.

3. Insert the budget cost report spread sheet.

4. Include the following text in a text box:

We hope our budget cost provides a competitive quote for your house extension project.
Please contact us if you should require more detailed information on how we can assist in
your house extension in the pre-construction and construction stages of your project.

Save this spread sheet as ‘Task 1.3k’ into the ‘Kanzil Spread sheet’ folder you created in section 1.
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TASK 1.3L

Work accurately, seek views of others and proof read, using software facilities where appropriate for
the task.

Spelling and grammar corrections:

Word will automatically indicate if you have included spelling errors in your work AAARANAAAT
by underlining incorrect words with a red wavy line.

Grammatical errors will be highlighted with a green wavy line. b

If you change the formatting of the text part of the way through the document
the inconsistency of the formatting will be indicated with a blue wavy undetrline.

error Word will suggest corrections.
LMC on the proposed correction to

=] ABC V% = e =N
replace the error with the correction. ﬁ w [Id U.J 123] al‘i.) ﬁ“” LJ ’LJ iJ &

Insert

Page Layout References Mailings Review | '\

If you right mouse click on the i

A|ternative|y you can go to the review Spelling & Research Thesaurus Word @ Translate Language New  Delete Previous N
] Grammar Count v . Comment
tab and select the spelling and Proofing Language Comments

grammar checker or use the F8 Spelling & Grammar (FT) R S RO S T
function key on the keyboard.

Check the spelling and grammar of
text in the document.
I |

Activity: Lets practice
Type in the following and use the RMC, spelling and grammar checker and F8 function key
to correct them.

Incorrect word or phrase Corrected word or phrase

fondation

The specification document document, should be
emailed to they, quantity surveyor today today.

Install and supply the required propetary product.

Every contractr uses the spirits level to ensure the
slab is flat.
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TASK 1.3L

Using the search and replace function:
The search and replace function allows you to search

for text and replace the found text with new text. éﬁ Find ~
3. Replace
1. Go to the Home tab. tac °
g Select -
2. Go to the Editing panel. Editing
3. LMC Find. ﬁ
Find and Replace ERmx

Find | Replace | GoTo |

Find what: ll El

!ReadingHighlight' | ] Find In ~ ] { Find Next

] Find [Reglace] Go To |

Find what: l

Replace with: }

| Replace ‘ ‘ Replace All ’ ’ Find Next ’[ Cancel ]

5. To use replace: Type the word you want to replace beside ‘find what” and type the word you want
to replace it with in the 'replace with’ box and press the Enter key. Once the word to be replaced
is found in the document it will be highlighted.

LMC on the replace button. ‘

When you are finished LMC the ‘Cancel’ button. ‘
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Print preview: Before you print your document check it in the print preview — go to the File tab,
go to Print and the document will be displayed on the right hand side.

n Home  inset  Pagelsyout  References  Mallings  Revew  View

Id save
N Print e
B sove s &
: & e 3
& Open 2 o s
it
[ Close
Info Printer e
JA® 551 - Staf on OC-AOMIN (= Jam i
- | S
Recent S ness | p— -
Printer Properties
New
Settings
Print =
§ Print At Pages - = —
Save & Send — Print the entire document
Ve Ol
Pages 4. To use find: Type the word you want to find in the document and press the enter key
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TASK 1.3L

Spell check the brochure you produced in task 1.3k. Produce a questionnaire which is given to
colleagues seeking their views on the brochure.

Save this document as ‘Task 1.3I" into the ‘Kanzil Word Processing’ folder you created in section 1.
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TASK 1.3M

Produce information using accepted layouts, as appropriate and fit for purpose and audience

Kanzil are trying to cut costs. You will create a Site Waste Management Policy. You will find useful
information at:

http://www.wrapni.org.uk/
http://www.doeni.gov.uk/niea/waste-home/strategyni.htm
http://www.rethinkwasteni.org/at-work/recycle/construction/

Choose a Search Engine and carry out several searches which will generate your own research to add
to the Policy. Remember to recognise copyright of the originator.

Include the following information:

Kanzil Ltd. will commit to:

comply with waste legislation.

change business practices or processes to minimize our waste.

use waste management options higher up the waste hierarchy .

reuse and recycle waste - or find someone else who can.

separate different types of waste and label our on-site waste containers.
ensure storage facilities are suitable for the types of waste we produce.
train staff who handle different types of waste on good waste management.
make sure all staff understand our waste management policy.

©NO®OA N

Include 3 images you find and save from the internet, relevant to the topic site waste management.
Save this document ‘“Task 1.3m’ into the ‘Kanzil Word Processing’ folder you created in section 1.
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TASK 1.3N

Review effectiveness of creation and presentation of documents

Make changes to the brochure as recommended by responses to questionnaire in Task 1.3L.
Save this document as ‘Task 1.3n’ in the ‘Kanzil Word Processing’ folder you created in section 1.
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Answers

This section mainly addresses the curriculum areas specified, although to allow a more realistic setting
for each task, some elements from other curriculum areas may also be mentioned. This section has
been prepared for use with Microsoft Office ®2010 software.

199



Essential Skills ICT Level 1 Resource Pack for Experienced Construction Workers

1.3 DEVELOP AND PRESENT INFORMATION
ANSWERS

TASK 1.3A

Kanzil Construction Ltd
2 Mountjoy Avenue

Omagh

Co. Tyrone BT79 7AH

F.A.O.: MrJohn Smith

South West Architects
77 High Street
Everytown

Co. Down BT62 SAZ

Monday 11 June 2012

Dear Mr Smith,

Re.: Tender is for the facade retention, demolition and reconstruction works at 99 Bridge Street,
Omagh, Co. Tyrone, BT79 7AZ.
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TASK 1.3B

Kanzil Construction Ltd
2 Mountjoy Avenue
Omagh
Co. Tyrone BT79 7AH

F.A.0.:<<Name>>

<<Business Name>>|

<Streetname>=>

<<Town=>

<<County>> <<Postcode>>

<<Date>>

Dear <<Name>>,

Re.: New and updated services from Kanzil Construction Ltd.

Please find enclosed our company profile. We are contacting previous clients to let you
know we are expanding our services and have recruited new staff with invaluable experience. We
now undertake extensionsto listed buildings and structures which require conservation work. We
will also undertake timberinfestation treatment.

We will be providingan industry seminaron EnerPHIT, the PassivHaus standard for
retrofitted buildings. Please contact us if this seminarwould be of benefittoyour businessaswe are
delivering this seminaracross NI and we could include a visit to your business onthe schedule.

Yours sincerely

[Your name]
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Kanzil Construction

Ltd Company Profile

Anne 0’Kane & Fiona Brazill

==

Our company profile contans information on
personnel, equipment, resources, C.\.'s, Work ex

and a sample of the range of projects we have wi
on.

Kanzil Construction Ltd

2 Mountioy Ave, Omagh, Co.
Tyrone, BT797AH

028 1234 5678
[Type the fax number]

6/a/2012
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TASK 1.3C

Making The Decision

When making the decision as to whether to buy, purchase or lease plant, the following factors are

relevant:

. Type and guantity of work . Service and maintenance implications

. Cost of hiring . Storage and security arrangements

. Cost of purchasing . Legal requirement (licence)

. Cost of leasing . Insurance

. Tax allowances . Possibility of generating income (hire out to
. Training of operatives other contractors).

If a contractor purchases an item of plant, the cost of using the plant should be calculated, bearing in mind

the following considerations:

. Purchase price of plant and its expected . Running costs (e.g. petrol, oil and diesel)
economic life . Operatives' wages

. Return on capital . Transport costs to and from site

. Maintenance and repair . Insurance and road licence tax

1) Ownership advantages 2) Ownership disadvantages
i) Convenience and flexibility i) Tiesup capital
ii) Plant can be purchased for particular ii) Cost of maintenance and transport
purposes iii) Financing costs

iii) Tax advantages

Cost of idle plant time:

If a contractor decides to hire plant, then basic hire charges can be obtained from an individual plant hire
firm, or from one of the schedules of plant h{re charges published by the Building Employers’
Confederation or by professional institutions. When hiring plant there can be two rates: one, which
includes the accompanying driver, the other which does not include a driver. The estimator should then
add the following costs to the basic hire charges, provided they are not included in the basic rates:

1. Running costs
2. Operation wages

3. Transport costs
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TASK 1.3D

Kanzil Construction Ltd -
Visits to sites and

unoccupied buildings

Anne O’Kane & Fiona Brazill
This document must be read by all employees prior to' /

Kanzil Construction Ltd

ve, Omagh, Co.
BT797AH

Phone: 028 1234 5678

[Type the fax number]

4/6/2012
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TASK 1.3D

Kanzil Construction Ltd - Visits to sites and unoccupied buildings

Visits to sites and unoccupied buildings (RIBA©® safety code).

Health and Safety legislation lays close obligation on clients, designers, and principle contractors. The following code is complementary advice
to all technical staff engaged in visits to buildings and sites. Visits to building sites, unoccupied buikdings and construction operation can be
potentially dangerous. Consider the likely hazards. Follow the safety code.

1. Occupied Building Sites:

8) The contractor oroccupier has a responsibility for the safety of person lawfully on site. Do not enter sites or buiklings without
permission, and immediately reportto the person in charge. Comply with all requests from the contractor, his representative or other
supervisory staff. See the contractor when you arrive, and when you leave the site.

b) Wear suitable clothing, in particular protective headgear (a hard hat) and stout shoes or boots. Do not wear thin soled or slippery
shoes. Avoid loose clothes which might catch on an obstruction.

c) Check that ladders are securely fixed and that planks are secure. Beware of overhead projections, scaffolding and plant, and proceed
with caution. Particular care is necessary in windy, cold, wef or muddy conditions. Keep clear of excavations and beware of openings
in floor etc. do not lean on guard rails, scaffolding etc. do not interfere with any temporary barriers, guard rails or lights, Beware of
ladders on which the rungs may have rusted or rotted, and never climb a ladder which is not securely fixed at the top.

d) Do not touch any plant equipment. Keep clear of machinery and stacked materials. Watch out for temporary cables, pumps, boxes
and electric fittings.

e) Do notwalk and look around at the same time. Keep one hand free at all times when moving. Make sure that you are in 3 safe and
balanced position whenever making notes or taking photographs.

f)  Report to the contractor anything that comes to your notice on the site as being unsafe.

2. Unoccupied Buildings &.S'ltes N o Common dangers include
o  As ageneral rule do not visit an empty buikling or unoccupied site on your | _ the possibiity of partial ortotal structural
own. Make sure that someone knows where you are and at what time collapse.
you expect to return. - roiten or insecure floors and stairs
o Do nottake chances. Do not visit an empty buikling if you think it unsafe. | -  hidden pis, ducis, openings eic. fragie
Do not visit an unoccupied site if you think it is dangerous. Anticipate S:o“gmub“ €g asbestos or plastic sheets on
Sz B ) ) - space which gs not been used or ventilated for
e Plan the visit and make sure that you take with you appropriate some time.
equipment and protective clothing. Apart from stout shoes and a hard - e senvices.
hat, remember that unoccupied buildings can be dirty, damp, cold and - contamination by chemicals or asbestos
dark, so go prepared. Familiarise yourself beforehand with the plan ofthe | -  intruders who maystil be around
buikling, particularly the exit routes. - contamination by vermin or birds, or poisonous
o Make sure that security devices exits will alow you to reach safety substances put downto control them
quickly.

o Look for defects in the floors ahead gg. Wet areas, holes, materials that might be covering up holes.

o Walk over the structural members (gg joists, beams etc0 whenever possible- do not reply on floorboards alone.

o Donotwalk and look around at the same time. Keep one hand free at all times when moving. Do not walk and try to take notes at
the same time. Make sure that you are in a safe and balanced position when taking photographs or stretching out to take
measurements.

o Check on protection when approaching stairwells, life shafts, roof perimeters etc.

o Do not assume that services (gg cables, sockets, pipes gfc) are safe or have been isolated.

o [fyou suspect the presence of gas, inflammable liquids, dangerous chemicals or free asbestos fibre leave the buikding immediately.

o  Ifyou sustain cuts, penetration by nails orother serious injury, seek immediate medical advice.

e Aways heed these three guidelines.

o do not rush.
o Ifuncertain do not proceed — seek advice or assistance.
o  donotsmoke oruse naked flame.
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TASK 1.3E

Method Statement
Operation | Quantity | Output | Duration | Method Resources Temporary works Remarks
Plant Labour s/c

Clean out 600m 30m/he | 5weeks | Excavatesilt. Excavator. Ganger 3N sheetpiles None
canal Load waggons and cart 4 no.30T waggons | Banksman Steell-Section bracing

spoil to tip 8km fromsite. | Cat D4 dozer 2 Labourers

Provide dozerforlevelling

spoil at tip.
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TASK 1.3F

Kanzil Construction Ltd.

Restored shop front by Kanzil Construction,
undertakenin a Conservation area.

Fig. 3: Completerestored shop front: 3

Fig. 4. Completerestored shop front: 4

Fig.5: Completerestored shop front: 5
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TASK 1.3G

Spread sheet should look like this:

Kanzil budget cost for project no.: 12345
Elements length | Width | Areas | No. | Total Cost/m” | Overall cost | Discount | Total Total after VAT @ 20%
(m) (m) areas rates% discount | discount
£
Foundations 14.2 0.6 8.52 1 8.52 95.46 813.32 25 @ 20.33 792.99 951.58
Roofs 5.4 4.1 22.14 1 22.14 210.01 4,649.62 2.5 116.24 4,533.38 5,440.06
Windows 1.4 121 | 16.94 1 16.94 254.63 4,313.43 3 129.40 4,184.03 5,020.84
Ground Floors 4.05 5.3 | 21.465 1] 21.465 74.46 1,598.28 25 39.96 1,558.33 1,869.99
Doors 21 0.9 1.89 2 3.78 262.56 £992.48 3 29.77 962.70 1,155.24
Walls 12.1 1 12.1 1 12.1 94.53 1,143.81 25 28.60 1,115.22 1,338.26
13,510.95
Total incl. VAT 15,775.97

Spread sheet formulae should look like this:

Kanzil budget cost for project no.: 12345
Elements length | Width | Areas No. | Total Cost/ Overall cost | Discount | Total Total after VAT @ 20%
(m) (m) areas m? rates% discount (£) | discount
Foundations | 14.2 0.6 =(B4*C4) | 1 =(D4*E4) | 95.46 =(F4*G4) 25 =(H4*14)/100 | =(H4-J4) =K4*120%
Roofs 54 4.1 =(B5*C5) | 1 =(D5"E5) | 210.01 =(F5*G5) 25 =(H5"15)/100 | =(H5-J5) =K5%120%
Windows 1.4 121 =(B6*C6) | 1 =(D6*E6) | 254.63 =(F6*G6) 3 =(H6%16)/100 | =(H6-J6) =K6*120%
Ground 4.05 53 =(B7*C7) | 1 =(D7*E7) | 74.46 =(F7*G7) 25 =(H7*17)/100 | =(H7-J7) =K7*120%
Floors
Doors 2.1 0.9 =(B8*C8) | 2 =(D8*E8) | 262.56 =(F8*G8) 3 =(H8*18)/100 | =(H8-J8) =K8*120%
Walls 121 1 =(B9*C9) | 1 =(D9*E9) | 94.53 =(F9*G9) 25 =(H9*19)/100 | =(H9-J9) =K9*120%
=SUM(H4:H9)
Total incl. VAT | =SUM(L4:L9)

TASK 1.3H

Kanzil budget cost for project no.: 12345
Elements length Width Areas No. | Total Cost/m” | Overall Discount Total Total after VAT @
(m) (m) areas cost rates% discount (£) | discount 20%
Foundations 14.2 0.6 8.52 1 8.52 £95.46 £813.32 25 £20.33 £792.99 £951.58
Roofs 54 4.1 22.14 1 22.14 £210.01 £4,649.62 25 £116.24 £4,533.38 | £5,440.06
Windows 1.4 121 16.94 1 16.94 £254.63 £4,313.43 3 £129.40 £4,184.03 | £5,020.84
Ground Floors 4.05 53| 21.465 1 21.465 £74.46 £1,598.28 25 £39.96 £1,5658.33 | £1,869.99
Doors 21 0.9 1.89 2 3.78 £262.56 £992.48 3 £29.77 £962.70 | £1,155.24
Walls 121 1 121 1 12.1 £94.53 £1,143.81 25 £28.60 £1,115.22 | £1,338.26
£13,510.95
Total incl. VAT | £15,775.97
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TASK 1.3l

Total budget cost for extension (12345)

HVAT @ 20%

£15,775.97

Walls £1,338.26

Doors £1,155.24
Ground Floors £1,869.99
Windows £5,020.84

Roofs

£5,440.06

Foundations £951.58
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TASK 1.3J

Kanzil revised costs 1

Elements length | Width  Areas No. | Total Cost/m’ | Overall cost  Discount | Total Total after VAT @ 20%
(m) (m) areas rates% discount (£) discount
Ground Floors 4.05 53 21.465 1 21.465 £78.00 £1,674.27 25 £41.86 £1,632.41 £1,958.90
Foundations 14.2 0.6 8.52 1 8.52 £95.46 £813.32 25 £20.33 £792.99 £951.58
Walls 12.1 1 12.1 1 121 £96.00 £1,161.60 25 £29.04 £1,132.56 £1,359.07
Roofs 54 4.1 22.14 1 22.14 £210.01 £4,649.62 25 £116.24 £4,533.38 £5,440.06
Windows 1.4 121 16.94 1 16.94 £254.63 £4,313.43 3 £129.40 £4,184.03 £5,020.84
Doors 2.1 0.9 1.89 2 3.78 £280.00 £1,058.40 3 £31.75 £1,026.65 £1,231.98
£13,670.64

Total incl. VAT £15,962.42
Kanzil revised costs 2
Elements length = Width Areas No. | Total Cost/m” | Overall cost  Discount | Total Total after VAT @ 20%

(m) (m) areas rates% discount (£) discount
Foundations 14.2 0.6 8.52 1 8.52 £95.46 | £813.32 25 £20.33 £792.99 £951.58
Doors 21 0.9 1.89 2 3.78 £280.00 | £1,058.40 3 £31.75 £1,026.65 £1,231.98
Walls 12.1 1 12.1 1 12.1 £96.00 | £1,161.60 25 £29.04 £1,132.56 £1,359.07
Ground Floors 4.05 53 21.465 1 21465 £78.00 | £1,674.27 25 £41.86 £1,632.41 £1,958.90
Windows 1.4 121 16.94 1 16.94 £254.63 £4,313.43 3 £129.40 £4,184.03 £5,020.84
Roofs 54 4.1 22.14 1 22.14 £210.01  £4,649.62 25 £116.24 £4,533.38 £5,440.06
£13,670.64
Total incl. VAT £15,962.42
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TASK 1.3K

Sample only, will vary according to template chosen.

Kanzil Construction Ltd.

Project 12345
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TASK 1.3K

our quote for you: Kanzil Construction Ltd. has been in business since 2000
directed by A. O'Kane and F. Brazill. They employ forty
engineering and construction operatives, working

throughout Northern Ireland.

Our expertise: Kanzil Construction Ltd. have a highly qualified and

experienced workforce.

Listed Structures: Kanzil spedialize in work on listed structures with
12 years and £60M of contracts completed successfully.

- . Fagade retention: We have provided fagade retention services in
We hope our budget cost provides a competitive quote for your
. A ] . Morthern Ireland on public and private works on projects up to
house extension project. Please contact us if you should reguire

more detailed information on how we can assist in your house HLEM
extension in the pre-censtruction and construction stages of your Treatment of timber infestations: Our latest recruit [your name
project. here] has been a specialist in the treatment of timber infestations

for over 20 years. This additional service is available independent

of all contracts.

VAT @ 20%
Foundations 142 0.6 852 1 852 £9546 £813.32 25 £2033 £792.99 £951.58
Doors 21 09 189 2 378 £280.00 £1,05840 3 £31.75 £1,026.65 £1,231.98
Walls 121 1 12.1 1 121 £96.00 £1,16160 25 £29.04 £1,132.56 £1,359.07
E}:f;d 405 53 21465 1 21465 £7800 £1,67427 25 £41.86 £1,632.41 £1,958.90
Windows 14 121 1694 1 1694 £25463 £431343 3 £129.40 £4,184.03 £5,020.84
Roofs 54 41 2214 1 2214 £21001 £4,64962 25 £116.24 £4,533.368 £5,440.06
£13,670.64
Total incl. £15,962.42

VAT
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TASK 1.3L

Questionnaire on the Kanzil Budget Cost Report Brochure

1. What do you think about the Kanzil Cost report brochure?
L] L] L] L]

e Comment:

2. Were the graphics an appropriate quality?
L] L] ] L]

e Comment:

3. Would you use this template for a Cost Report?

e Comment:

4. What other methods of displaying Cost Reports have you come across in industry?
e Comment:

5. How could the brochure be improved?

e Comment:
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TASK 1.3M

Kanzil Construction Ltd Kenil Canzinaction i Mandsy. 16 xune 2012 ¢ ams

Site Waste Management Policy Kanzil Ltd. will commit to:
Anne O'Kane & Fi 1 Comply with waste legizlation.
Xarzil Construction Ltd. aim to re 2 Change business practices or processes to minimize our waste.
environment Dy site waste mana
mansgement throughout or orga|
3 Use waste management options higher up the waste hierarchy.
4 Reuse and recycle waste - or find someone else who can.
BERsiflconstruction Ltd 5 Separate different types of waste and label our on-site waste containers.
untjoy Ave, Omagh, Co. i
. Tyrone, BT797AH 6 Ensure storage facilities are suitable for the types of waste we produce.
R 5678 7 Train staff who handle different types of waste on good waste management.
[Type the fax number]
k s/aj2012 & Make sure all staff understand our waste management policy.

Construction Waste

N Masonry
N Metzals
Dther
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TASK 1.3N

No sample answer provided. Dependant on brochure prepared in task 1.3L.
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Term Definition

Absolute cell Is when the cell referred to in a formula does not change when the

reference formula is copied or replicated to another cell. E.g. =A1*20%, copied
down a spread sheet would become =B1*20% etc.

Application Computer software that performs a task or set of tasks, such as word
processing or drawing. Applications are also referred to as programs

Bandwidth The capacity of a networked connection. Bandwidth determines how
much data can be sent along the networked wires. Bandwidth is
particularly important for Internet connections, since greater bandwidth
also means faster downloads.

Bold A tool which highlights text by making it appear heavier.

Boot Starting up an Operating System is booting it. If the computer is already
running, it is more often called rebooting.

Browser A browser is a program used to browse the web. Some common
browsers include Netscape and Microsoft Internet Explorer.

Bullet A symbol emphasising a list of points in a document.

Cell A box on a spread sheet which will accept data entry.

Cell reference

The name of a cell in a spread sheet according to its row humber and
column letter, e.g. ‘B4

Click To press a mouse button. When done twice in rapid succession, it is
referred to as a double-click.

Crash A hardware or software problem that causes information to be lost or
the computer to malfunction. Sometimes a crash can cause permanent
damage to a computer.

Crop A tool which will allow the outer edges of an image to be cut away.

Cursor A point of attention on the computer screen, often marked with a
flashing line or block. Text typed into the computer will usually appear at
the cursor.

Database A collection of similar information stored in a file, such as a database of

addresses. This information may be created and stored in a database
management system (DBMS).
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Desktop

The main directory of the user interface. Desktops usually contain icons
that represent links to the hard drive, a network (if there is one), and a
recycling bin for files to be deleted. It can also display icons of frequently
used applications, as requested by the user.

Disk

A disk is a physical object used for storing data. It will not forget its data
when it loses power. It is always used in conjunction with a disk drive.
Some disks can be removed from their drives, some cannot. Generally it is
possible to write new information to a disk in addition to reading data from
it, but this is not always the case.

Domain

Represents an IP (Internet Protocol) address or set of IP addresses that
comprise a domain. The domain name appears in URLs to identify web
pages or in email addresses. For example, the email address for the Kanzil
Construction Ltd is info@kanzilconstruction.co.uk,
“Kanzilconstruction.co.uk” being the domain name. Each domain name
ends with a suffix that indicates what “top level domain” it belongs to.
These are: “.com” for commercial, “.gov” for government, “.org” for
organization, “.edu” for educational institution, “.biz” for business, “.info”
for information, “.tv” for television, “.ws” for website. Domain suffixes may
also indicate the country in which the domain is registered. No two parties
can ever hold the same domain name.

Download

The process of transferring information from a web site (or other remote
location on a network) to the computer. It is possible to “download a file”
or “view a download.”

Drive

A device for storing and/or retrieving data. Some drives such as disk
drives are typically capable of having new data written to them, but some
others like CD-ROMs or DVD-ROMs are not.

Drop-down
menu

A menu window that opens vertically on-screen to display context-related
options. Also called pop-up menu or pull-down menu.

E-mail

E-mail is short for electronic mail. It allows for the transfer of information
from one computer to another, provided that they are hooked up via some
sort of network (often the Internet).

Encryption

The process of transmitting scrambled data so that only authorized
recipients can unscramble it. For instance, encryption is used to scramble
credit card information when purchases are made over the Internet.
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File A file is a unit of (usually named) information stored on a computer.

Firewall A set of security programs that protect a computer from outside
interference or access via the Internet.

Folder A structure for containing electronic files. In some operating systems, it is
called a “directory.”

Font The style of text.

Footer Information entered at the bottom of a document which appears on every
page, e.g. page numbers.

Formula A mathematical sequence used to calculate results.

Function keys On a computer keyboard, the keys that start with an "F" that are usually
(but not always) found on the top row. They are meant to perform user-
defined tasks.

Graph A diagram which illustrates information.
Graphics Anything visually displayed on a computer that is not text.
GUI Graphical User Interface. A system that simplifies selecting computer

commands by enabling the user to point to symbols or illustrations (called
icons) on the computer screen with a mouse.

Hard copy A paper printout of what you have prepared on the computer.
Hard drive Another name for the hard disk that stores information in a computer.
Hardware The physical and mechanical components of a computer system, such as

the electronic circuitry, chips, monitor, disks, disk drives, keyboard,
modem, and printer.

Header Information entered at the top of a document which appears on every
page, e.qg. title or file location.

Home page The main page of a Web site used to greet visitors, provide information
about the site, or to direct the viewer to other pages on the site.

HTML Hypertext Markup Language. A standard of text markup conventions used
for documents on the World Wide Web. Browsers interpret the codes to
give the text structure and formatting (such as bold, blue, or italic).
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HTTP

Hypertext Transfer Protocol. A common system used to request and
send HTML documents on the World Wide Web. It is the first portion of
all URL addresses on the World Wide Web (e.g., http://www.cskills.org).

HTTPS

Hypertext Transfer Protocol Secure. Often used in intracompany internet
sites. Passwords are required to gain access.

Hyperlink

Text or an image that is connected by hypertext coding to a different
location. By selecting the text or image with a mouse, the computer
“jumps to” (or displays) the linked text.

lcons

Symbols or illustrations appearing on the computer screen that indicate
program files or other computer functions.

Interface

A collective term for the tools available on screen when you are using a
piece of software, allowing you to interact with and control it.

Input

Data that goes into a computer device.

Input device

A device, such as a keyboard, stylus and tablet, mouse, puck, or
microphone, that allows input of information (letters, numbers, sound,
video) to a computer.

Internet

The Internet is the world-wide network of computers. There is only one
Internet, and thus it is typically capitalized (although it is sometimes
referred to as "the 'net"). It is different from an intranet.

Keyboard

A keyboard on a computer is almost identical to a keyboard on a
typewriter. Computer keyboards will typically have extra keys, however.
Some of these keys (common examples include Control, Alt, and Meta)
are meant to be used in conjunction with other keys just like shift on a
regular typewriter. Other keys (common examples include Insert, Delete,
Home, End, Help, function keys, etc.) are meant to be used
independently and often perform editing tasks.

Laptop

A laptop is any computer designed to do pretty much anything a
desktop system can do but run for a short time (usually two to five
hours) on batteries. They are designed to be carried around but are not
particularly convenient to carry around.

Left Mouse
Click (LMC)

Using the left mouse button to open context-sensitive drop-down
menus.
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Memory

Temporary storage for information, including applications and documents.
The information must be stored to a permanent device, such as a hard
disc or CD-ROM before the power is turned off, or the information will be
lost. Computer memory is measured in terms of the amount of information
it can store, commonly in megabytes or gigabytes.

Menu

A context-related list of options that users can choose from.

Menu bar

The horizontal strip across the top of an application's window. Each word
on the strip has a context sensitive drop-down menu containing features
and actions that are available for the application in use.

Merge

To combine two or more files into a single file.

Minimize

A term used in a GUI operating system that uses windows. It refers to
reducing a window to an icon, or a label at the bottom of the screen,
allowing another window to be viewed.

Monitor

The screen for viewing computer information is called a monitor.

Mouse

A small hand-held device, similar to a trackball, used to control the
position of the cursor on the video display; movements of the mouse on a
desktop correspond to movements of the cursor on the screen

Network

A system of interconnected computers.

Notebook

A notebook is a small laptop with similar price, performance,
and battery life.

Operator

In a spread sheet this is the mathematical function in use, i.e. adding,
subtracting etc.

Operating
system

A set of instructions that tell a computer on how to operate when it is
turned on. It sets up a filing system to store files and tells the computer
how to display information on a video display. Most PC operating systems
are DOS (disk operated system) systems, meaning the instructions are
stored on a disk (as opposed to being originally stored in the
microprocessors of the computer). Other well-known operating systems
include UNIX, Linux, Macintosh, and Windows.

Output

Data that come out of a computer device. For example, information
displayed on the monitor, sound from the speakers, and information
printed to paper.
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PC

The term personal computer properly refers to any desktop, laptop, or
notebook computer system.

PDF

Portable Document Format. A format presented by Adobe Acrobat that
allows documents to be shared over a variety of operating systems.
Documents can contain words and pictures and be formatted to have
electronic links to other parts of the document or to places on the web.

Peripheral

Any external device attached to a computer to enhance operation.
Examples include external hard drive, scanner, printer, speakers,
keyboard, mouse, trackball, stylus and tablet, and joystick.

Plug and play

Computer hardware or peripherals that come set up with necessary
software so that when attached to a computer, they are “recognized” by
the computer and are ready to use.

Pop-up menu

A menu window that opens vertically or horizontally on-screen to display
context-related options. Also called drop-down menu or pull-down menu.

Portable

If something is portable it can be easily moved from one type of computer
to another. The verb "to port" indicates the moving itself.

Proof read

To check information for spelling or grammatical inaccuracies and
appropriate layout.

Printer

A mechanical device for printing a computer's output on paper. There are
three major types of printers:

Dot matrix: creates individual letters, made up of a series of tiny ink dots,
by punching a ribbon with the ends of tiny wires. (This type of printer is
most often used in industrial settings, such as direct mail for labeling.)

Ink jet: sprays tiny droplets of ink particles onto paper.

Laser: uses a beam of light to reproduce the image of each page using a
magnetic charge that attracts dry toner that is transferred to paper and
sealed with heat.

Processor

The processor (also called central processing unit, or CPU) is the part of
the computer that actually works with the data and runs the programs.

Program

A precise series of instructions written in a computer language that tells
the computer what to do and how to do it. Programs are also called
“software” or “applications.”
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RAM Random Access Memory. One of two basic types of memory. Portions of
programs are stored in RAM when the program is launched so that the
program will run faster. Though a PC has a fixed amount of RAM, only
portions of it will be accessed by the computer at any given time. Also
called memory.

Relative cell Is when the cell referred to in a formula is a specific cell and relates to that

reference cell after the formula is copied or replicated. E.g. =$A$1*20%, copied
down a spread sheet would remain =$A$1*20%.

Replicate To repeat information.

Right Mouse Using the right mouse button to open context-sensitive drop-down

Click (RMC) menus.

ROM Read-Only Memory. One of two basic types of memory. ROM contains
only permanent information put there by the manufacturer. Information in
ROM cannot be altered, nor can the memory be dynamically allocated by
the computer or its operator.

Scanner An electronic device that uses light-sensing equipment to scan paper

images such as text, photos, and illustrations and translate the images into
signals that the computer can then store, modify, or distribute

Search engine

Software that makes it possible to look for and retrieve material on the
Internet, particularly the Web. Some popular search engines are Alta Vista,
Google, HotBot, Yahoo!, Web Crawler, and Lycos.

Server A computer that shares its resources and information with other
computers, called clients, on a network.

Shareware Software created by people who are willing to sell it at low cost or no cost
for the gratification of sharing. It may be freestanding software, or it may
add functionality to existing software.

Software Computer programs; also called “applications.”

Sort To put information into a particular order.

Spreadsheet A program used to perform various calculations. It is especially popular for

Surf financial applications. Some common spread sheets include Excel, and

urfing

OpenOffice Spread sheet.
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Table

Exploring the Internet

Upload

A diagram presenting information in rows and columns.

URL

The process of transferring information from a computer to a web site (or
other remote location on a network).

USB

Uniform Resource Locator.
1. The protocol for identifying a document on the Web.
2. A Web address (e.g. www.cskills.org). A URL is unique to each user.

User

Universal Serial Bus. An industry standard for connecting different
compatible peripheral devices across multiple platforms. Devices include
printers, digital cameras, scanners, game pads, joysticks, keyboards and
mice, and storage devices. USB peripherals offer the use of plug-and-play
convenience by eliminating the need to turn off or restart the computer
when attaching a new peripheral. Users can connect USB peripherals
whenever they need them. For example, a user producing a newsletter
could easily swap a digital camera for a scanner-without any downtime.
Small, simple, inexpensive, and easy to attach, USB supports
simultaneous connection of up to 127 devices by attaching peripherals
through interconnected external hubs.

Virus

The operator of a computer.

An unauthorized piece of computer code attached to a computer program
or portions of a computer system that secretly copies itself from one
computer to another by shared disks and over telephone and cable lines.
It can destroy information stored on the computer, and in extreme cases,
can destroy operability. Computers can be protected from viruses if the
operator utilizes good virus prevention software and keeps the virus
definitions up to date. Most viruses are not programmed to spread
themselves. They have to be sent to another computer by e-malil, sharing,
or applications. The worm is an exception, because it is programmed to
replicate itself by sending copies to other computers listed in the e-mail
address book in the computer. There are many kinds of viruses, for
example:

Boot viruses place some of their code in the start-up disk sector to
automatically execute when booting. Therefore, when an infected machine
boots, the virus loads and runs.
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Virus

File viruses attached to program files (files with the extension “.exe”).
When you run the infected program, the virus code executes.

Macro viruses copy their macros to templates and/or other
application document files.

Trojan Horse is a malicious, security-breaking program that is
disguised as something benign such as a screen saver or game.

Worm launches an application that destroys information on your
hard drive. It also sends a copy of the virus to everyone in the
computer's e-mail address book

Webcam

A video camera/computer setup that takes live images and sends
them to a Web browser.

Window

A portion of a computer display used in a graphical interface that
enables users to select commands by pointing to illustrations or
symbols with a mouse. “Windows” is also the name Microsoft
adopted for its popular operating system.

World Wide
Web (“WWW”
or “the Web”)

A network of servers on the Internet that use hypertext-linked
databases and files. It was developed in 1989 by Tim Berners-Lee,
a British computer scientist, and is now the primary platform of the
Internet. The feature that distinguishes the Web from other Internet
applications is its ability to display graphics in addition to text.

Word processor

A computer system or program for setting, editing, revising,
correcting, storing, and printing text.

WWW

The World-Wide-Web refers more or less to all the publically
accessible documents on the Internet. It is also sometimes just
referred to as "the web".
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Title Link

Amazon

http://www.amazon.com

Anti Virus - AVG

http://free.avg.com/gb-en/homepage

Anti Virus - Norton

http://www.norton.com/UK

Anti Virus- McAfee

http://www.mcafee.com/uk

BBC Web Wise

http://www.bbc.co.uk/webwise

BBC GCSE Bitesize

http://www.bbc.co.uk/schools/gcsebitesize/ict

Broadband Northern
[reland

http://www.broadbandni.com

Broadband checker

http://www.broadbandchecker.co.uk

Cedar Education

http://www.cedar.u-net.com

Centre For Alternative
Technology (CAT)

http://www.cat.org.uk

CITB-ConstructionSkills NI

http://www.citbcsni.org.uk/Home.aspx

CITB-ConstructionSkills

http://www.cskills.org

Code for Sustainable
Homes

http://www.planningportal.gov.uk/uploads/code_for_sust_homes.pdf

Construction Resources

http://www.constructionresources.com

Energy Savings Trust

http://www.energysavingtrust.org.uk

Facebook

http://www.facebook.com

Green Building Store

http://www.greenbuildingstore.co.uk/index-trade.php

Hotmail

http://www.hotmail.co.uk

Jan's Computer Basics

http://www.jegsworks.com/Lessons/lessonintro.htm
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Title Link

Low Carbon Buildings

http://www.lowcarbonbuildings.org.uk

Programme

Linkedin http://uk.linkedin.com

Microsoft Word http://office.microsoft.com/en-gb/templates
Templates to

download

National House
Building Council

http://www.nhbc.co.uk

PassivHaus Institute

http://www.passiv.de

Software for Students

http://www.softwaredstudents.co.uk

Skype

http://www.skype.com

Twitter

http://www.twitter.com

Using a computer —
learner’s workbook

http://www.fahcsia.gov.au/sa/disability/pubs/Documents/ConsumerTrai
ningSupportProducts/employees/when_i_am_at_work_using_a_comput
er/learners_workbook/sec3.htm

W.R.A.P: Waste in
Construction

http://www.wrapni.org.uk/construction

You Tube

http://www.youtube.com

Zero Carbon Hub

http://www.zerocarbonhub.org
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