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Mrs Rungens Revision and Help with passing ICT Exams

Rule 1 –
Read the instructions!
You must take your time and read all of the instructions carefully. There will be quite a lot to read but, none of the tasks are hard if you read the steps and do what you are being asked to do.

Don’t presume anything – just read the steps and do what you are told.

If you think you have finished the exam, read back through the instructions and try to see if you have missed anything.
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Rule 2: Carefully print everything you need to
You will need to print off work in the exam. The question paper will have sections called ‘Evidence Needed’ which will tell you what to print.

Make sure you print everything you are asked to print – even if you have completed the work you will get no marks if it is not printed.

Your printouts must all have:
your name

Printout Number 

on them – you cannot hand-write them on afterwards!!!! To add your details press View >> Header and Footer.....
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Rule 3: Save your research.....

It is likely that you will have an internet-based research task to do at the start of the exam.

You will only have access to the internet for a short period of time to do this task.
 You will be asked to find an image or a piece of information.
Whatever you are asked to find, make sure you save it carefully because you will need it later on.
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Rule 4: 
Know your spreadsheet formulae
A spreadsheet formula is any Mathematical calculation you need to make. This will always start with an equals sign. Examples are…

=A2+A3   =D3/2 . =A6*A7   =D2-D3

If you need to add together a list of things…
=A2+A3+A4+A5+A6+A7 – would LOSE marks

=SUM(A2:A6) – this WOULD get full marks

Similarly, to work out the average of a list of numbers use…
=AVERAGE(A2:A7)

Spread sheet example:
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3 Apple 03 3 =C3*D3
4 Orange 0.25 2 =C4*D4
5 Banana 0.25 4 =C5*D5
6 Cherry 0.03 12 =C6*D6
7 Grape 0.02 15 =C7*D7
8 Pineapple 15 1 =C8*D8
9
10 Total =SUM(C3:D8)
11
12 | Tuck shop fruit/}
13 Fruit Price each Number needed Costs
14 Apple 03 3 ~C14*D14
15 Orange 0.25 2 ~C15*D15
16 Banana 0.25 4 ~C16*D16
17 Cherry 0.03 12 =C17*D17
18 Grape 0.02 15 -C18*D18
19 Pineapple 15 1 =C19*D19
20
21 Total =SUM(C14:D19) E14+E15+E16+]





Rule 5:

Apply a range of formatting to your spreadsheet
In the exam you will be asked to make your spreadsheet look clear and professional. Things you should include…

· Add borders

· Change font styles and sizes

· Change font colours

· Change alignments (e.g. centre)

· Add shading

… but keep it all looking professional and remember the printers print in shades of grey, not colour.

Rule 6: Create accurate charts
.
You are probably going to have to draw a chart from your spreadsheet. Read the instructions carefully and make sure you only highlight the data you need to include in your chart. To select certain data you need to hold down the CTRL button. All axes must be labelled.

You MUST make sure that you include a DETAILED TITLE on your chart. For example…
“Monthly Sales” – no good
“Monthly sales of cars at Evans Motors” – good
Rule 7: Know how to print your spreadsheet in data AND formula view
It is essential that you know how to change between data and formula view. To do this press…

Tools >> Options >> tick the formula box

Before printing press ‘File’ then ‘Page Setup’ and select ‘Landscape’ and ‘Fit to one page’. It is also worth doing a print preview and making sure that you can see your name, candidate number and centre number in a footer (Rule 2).
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Rule 8: 

Know which software to use
If you are asked to make a presentation use PowerPoint. 

If you are asked to make a printable document (like a flyer or menu) you should use Publisher.
If you are asked to type a letter use Word. 

If you are asked to send an email open ‘Outlook’. You 
[image: image9.jpg]



may need to press ‘Cancel’ a couple of times to get the software to open. Make sure you write the email in a formal style.
 You will not need to send it – just press Print Screen to take a copy of it, then paste it into Word, add your details and print it out.
At level 2 Exam you will need to know how to attach a Doc to your e-mail...you can still do this without Sending IT.....(see Instructions below)
Adding Email Attachments using Outlook Express:
	Step One:
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	Click the Attach Button (It has a little paper clip icon).
	

	Step Two:
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	A dialog box like this one will pop up, and you'll have the opportunity to look around on your system for the file you want to send. When you've found it, click on it to highlight it, and then click the "Attach" button. 
	

	Step Three:
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	Now the file is attached to the e-mail. When you click the "Send" button, the file will be sent along with the e-mail. Make sure you've entered the name of the recipient in the "To:" field.
	


Rule 9:

Add the right content to your documents
.
You will not need to make up anything for the documents you make. Read the instructions for each task carefully and make sure you include exactly what you are told. This will probably include:

· All of the information or pictures you collected in your research task.

· Information and pictures from a folder in your ‘My Documents’ folder.
Rule 10: Show a range of formatting techniques in your documents
.
While you are trying to make your documents look as good as possible, you should try to include a wide range of techniques including:

· Change font styles and sizes

· Change font colours

· Change alignments (e.g. centre)

· Use WordArt

· Move elements to good positions

Bonus Rule: Know what you are talking about
.
In the exam you might need to answer some questions about ICT. You need to know what to say in these and you should revise as you would for any exam. The best way to do this is to sign up for a What2Learn account and enter share code 832263 – this will unlock the Functional Skills ICT revision games. (compliments of What2learn)
Rule12: 

You may need to make your Document a Read Only Doc.
Save as read only

1. Click the Microsoft Office Button [image: image16.png]


, and then click Save or Save As if you have previously saved the document.

2. Click Tools.

3. Click General Options.

4. Click the Read-only recommended check box.

5. Click OK.

6. Save the document. You might need to save it as another file name if you have already named the document.
SEE BELOW….
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