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Th e I nte r n et "/ = : CODING GAMES

Searching the Internet
Choosing the Right Information

Charts and Graphs

Types of Chart and Graph — Bar
and Column Charts — Line
Graphs and Scattergraphs — Pie
Charts

Spreadsheets

Entering and Editing Data —
Formatting Spreadsheets — Formulas
— Advanced Formulas and Functions
— Sorting and Filtering Data

NCFE Functional Skills in ICT Level 1 and 2

Word Processing

Email

Presentations

Understanding Presentations —
Making Presentations — Editing
Slides — Editing Options —
Getting the Right Layout

The Basics

Formatting Text — Formatting
Documents — Tables — Mail
Merge — Graphics —

Word Processing Tasks

Sending and Receiving Emails —
Contacts Lists — Organising
your Inbox — Using and Writing
Emails

Databases

Database Basics — Sorting and
Filtering Data — Queries and
Reports

Security: Passwords and Viruses - Software Programs - Windows, Icons and Buttons - Office
Features and Shortcuts - Using Storage Devices Safely - Managing Files and Folders - Changing
Settings - Printing and Screenshotting

Our Core Values at BBAB are: RELATIONSHIPS, INTEGRITY, HONESTY, TEAMWORK and TRUST




