Scheme of Work ECDL Term 2 –Module 7 and 3 (Internet and Word)
Lesson 1

section 1 Getting Started - Internet Theory - Internet Explorer - Connecting to the Internet - Reconnecting - Browser Help - Internet Explorer Screen - Views - Displaying Images - Framed Web Pages - Closing the Browser

Section 2 Navigation - Using Hyperlinks- Back and Forward Buttons - Using Web Addresses - Favourites- Organising Favourites - The Explorer Favorites Bar - Stop and Refresh Downloads

Lesson 2

Section 3 of Module 7Browsing the Web- Search Engines - Search Criteria - Subject Directories - The Explorer Search Bar- Finding Text- General Options

Section 4 of Module 7 Saving and Printing - Saving a Web Page- Page Setup- Printing a Web Page - Printing a Search Result - Downloading Files- 

Lesson 3

Section 5 of Module 7 Outlook Express- Using Outlook Express - E-mail Help - Changing Screen Display - Closing Outlook Express -

Section 6 of Module 7 Message Editing - Creating a Message - Cut, Copy and Paste Messages - Cut, Copy and Paste from Word - Spell Checker - Applying a Signature - 

Lesson 4

Section 7 of Module 7Send and Receive - Sending Messages - Open and Read Messages - Attaching Files - Open and Save a File Attachment - Changing Message Priority - Reply to/Forward Messages - Address Book - Add Sender to Address Book - Distribution Lists

Section 8 of Module 7 Message Management - Printing a Message - Deleting Messages - Creating Inbox Folders - Organising Messages

Lesson 5

Section 1 of module 3 Getting Started - Starting Word - Layout of the Word Screen - The Menus and Toolbars - Help - The Office Assistant - 

Section 2  of module 3 Documents - Entering Text - Saving Documents - Closing a Document - Creating a New Document - Open an Existing Document - Views - Saving in a Different Format - Save as a Web Page
Half term break for 1week
Lesson 6

Section 3 of module 3 Editing Text - Inserting and Deleting Text - Select Words and Sentences - Select Lines and Paragraphs - Symbols - Undo and Redo - 

Section 4 of module 3 Printing - Previewing a Document - Printing a Document - Printing Selected Text – 
Section 5  of module 3 Formatting Text - Underline, Bold and Italic - Formatting of Selected Text - Fonts and Text Size - Changing Text Appearance - Format Painter - Cut, Copy and Paste –
Lesson 7

Section 6 of module 3 Tools - Spelling Checker - Grammar - Hyphenation - Searching a Document - Replace - Zoom Control -

Section 7 of module 3 Formatting Paragraphs - Alignment - Indenting Paragraphs - Advanced Indentation - Bullets and Numbering - Line Spacing - Spacing Between Paragraphs - Tab Settings - Tab Alignment - Adding Borders - Columns

Lesson 8

Section 8 of module 3 Multiple Documents -  Switch Between Documents - Cut, Copy, Paste Between Documents - Headers and Footers - Page Numbering – 
Section 9 of module 3 Tables - Tables  - Entering Text - Selecting Cells - Changing the Column Width - Inserting and Deleting Cells - Inserting & Deleting Rows & Columns - Table Borders/Shading - AutoFormat

Lesson 9

Section 10 of module 3 Document Manipulation - Document Setup - Page Breaks – Styles
Section 11 of module 3 Mail Merge - Creating the Main Document - Creating a Data Source - Editing the Main Document - Merging 
Lesson 10

Section 12 of module 3 Drawing Objects - Inserting a Picture - Move and Resize a Picture - WordArt - Insert AutoShapes - Drawing - Formatting Drawing Objects - Inserting a File into a Document - Inserting Charts

