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European Computer Driving Licence (ECDL) Information

This leaflet explains the ECDL qualification.

Should you decide to enrol for the full course you will receive materials to get
you through each module, an ECDL logbook, access to mock exams and 7 end
of module tests. You will also have weekly access to tutor support at our 2-
hour drop-in sessions.

Details of prices are listed on page 6.

If you are in receipt of certain benefits, i.e. Working Tax Credit, Disability
Living Allowance, Jobseekers, Income Support, Housing Benefit, etc. you may
qualify for a fee waiver to cover the costs of the course.

Please do not hesitate to get in touch if you require any further information.

Irene Donnelly
Co-ordinator

barralc@lews.uhi.ac.uk

Barra Learning
Centre

01851 770600
Lews Castle College or 810728

Creating the University of the Highlands and Islands




ECDL
European Computer Driving Licence

What does the ECDL programme do?

It provides people with an understanding of computer competences, their
uses and how to get the best out of computers.

Who should attend?

Anyone who uses a computer on a regular basis and wants to improve his or
her skills and/or obtain a computing qualification.

How long does it take?

The length of time taken to complete the programme is flexible and is
determined by your computing skills. However, achieving 1 module per
month is a reasonable time frame to aim for.

What qualifications will | receive?

On completion of the 7 modules you will receive your European Computer
Driving Licence (ECDL) Certificate from the British Computer Society.

What do | need to enter the programme?

There are no formal entry requirements but you will be expected to work
independently with tutor support available in the room. This requires that
you understand written material and operate in a safe manner. Those who
have a high degree of computer skills may complete the programme at an
accelerated pace by choosing the testing only route.



WHAT DOES THE SYLLABUS CONSIST OF?

1 Security for IT users

This is the only theoretical module, and gives the

candidate a surface knowledge of many of the issues

involved in IT, including hardware and software, data -
protection, data storage and memory, health and ‘ “@
society issues.

2 Using the computer and managing files

The candidate will learn how to manipulate windows,

icons, printers and editing and search features, in addition to organising and
creating directories.

3 Word processing
The skills included will be the basics of word processing up to the level of
creating tables, using graphics and mail merge.

4 Spreadsheets
The candidate will be able to set up spreadsheets with basic formulas and
functions and to create simple graphs and charts.

5 Databases

Skills will include the creation and modification of databases, along with
sorting and searching for specific information, and creating and modifying
simple reports.

6 Presentation

This will involve creating presentations for display to
different audiences, using charts and graphs and different
slide show effects.

7 Web Browsing and Communication / Using the internet & email
Candidates will be expected to use the Internet competently
to search for specific information, and to send emails with
attachments.




ECDL Price List — Barra Learning Centre

2010/2011
Course Description Item Cost | Total Cost
ECDL Logbook £30.00 £30.00
Modules (each) include 1 exam, mock £40.00 £40.00
exam and access to 2 x 2 hour drop-in X7
sessions per week. £280

Students are also welcome to use
Learning Centre facilities during opening
times for self study.

Re-sits (each) £10.00

Total Cost (not inc re-sits) £310.00

www.ilascotland.org.uk

itpays to learn

ILA Scotland is a Scottish Executive scheme that will help you pay for the
learning you want to do. It’s available for anyone aged 16 or over and
living in Scotland.

If you earn less than £22,000 a year you can apply for an individual
learning account that will give you up to £200 a year towards studying
ECDL.

For further information call the ILA Scotland helpline free on 0808 100
1090.
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Continuous Support for you to Succeed with your Qualification

From the date of passing the first module, students have three years to
complete the six remaining modules required to achieve the ECDL
certificate.

However, most participants are able to complete all modules within one
academic session (September to June) and this is strongly recommended.

Students have access to computers in the Barra Learning Centre during
opening times (9 am — 5 pm daily).

To access a computer you will need a username and password, this will be
allocated to you prior to using the computers for the first time.

ECDL students are welcome to the ‘ECDL Drop-in Sessions’. These are
held during the week in the IT classroom.

Students can get help in areas of the module that they are finding
challenging or they can try out a mock exam.

ECDL Drop-in Sessions
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Mondays 4.00 pm—6.00 pm
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