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How to use the Functional ICT materials

These materials have been developed to help you learn the
skills that are listed in the Functional Skills Standards for
ICT, which the Qualifications and Curriculum Authority (QCA)
produced in 2007.

How have these materials been structured?

The chapters follow the standards, and each chapter is divided
into sections that cover the individual standards in sequence.
You will find the standards at the start of each chapter,
although we have adapted the language slightly to make it
clear what you are expected to learn.

Just because the materials follow the standards in this way, it
does not mean that your teacher will necessarily teach them
in this order. They will organise your learning sessions to suit
your individual needs.

Who are these materials aimed at?

These materials are for learners working at both Level 1 and
Level 2. The content and activities have been written to be
accessible to learners at both levels. Your teacher will know
which activities are most suitable for you.

In functional skills, the difference between levels is more to
do with what you produce than with the activities you are
asked to do. The differences are measured by the complexity
of the activities, your familiarity with the context you are
working in and the task you've been asked to perform, how
technically demanding the task is and how good you are at
working independently. The materials, and their activities,
have been developed with this in mind.
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We hope that the materials will engage you in the learning
process, and give you the opportunity to discuss what you
have learned and to see how other learners approach the same
tasks.

What will you find in each chapter?

The chapters follow the standards and are divided into
sections that cover what is laid out in the standards. Within
each section you are asked to ‘Learn the skill’, which gives
you information and facts for discussion and exploration; and
you are asked to ‘Develop the skill’, with activities that let
you practise the skills, test your understanding and take your
knowledge further.

You will also find two other features on the pages that are
designed to increase your understanding. These are electronic
resources in the form of ‘skills demonstrations’ and ‘assets.

22 skills demonstrations are screen-based demonstrations of
points made in the text, which you can click on for instruction
or information.

L) Assets are files of information provided or stored digitally,
which may include photographs, sound clips, databases,
spreadsheets, etc. These may also include material you will
need to perform the activities (e.g. tables to complete).

We hope you find it easy to learn from these materials and
that you enjoy using them.
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6 Entering, developing and
combining information (Part B)

By the end of this chapter you should be able to:
- enter, develop and organise numerical information that is fit for purpose
- format numerical information appropriately

~ create and develop charts and graphs to suit requirements, using suitable
labels

enter, organise and sort structured information in ascending and
descending order

-~ bring together and organise components of images and text

You will learn to:

- record information on a spreadsheet, structure a worksheet and use the
SUM function

- format currency, percent and number of decimal places on a spreadsheet

.~ create pie charts, bar charts and single-line graphs to present information
with appropriate format, title and legend

- sort data into alphabetical and numerical order

- organise images and texts for posters, newsletters, web pages and
multimedia presentation

Entering and formatting numerical
iInformation

For a simple analysis that involves only calculations, a spreadsheet is very
effective and allows you to use charts and graphs to present results.

~ W Learn the skill

A spreadsheet application provides a grid of cells
organised in rows and columns. Each cell has a
reference formed from its column letter and row
number, so the cell that is in the second row of the
third column has the reference C2.

e
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A cell can contain two basic types of information: text or numeric. Textual
information is anything that is treated as ‘words’. Numerical information is
anything that can be treated as a number; this includes dates and times.

A cell can also contain a formula. Formulas are used mainly to do calculations
on numerical information. Formulas can also be used to do things like count
the number of cells in a block that contain the same text.

This picture shows a small section of a sheet. A | B [ ¢ | D |

Cell A1 contains the word Text. Text
Cells B2 and C3 contain the number 45.27.
Cell D4 contains the number 0.4527.

Cell A5 contains the date 04/05/2008.
Cell B7 contains the formula =2*B2

45.3

E45 27

45%

04 May 2003

et B R R S TR S R

90.54

]

This picture shows that there can be important differences between what a cell contains and what it displays.

Data types

Cell B2 has the value 45.27, but displays 45.3. The cell format has been set to
show one decimal place, so the number is rounded up to 45.3.The data type of
information in this cell is number.

Cell C3 contains the value 45.27, but displays £45.27. The format has been set

© Pearson Education 2008

to currency with two decimal places. The data type in this cell is currency.

Cell D4 contains the value 0.4527, but it displays 45%.

The cell format has been set to percentage with no
decimal places. The data type of the information in
this cell is percentage.

Cell A5 contains the value 04/05/2008, but displays
04 May 2008. The cell format has been set to date,
using one of the built-in date formats that show the
month as a word. The data type in this cell is date.

Cell B7 contains the formula =2*B2, but displays the
result of the calculation. This formula multiplies the
value in cell B2 (45.27) by 2. The data type of the
information in this cell is number.

Cell ranges

To apply a cell format to a cell, select the cell by
clicking in the cell. To apply a cell format to more
than one cell at a time, a cell range (a block of
cells) must be selected. This picture shows two
ranges selected.

The first range is from cell B3 to cell C5. This range
is written as B3:C5. The second range is from cell
C8 to cell E9. This range is written as C8:E9. A cell
range always goes from the top-left cell to the
bottom-right cell.

Functional ICT Level 1/2
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Cell address Edit bar

B? - A =2"E2
A | B | ¢ | D |

| 1 | Text

| 2 453

ER £45 77

| 4 45%

| & | 04 May 2005

B

7 [ 90_54_I

When a cell contains a formula, clicking in
the cell will display the formula in the edit
bar. Notice that cell B7 is selected.

Note the different background colour
of the active cell, which is the one you
click on first when selecting a range.

it

A range is selected by clicking and dragging
the mouse through the cells required in the

range. More than one range can be selected

by holding down the Ctrl key while dragging.

Draft for Pilot



Testing a spreadsheet

answer from the one on the spreadsheet, check the
formula.

Look through these skill demonstrations.

(. » A Enter and edit data ( » A Use SUM and AVERAGE
(. » A Format cells (. » A Use absolute cell references
2 Insert rows and columns [ » 2 Use colours, borders, shading

(. » J Use formulae (, » 2 Use headers and footers

@D
Just because you get results from a spreadsheet, it does
not mean they are correct. Use a calculator to check that
all the calculations are correct. If you get a different 24/

B Develop the skill

Al In your spreadsheet application, open the

Car travel costs

file Car travel costs.xls. This is a very simple
worksheet that can be used to calculate the Fatre wact por lire
cost of a car journey from the distance to

travel, how many miles the car can travel on

a litre of petrol, and the cost of petrol. We

will develop the worksheet in several stages.

Follow these steps:

B Select cell Al. Use the Format/Cell menu to set bold font style. Note
that this does not affect the data type of the cell in any way, just the
way the information in it is displayed.

M In cell B7, enter the formula =A7/6. This formula divides the journey
distance (in cell A7) by the miles-per-litre (6). The result is how many miles
the car will travel on a litre of petrol.

B In cell C7, enter the formula =B7*1.07. This formula multiplies the number
of litres of petrol required for the journey (in cell B7) by the cost of one litre
of petrol. The result is the cost of the journey.

M The results in cell B7 and C7 show too many decimal places. Click in cell B7
and drag into cell C7 to select the range B7:C7. Now use the Format/Cell
menu to set number data type with two decimal places for this range.

B The cost in cell C7 can be shown with a currency symbol. Using the Format/
Cell menu, set currency data type with two decimal places for this cell.

B The miles-per-litre value and petrol cost are shown as part of the information
in cells A3 and A4 and we had to enter the values directly into the formulas.
This is not a good way of working because if we need to change these values
then every formula that contains them will need editing.

a Edit the text in A3 to be ‘Miles per litre’.
b Enter the value 6 into cell B3.

Draft for Pilot Functional ICT Level 1/2 = Chapter 6 = page 4 © Pearson Education 2008



c Edit the text in A4 to be ‘Petrol cost per litre.
d Enter the value 1.07 into cell B4.
e Format cell B4 to currency with two decimal places.

B Now we can edit the formulas so they refer to the cells
containing the miles-per-litre and petrol cost values.

a Edit the formula in cell B7 to be =A7/B3. The result
shown in B7 should not change.

b Edit the formula in cell C7 to be =B7*B4. The result
shown in C7 should not change.

B Now, if we change the values in cells B3 and B4, the
values calculated by all formulas that refer to these cells
will be automatically recalculated by the spreadsheet.

B Change the value in cell B3 to 7. Change the value in cell
B4 to 1.08. What happens to the values in cells B7 and
C7? Is the journey more or less expensive? And can you
say why?

M Save the file as Car travel costs 2.xIs.

M Enter the value 50 into cell A8 and the value 75 into
cell A9. Enter formulas into cells B8, C8, B9 and C9 to
calculate petrol used and cost for these journeys.

B Enter the formula =SUM(A7:A9) into cell A10. Enter
equivalent formulas into cells B10 and C10. What do the
results of these formulas tell you?

B Experiment with different values in cells B3 and
B4. You should see that all the values calculated
by formulas change in response.

B Use the formula =AVERAGE(A7:A13) to find the
average distance in the table.

M How can you find the cost of a journey of this

o ’ A 7 - == -." - .‘ .

i I. af
distance without calculating the petrol that ;
would be used? /n. i \—

M Save the file as Car travel costs 3.xls. N Ym ) - __Jﬂl_{;
S S nEn . —
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Creating and developing charts

e e T L T

A chart gives a ‘picture’ of numerical information from
a worksheet. It can show at a glance how things
change over a period of time, or it can compare
different sets of data.

Learn the skill

Which type of chart should you use?

Pie charts, column/bar charts and line graphs are the most
common types of chart. The type you choose will depend on
the purpose — what information you want to present, who it

is for and how it will be presented.

Bar charts

Column and bar charts are useful if you want to
compare different values, such as sales each month or
different answers to a survey question.

This is a bar chart. This example shows income from
sales for the four quarters of the year. The sales value
for a quarter can be found by ‘reading’ the height of
the bar off the y-axis (Sales). The dotted line shows
that sales in the autumn quarter were about £57,000.

Pie charts

Pie charts are good for showing proportions or

percentages, but they do not work well if there are
too many items. Here is the same information that
you saw in the bar chart shown now in a pie chart.

A pie chart is used when you want to show each data
value as a percentage of the total. This chart shows
that the autumn quarter sales were £56,800 and that
the quarter’s sales are 28% of the total.

Line graphs
Line graphs are used to show values that are always

changing. For example, you could use a line graph to
show the temperature over a year.

Here is a chart of petrol costs for car journeys of
different distances. This type of chart is also known
as a ‘straight line graph’. The two red lines that have
been drawn on the chart show that a journey of 200
miles costs about £31. Approximately how much
would a journey of 120 miles cost?

80

Sales for 2008

70

60

50

40 -
30 -
20 -
10

S pring Summer Autumn

Quarter

Winter

Sales for 2008

S pring,

Winter, £45.7K, 22%

£68.1K, 33%

Summer,
£34.2K, 17%
\
Autumn,
£56.8K, 28%

@ S pring
B Summer
O Autumn
O Winter

£45.00
£40.00
£35.00
£30.00 +
£25.00 -
£20.00
£15.00 -
£10.00 +
£5.00

£0.00

Car travel costs

T T
25 50 75

Distance in miles

T T T T T
100 125 150 175 200 225 250
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Creating a chart
When creating a chart you need to ask yourself the following questions:

B Which type of chart is most appropriate?
M Is the scale sensible?
M Is it easy to read the values from the chart?

B Are the headings and labels clear? Do they give enough information to
the reader?

M Are the colours clear?

A meaningful title Chart ite
The title is the most important item; it should

clearly say what the chart shows or what .
questions the chart answers. ) e

. 6 _Series1
Axis labels ‘ ,
Make sure you label what each axis shows. 2 eoend
Labels help the audience to understand the P ——
chart. 0o 1 2 3 4 5 6 7 8 9 \10

X axis title

Gridlines and values

You should be able to read off the exact values of each part of the chart.
You can insert gridlines and values to make this easier.

Legend and data labels

Your chart will include the row and column headings from your
spreadsheet. These may be too long to use as horizontal data labels.
Sometimes you can change the angle. Alternatively, you can use a legend.

# Develop the skill

B1 A spreadsheet application will provide some means of choosing the
type of chart to plot and ways of formatting the chart to suit the data.
In Excel, the Insert/Chart menu option will open the Chart Wizard.

Watch the skill demonstration on creating charts.

B2 Here are the results of a survey of 335 people who were asked E ” Number of
about their favourite type of film. avourite umber o
type of film | responses
a Plot this information as a vertical bar chart and set the Comed 92
chart titles as follows: y
. . . Action 63
B Chart title — ‘Favourite film categories.
. . Romance 48
W X-axis title — ‘Film category.
N Drama 50
B Y-axis title — ‘Percentage’.
] Horror 37
B Make sure the x-axis labels are all shown. You may need -
to set them at an angle. Foreign 27
B Do not show a chart legend. Sci-fi 29

© Pearson Education 2008 Functional ICT Level 1/2 = Chapter 6 = page 7 Draft for Pilot



B3

b Plot the same data as a pie chart.

B Make sure a chart legend is shown that clearly identifies each
‘slice’ of the pie.

B Show the percent value with zero decimal places against each
slice.

¢ Can you explain why this data is not suitable for plotting as a
line graph?

Obtain data for something that varies continuously, such as daytime
temperature, average sea level over time, sunrise or sunset time over
a month.

Plot your data as a line chart. If it is available, use the ‘smooth line’
chart type.

Make sure you choose something for your data that varies
continuously and not something, such as prices, that's controlled by
people. Prices do not usually change continuously but have sudden
rises and falls from one moment to the next and are not really
suitable for line charts.

Draft for Pilot Functional ICT Level 1/2 = Chapter 6 = page 8 © Pearson Education 2008
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Ordering information

Information that is organised in rows and columns

appears in word-processing, spreadsheet and

database applications. Word processing and databases
use tables for this type of information. A spreadsheet
is a grid of rows and columns, which can be thought

of as a very large table.

M Learn the skill

®22 Sorting data

A common example of information that is organised in a table is a group
of names and addresses, with each name and address in its own row.

Information in a table can be automatically sorted into order. Sorting a
table puts the rows into either alphabetical or number order.

The main reason for sorting data in a table is to make it easier to read and

understand. It also makes entries easier to find.

Number order

Here is a simple table that lists different types
of street. It is sorted in ascending number
order on the first column. This just means that
the order of the rows starts with 1 and goes in
sequence up to 5.

Here is the same table sorted in descending
number order on the first column.

The rows are now in the reverse order. Notice
that the position of whole rows has changed,
not just the numbers in the first column. This
is very important; when information in a table
is sorted, each row is treated as a unit and the
whole row is moved up or down. This is
‘record-structured information’; in a database
each row is referred to as a record.

Alphabetical order

Information can be sorted to follow the order
of the letters in the alphabet: a, b, c, d, etc
(ascending order) or z, y, X, w, etc (descending
order).

Here is the same table sorted in ascending
alphabetical order on the second column.

Notice that the first letter of each word in the
second column has been used to determine
the order of the rows (for example, ‘causeway’
comes before ‘lane’, because ‘c’ comes before ‘I
in the alphabet).

No | Type of way | Description

1 |road paved surface for vehicles
2 | alley narrow street

3 | lane part of a motorway

4 | path route for walkers

5 | causeway raised roadway

No | Type of way | Description

5 | causeway raised roadway

4 | path route for walkers

3 |lane part of a motorway

2 | alley narrow street

1 |road paved surface for vehicles
No | Type of way | Description

2 | alley narrow street

5 | causeway raised roadway

3 |lane part of a motorway

4 | path route for walkers

1 |road paved surface for vehicles

Functional ICT Level 1/2 = Chapter 6 = page 9
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Here is the table sorted in ascending No | Type of way | Description
alphabetical order on the third column.
_ _ 2 | alley narrow street
In the third column there are two entries 3 t of "
that start with ‘p’ and two that start with ane part ot a motorway
‘r. To decide on the order of these pairs it is 1 | road paved surface for vehicles
necessary tp I_ook’ at the order of‘ the ff)llowing 5 | causeway raised roadway
letters. So ‘raised’ comes before ‘route’ because
the second letter, ‘a’ comes before ‘0’ For ‘part’ | 4 | path route for walkers

and ‘paved’ it is necessary to look at the third
letter in each case to decide the order.

22 Filtering data

As we have seen, database information is displayed in tables, with
each row of the table being a separate unit of information (record).
Database information can be displayed in a word processor, a
database application or a spreadsheet.

Database tables often contain a very large number of records. A way
to locate particular records quickly is to apply a filter. You tell the
filter what you are looking for and it filters the records to show only
those that contain the information.

B Develop the skill

C1

C2

Here are some definitions of different types of land:
desert area where rainfall is below 250 mm in a year
tundra cold, dry treeless plain
swamp wetland dominated by trees
marsh wetland dominated by grasses

grassland open, dry area dominated by grasses
forest area with a high density of trees

B Create a three-column table in your word processor.
B Enter the information above into the second and third columns.
M Enter the numbers 1 to 6 into the first column.

B Add a row to the top of the table and enter column headings
No, Land type and Description

B Use the Table/Sort dialog to sort your table on each of the
three columns, first in ascending order, and then in descending
order. Does it behave as you expect?

M Can you explain the order of the ‘swamp’ and ‘marsh’ entries
when the table is sorted on the Description column?

Copy and paste your table into a spreadsheet. Repeat the m .
sorting tasks in the spreadsheet. What happens if you do Sort is in the
not select all the cells in the table when sorting? Data menu.

Draft for Pilot Functional ICT Level 1/2 « Chapter 6 » page 10 © Pearson Education 2008



(<)) C3 Open the file filter.xls in your spreadsheet application.
This file contains 100 fake names, addresses and telephone
numbers.

B Select any cell in the data. Click the Data menu and
drag down to the Filter option. In the sub-menu that
opens, click the AutoFilter option.

M Click on the filter arrow in the Number column. The @ To remove the filter,
drop down will list all the numbers in this column. click the filter arrow, scroll to
What happens when you click on one of them? the top of the list and click

M Open the filter on the GivenName column. Click on (All).

(Custom...) in the list. Enter Peter into the dialog and
click OK. How many records contain the given name
‘Peter?

© Pearson Education 2008 Functional ICT Level 1/2 « Chapter 6 = page 11 Draft for Pilot



W Learn the skill

L) Flyers

Bringing together information to suit
a purpose

Sometimes you know exactly who will read your publication, why it is
needed and how it must be presented. Knowing all this can make things
easier for you. However, when you know who the audience is, you must
make the publication really suitable for them, because they will expect you
to get it right. So what type of publication do you need?

Types of publication

Posters
Posters aim to do three things:

B Attract attention

B Persuade people to read the content
M Get a message across

You cannot be sure who will see a
poster but you can try to select your
audience by choosing where to display it.

Your poster must be eye catching and must convey the information in
a style that is appropriate.

Flyers are intended for individual people. Sometimes they are
delivered to people’s homes, so you know who has received
them.

Flyers are for people to have their own information. They are
generally smaller than posters. A5 is a popular size for flyers,
as it can fit through letter boxes.

Leaflets

Sometimes an organisation will use a poster or flyer to
attract attention and will then make further information
available in a leaflet.

4

Most leaflets are printed on A4 paper then folded.

You need to decide how you will fold the paper once
it is printed because this will affect which way up you
place blocks of text and images.

A4 can be folded to make A4 can be folded twice to
A5 leaflets like this produce a leaflet like this

Draft for Pilot Functional ICT Level 1/2 « Chapter 6 = page 12 © Pearson Education 2008



L)) Formal letters P

- [
Letters are sent to individuals for particular reasons. S !
It is quite easy to decide who, why, where and what a Z_'_._{j.; —
letter is for. It is the content of a letter — and how it is pil '
written and laid out — that will create an impression of Ml
the person sending it and on the person receiving it. et
You must make sure that a formal letter includes - ‘l
certain standard components. Open the example. .
How is it laid out? Cotmermm, Mackengie
s

Reports

Reports provide detailed information for people _ )
who need it. It's very easy to make a report boring ~ Open up these skills demonstrations.
for the reader; your challenge is to create reports Overview of the last 12 months | Overview of the last 12 months
that are attractive, useful and easy to read. =) S

Before you even think about designing a report,
you need to know:

B how the report will be distributed — by post,
at a meeting, etc

B whether there are other publications to go

with it, such as a presentation Which text has been spoilt by a badly placed image?

B what content must go in the report Can you do these using database tools?
B how many pages the report will be (/) Create a report
M how it will be produced and what software (2 4 Customise a report
will be used
Presentations

Creating a series of slides that can be displayed on a
large screen is a good way of presenting information to
a large audience. Slides can include text, images, graphs
and multimedia elements.

Presentations are made up of two distinct parts: the
slides and the notes to help the speaker remember what
to say.

A good presentation always has a key message. The
audience should know what the key message is within
the first 15 seconds.

Newsletters

A report is likely to be read by the audience, even if it
IS not very exciting; there's no guarantee a newsletter
will 1be read. If it is not designed well, people probably Sharing what we do
won't bother to read it. I v i i i

ca Py smn e ey o m o ki [
. [

A newsletter is likely to have at least four sides. Every
page should give the reader a clear reason to stop and
look. The front page needs to be particularly appealing.
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Build a page around a focus for the reader’s
attention; this focus could be a catchy title or
an image. If you use columns, make sure they are
balanced — roughly the same amount in each.

Look at the following newsletters. What catches
your attention? What is the focus on each page?

Combining information O €O O]
ICT can be used effectively to bring together images
and text. But how are these elements combined?

Many desktop applications can display
information held in an external file: a picture
file inserted into a word-processed document is
a common example. There are two ways in which
the information held in the external file can

be made available to the document: by linking
the file to the document, or by embedding the
information held in the file directly into the
document.

Linked files

If you link a file to the document, the document stores the
pathname as part of the document information. Each time the
document is opened, it reads the information from the file and
displays it in the document.

An advantage of this is that, if the linked file is changed,
these changes automatically appear in any documents to
which it is linked.

A disadvantage is that, if the linked file is moved or deleted,
the information no longer appears in the document. Another
is that, if the document is sent to someone else, the linked
file must be included separately.

Embedded files

If you embed the information directly in the document, the
information in the external file is read and included as part of
the document file.

An advantage of this is that the document is independent
of the external file. Moving or deleting it does not alter the
document because the document is completely self-contained.

A disadvantage is that the size of the document file is
increased by approximately the size of the embedded file. This
can be an important consideration if the document contains
many embedded files.

I've put it

Grouping information a0l together!

Grouping applies most commonly to the sections of a vector
drawing, where each part is a separate object that can be
moved and sized independently of other parts. Grouping
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combines selected objects into a single object that can be
moved and sized as one.

Grouping is not permanent: grouped objects can be changed,
and then ungrouped to restore them as individual objects.

In Word, the Group/Ungroup commands are available on the
Draw pop-up menu on the Drawing toolbar. The commands can
be used to group various objects in addition to drawing objects:
tables, charts, graphics, equations and linked or embedded
objects.

When objects are grouped, you can work with them as though
they were a single object. You can flip, rotate, and resize or
scale all objects in a group as a single unit. You can also change
the attributes (an attribute is an object or text feature, such as
line fill or text colour) of all objects in a group at one time.

% Develop the skill

(<)) D1 Create a formal letter using the components Yours sncerely 25 February 2005
. | have enclosed a copy of my updated CV | Dear Mr Bluestone
ShOWﬂ In the table. as requested and | look forward to seeing
you on 8 March.
. Ei Further t ting last Thursday, |
D 2 Using database tools make sure you can | amuming o cocpyour e avor

@2 create and &2 customise a report. Open the
skills demonstrations on these, and complete the
Test me sections.

(<)) D3 Look at this poster. The various items have been Irevor's lasty laHeaways

scattered about in a random way. Organise the
items into an effective layout. Change the font 4 oz burger and fries, with
style and size if necessary. onion and tomato

s

D4 Using presentation software, make sure you can:

@23 Create slides @22 Change colours

€23 Create and use a master slide €23 Use lines and borders
@2 Include sound @23 Import and position
@3 Insert links images

@23 Include animation €22 Align text and images
@23 Create transitions @23 Crop and resize images

After looking at the skills demonstrations, try the Test me
sections for each skill.

D5 Create a slide for a presentation with simple text. Try out
different colour combinations for text and background
using presentation software. When you have found a good
combination, use a projector to test it, if possible.
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