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Information Technology Skills – FETAC Level 4
1 morning per week/1 evening per week 
Duration 20 weeks
The purpose of this module is to provide learners with an understanding of the computer and its environment. It covers basic terminology associated with computer hardware and software. It provides practical experience in data entry skills, word processing, file management and the use of the Internet.

Successful completion will lead to a FETAC Level 4 Award in IT Skills.
Learners who successfully complete this module will:
- Understand the terminology associated with computer hardware and software. 

- Acquire the essential skills to operate a computer 

- Develop the skills required to enter and manipulate text using a word processing package 

- Acquire the skills needed to use the Internet 

- Demonstrate good work habits in the use and care of the computer and related equipment.

Entry Requirements: Some basic computer or keyboard experience is desirable but not essential as full training will be given on each application. 
Course Content

Introduction to Information Technology 
· Explain the terms Hardware and Software
· Naming the elements of a computer system

· Identify four input devices

· Identify four output devices

· Compare different types of printer with regard to quality and cost
Information Technology Skills – FETAC Level 4

1 morning per week/1 evening per week 
Duration 20 weeks
Introduction to Data Entry 
· Operate data entry functions using correct technique

· input data accurately (data includes alpha, numeric and special characters from the keyboard)

· Follow accepted rules for spacing before and after punctuation marks

Introduction to Word Processing 
· Access a word processing system/package

· Enter text

· Edit text by inserting/deleting characters, words, sentences and paragraphs

· Load an existing file

· Format text

· Enhance text

· Edit blocks of text, within the document

· Use a spell checker

· Save files within the system

· Preview a document

· Proof-read a document

· Make corrections to a document
Introduction to Internet 

· Log onto an Internet provider select a specific site given the location address

· Select specified links within a site

· Carry out an Internet search, using a search engine, given a specific topic

· Print a page(s) from the Internet

· Log onto E-mail server

· Download E-mail

· Read E-mail, reply to e-mail, send e-mail and print e-mail message 

· Check the status of an E-mail message (i.e. read, unread)

· Identify data relating to an E-mail (i.e. senders E-mail address, date and time)
*Assessment will be by timed examination and will take place at the end of each module. [image: image2.png]*E FETAC
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