Cover
Sheets

A series of worksheets intended for use in cover lessons
By

Dave Kirby



© Dave Kirby, 2012.

Cover Sheetss hairyD graphic production for SheffieldMine. Further details are available at hairyD.com



Introduction

ACovieet® Si s a coll ection of worksheets |
The sheets were designed for use as either starter activities or longer activities for use
during an extended period of iliness.

For inclusion in this volum, a sheet had to meet the following conditions.

1 Linked to the taught curriculum
1 Be printable on a single sheet (single or double sided)
1 Be largely selexplanatory

No commentary is provided, nor are the answers to the questions.

Free copies of the book Word format (suitable for editing and with clickable links)
are available are available from my website:

HairyD.com
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Using Paint

Objectives To ensure every student knows how to use most of the
paint tools.
Task : Draw the picture of Dead Sheep Farm.

You will need to draw the sky and grass first using big rectangles.

Use
Ellipses to draw sheep and clouds
Rectangles to draw windows and doors
Lines to draw roofs and sheep heads
Paint can to draw smoke and clouds
Text to draw the sign
Flip to draw the dead sheep

Dead Sheep
Farm

Extension Use what you have learned to add the following
animals.
Duck Cow Cat Alligator Dog

Pig Chicken Elephant Fox Horses



Calculating Square Roots

Objectives Create a simple spreadsh eet
Use it to calculate values

Task : Type in the following spreadsheet
A B | C | D |

1 Juess ansiwer target
2N =B2*B2 16
32 =B3*B3 100
403 =B4*B4 1000000
B |4 =B5"B5 65536
B |5 =BG*EB6 0.04
76 =B7*EB7 00186
B 7 =B&"B3 6
= =B9"E9 20
109 =B10°B10 147
11 10 =B11"B11 0165

Now use the spreadsheet.
Keep changing the numbers in column B until it matches the number in
column D.

e.g.
Al B | ¢ | D |
1 guess  answer target
2] 1 4 16 16
3| 2 63246 40 40

Extension : Mathematically, whatisity ou are doing?
Is there an easy way?



Comparing Graphics

Objectives To understand the differences between two graphics
packages.
Task : Your teacher will give you exactly 17 minutes and 22

seconds to draw the following picture in Paint and th  en
the same time to draw the picture in word.

Blg Red Tractor

Extension Add Godfrey to the picture and the add a background
including fields, buildings and sheep.

Homework Answer the following questions:

Which did you find easier to use, Word or Paint?

W hich things were easier to do in Word?

Which things were easier to do in Paint?

Which would you use to draw a plan of your bedroom?
Which would you use to paint a picture of a spaceship?



Calls on the Move

Objectives : Be able to select appropriate data

Below is a history of the mobile phone. It contains far more information than
you need.

Task

Select eight of the following facts and put
them into a PowerPoint slide.

In the notes section below you should add one
sentence about each of the facts tha t you will
say in your presentation.

Be careful to choose only the facts that you
think a re most important.

Mobile Phone History

490BC Pheidippides ran from Marathon to Athens to carry a message
1830 First electrical signals

1839 Morse code

1866 First message across Atlantic

1876 First telephone, Alexander Graham Bell

1895 Tesla makes first wireless communication

1906 Reginald Fessenden makes first wireless call to a telephone
1908 First patent to Nathan Stubblefield

1930 First wireless communation from a train

1939 World War 1l. Large scale military use

1947 Invention of cells for transmission of messages
1954 First use of a mobile phone in a film

1956 First fully automatic system. Weighs 6% stone

1965 First commercial wireless systerilo weighs 1% stone
1970 Call handoff system invented

1971 First commercial network in Finland

1973 First real mobile phone, Martin Cooper

1978 Chicago become first major city with a network

1982 FCC approves AMPS frequencies

1989 First fliptop phoe. Cost £3000!

1993 First text appears

1999 Mobile internet application

2005 GPs features added to phones

2000 First 3G phones

2000 First camera phones

2007 First iPhone

2010 Google phone, Android Apps



Twelve Days

Objectives Create a simple PowerPoint presentation
Use copy and paste effectively

On the twelfth day of Christmas,
my true love sent to me
Twelve drummers drumming,
Eleven pipers piping,
Ten lords a -leaping,
Nine ladies dancing,
Eight maids a -milking,
Seven swans a -swimming,
Six geese a -laying,
Five golden rings,
Four calling birds,
Three French hens,
Two turtle doves,
And a partridge in a pear tree!

Task : Create a PowerPoint presentation with one slide for each of
the ten days of Christmas. Copy and paste pictu res from the
internet. There should be as many pictures as the song says

Remember Once you have copied, you can paste as often as you
want

e.g.

Seven Swans A-Swimming

s s
P
P Fs
e
Extension Now copy and paste entire slides so that you can do

the entire song
Add the music so that it plays like a Karaoke song


http://www.bing.com/images/search?q=christmas+bells&view=detail&id=C9AA875D42C542DA04330DC2378F885BAA442C6A&first=0&qpvt=christmas+bells&FORM=IDFRIR
http://www.bing.com/images/search?q=christmas+bells&view=detail&id=C9AA875D42C542DA04330DC2378F885BAA442C6A&first=0&qpvt=christmas+bells&FORM=IDFRIR

Levels of User

Objectives Be able to identify the different levels of user.
There are three levels of user:
1. Beginners

2. Casual
3. Frequent

Which level of user do you think would be able to carry out the following
tasks?

Use Facebook

Turn it on and off again
Change a printer

Add a printer driver

Look up videos on YouTube
Change a graphics card

Add memory

Type a Word document

Put formula in a spreadsheet
10 Enter an online competition
11.Find football results  on-line
12.Find when Shakespeare was born
13.Download a film

14.Install new software

© N OAWNPE

User Level Tasks (Numbers)

Beginner

Casual

Frequent

Now write a paragraph describing each level of user, giving example s of
what they can do from the list.




Sending E -mail s

Objectives : Be able to identify the different levels of user.
Be able to produce appropriate documents

Scenario

Westlake College is about to take on a new group of students. These students all
have different levels of ability when it comes to IT. They may be loosely described as
follows

1 beginner
M casual
9 frequent user

It is necessary to explain to these different groups of people @
how to use the college e-mail system. .

Task

You are to produce user guides to using email. These
should be available as

9 a presentation for complete beginners
1 aword document for casual users
1 aweb page aimed at frequent IT users.

Where appropriate, you should use screen shots or other images to supplement your
work.

Your user guide should include sufficient information to for the user to be able to use
the e-mail system. The level of language should be appropriate for each level of user

You must first create a draft version of these documents and print them off.

You should then correct these documents, print copies and save them with a different
name.

Think carefully about what you choose to put in each guide. Think about the level of
user when you decide on the following

What you choose to include
Type of language
Amount of information
Look of the document
o Fonts
o Colours
o Pictures

= =4 =4 =4



What 6s wrong with these?

Objectives Be able to evaluate a product
A graphics designer has been given this brief:

OYou are asked to create a logo for the Write Horizons

project. The | ogo should contain the words o0
Ho r i z and &simple image that sums up what the book is

about. You should also create four different versions of the

image to present to the client. 0

The designer has made the following four |
rubbish. But why?

For each logo, you should
1 Describe the logo itself
1 Describe what is wrong with it
1 Explain why



PC Planet

Objectives Create a specific document for a specific audience

Task : You are asked to create an A4 advert for PC Planet
advertising two cheap laptops

Your adverts should include all the following information:

WindowsE. Life without Wall sseE.
PC Planet recommends Windows 7.

Laptop Bonanza

ACER Aspire 5742
Core i3,

4GB

250 GB Hard Drive
Product code: 973081
Was £499

Now £299

HP G56107SA

Core i3,

2GB

250 GB Hard Drive
Introductory Offer
Was£349.00

Now £299

Save a total of £150.00
Product code: 890769

Find us at
4 Gateford Road, Worksop, Nottinghamshire S80 1EB

Our opening hours are:
Tuesdayi Saturday, 9.30AM 5.30PM
(Closed Sundays, dhdays and Bank Holidays)

Extension The company wants to create some A5 fliers to give
out to the general public around the shop
The flier will be printed in black in white so you must
choose a layout that looks good in just two colours



The Wide Mathed Bullfrog

Objectives : Create a document for a specific audience
Use clipart and word art
Use copy and paste

Task : You are asked to make a version of the story ofvtieee mouthed
bullfrog.
It has to be suitable for small children.
It shoud
1 Fiton on page
9 Be colourful
1 Be easytoread

Here is the story:

Once upon a time a wide mouthed bullfrog was walking through a forest when he
a Horse.

al St f23¢ akvle nolithe®bukdfragQ Neat slugs and snails. What do you
St iKE

GLQY | K2NASZ¢ a4l AR GKS K2 NAmSBidle ofthe y R
TASE Ro¢

GhKzZ¢é¢ &FAR GKS 6ARS Y2dziKSR odz f TNB 3
And carried on walking through the forest.

Where he met a giraffe.

Gl St f23¢ akvBle nolithe®buldfragQ Neat slugs and snails. What do you
SIaKe

GYQF IANI FFSZ¢ alAR GKS IANIFFFSO a!

0NBSodé

GhKZ¢ &AFAR GKS 6ARS Y2dziKSR odz f TNR 3
And carried on walking through the forest.

Where he met a lion.

al St f23¢ akvfle nduthedbullirdg.Ql ¥at slugs and snails. What do you

SIaKe

GLQY | tA2ySé AaBARSIKSdIZHi KSRPodzBrt YRR H
GhKZé¢ alAR GKS 6ARS Y2dziKSR o6dzf f FNR 3
e 2dzK ¢

You should type the first part of the story, the copy and paste it to avoid too much typing.
Use WordArt and ClipArt to illustrate your story. E.g.

Ay Hello, I'm a wide mouthed bullfrog o

Leat stugs and snails what do you ¢

A copy of a reading the story is available at
http://www.youtube.com/watch?v=0CRw74pmD04



Square Boy and Circle Girl

Objectives Be able to use the basic paint tools.
To be able to use different kinds of shading

Task : You are asked to draw a picture of Square Boy and
Circle Girl following this simple rule:

You may only use circles and squares!

Rectangles are right out, as are ovals or things drawn with other shapes
or lines.

Here is an example.

Notice thatits le gs
are not rectangles but
are a series of squares
joined together.

Its shirt has been
coloured in using fill
effects instead of
e just clicking on the
colour.

Extension What kind of pets would Square Boy and Circle Girl
have?
Try to add these to your sheets.



Database Testing

Surname 1% Name Year|Form [Sex Mark
Barker Emma 7BA f 36
Betts Donna 7BA f 45
Causer Priscilla 7|BA f 44
Cheeseman Mark 7BA m 25
Cooper Louise 7BA f 47
Copestake Mark 7BA m 45
Darby Emma 7|BA m 23
Done Kirsty 7BA f 78

Objectives : Create and test a simple database

Task 1:

1. Which records would you get if you did the follow

Look at the above database then answer these questions

Surname is equal to Done

Sex is equal to f
Mark is greater than 40

Surname contains Causer

Surname contains er
Sex is equal to female and mark is greater than 40
Sex is equal to female or mark is greater than forty
Sex is not equal to m

2. What searches would you do to:

4. One of the fields clearly has a mistake. Which one and why?
5. What is wrong with the follo wing searches?

Form is not equal to BA

Sex is equal to m and sex is equal to f

Mark is greater than 40 and mark is less than 40
Task 2 Now create the database in Access

Find all the males

Find all the people who scored less than 25

Find people called Mark who scored more than 40
3. Which is the Key Field?

Correct the record wit
Carry out the searches in q uestions1, 2 and 5

ing searches?

h the mistake foundinq 4




File Size

Objectives : Be able to calculate file size
Know the units of memory

Copy and complete this table

Name Abbrev. Bits Bytes

Bit - -

Byte -

Nibble -

Word -

Kilobyte -

Megabyte -

Gigabyte -

Terabyte -

Q1. A fan club has a database that contains 800 0 records. Each record contains
the name, age and telephone number of a fan. The field lengths are:

Name 24
Age 2
Tel. No. 12

A floppy disc has 30 OkB free. Will the file fit in?

Q2. A database of cars contains 90000 cars. Each record contains

Vehicles type (20 characters)
Registration Number (8 characters)
Colour (10 characters)

How big is the finished file ?
Q3. A school class contains 25 students. How big would be a file to store the

first name, surname, age and form of everyone in that class? Choose your own
appropriate field size.

Your Name

B Your Name




Desktop Publishing

Objectives Be able to use different templates
Create a variety of documents

Name Use Yours

Title Sales Director

Company Name WebCellar

Details We Provide:

Unlimited web space

Freely upload videos, images and mp3s without ever
hitting your capacity.

Unlimited traffic

Welcome infinite traffic to your site without excess
bandwidth charges

Our web hosting is now cloud hosting

Opening Time Monday - Thursday: 09.00 - 21.00 Friday: 09.00 - 18.30
Saturday: 09.45 - 17.30
Address 10 Station Road
Woodburn
Sheffield
S99 8GG
Tel 0114 992211
Fax 0114 991122
Mobile 0676 3768979
E-Mail Enquiries@WebCellar.com
Website Webcellar.com
Tagline Modern Hosting for a Modern World

Using the information above you should now create

Flier
Banner

Too oo oo oo o Do

Invoice

Business card
Advertisement

Compliments card

Create a folder called publisher and save every version

Print the flier




Raster v Vector

Below there are 2@tatements about two types of graphics. Some refer to Raster, others to

vector.

Sort out which is which and complete the table below.

Vector

Raster

Packages like paint or GIMP
Picture made up oflots or pixels
Picture made up of lines and shapes or
objects

Pixilates when enlarged

Used for diagrams

Used with photographs

Used with scanned images
How printers print

Easily Move or resize shapes
Great for handling text

Also called bitmap or image

Also called object

Can be used with cutters and engravers
Can delete individual objects

Delete by recolouring pixels

Easy to resize without loss of quality
How plotters draw

Packages like Draw or Word

Great for freehand drawing

Easy to erase sections




Rl

like rabbits. If one
rabbit gives birth to

Jf@ Jf @ two rabbits and they

then give birth to two

rabbits in 10
generations you would

lot of rabbits.

We can use a spreadsheet to work out how many rabbits you would  get.

The mathematical formula is:

The formula is

Copy this spreadsheet into excel
A [ B | © | D |/ =A2*(B2+1)"C2

N f q total «
2 1 2 10 59049
3 1
4
Use guesswork to complete this table
s N g total
1 6 1771561
3 2 17714
2 2 405
1 5 1000
2 6 10000
2 4 100
2 7 10




Patterns and Sequences

For each of these seq uences, copy the sequence and write down the next
two in the sequence.

1 2 3 4 5
10 9 8 7 6
1 3 5 7 9
5 4 3 2 1
1 potato 2 potato 3 potato four 5 potato

Monday Tuesday Wednesday Thursday Friday

April May June July August
1 4 9 16 25

1 2 3 5 8
Mercury Venus Earth Mars Jupiter
10 20 30 40 50

15 25 35 45 55

19 29 39 49 59

7 14 21 28 35

10 17 24 31 38

6 11 16 21 26

10 19 28 37 46



Brick Art

Objectives  To be able to use the basic  draw tools
To be able to come up with strategies for copying or
colouring large numbers of items.

Here are some examples of pictures drawn with bricks from walls around
Sheffield.

Task 1 Get a Brick Wall Planning Sheeting from your teacher and
colour it in to make picture of your own.

Task 2 You are asked to draw a brick wall. Start by drawing a single
brick like this:

Now copy it to make two

Now copy these to make four
And so on until you have a full wall

Task 3 Now colour in the wall you drew earlier to make a computer
version of your picture.



Brick Wall Planning Sheet

Brick Wall Planning Sheet

(Cut in two before use)




Objectives

Task 1.

Name

Costing a Journey

Be able to set up a spreadsheet to carry out a costing.
Understand the re -useable nature of spreadsheets
Be able to work to fixed budgets.

Type in the spreadsheet below:

A,

hooring Fees
Lock Fees
Gas
Electricity
Sewage

[Cu R i R N T S

Cost Per Mile
10 |Mumber of Miles
11 |Total Cost

| E C D
Cost Per Day Mumber of Days Total

a ] =B2"C2
5.5 ] =B3"C3

G ] =B4* 4

4 ] =B5*C5

3 5 =BR*CE
28

100

=BI*B10 =B11

=5UM(D2:D12)

Notice that the spreadsheet works out the formulae.
Can you format the cells with money in to currency?

Task 2

Use your spreadsheet to work out the cost of the following holidays:

Miles Days Answer
60 4

120 7

10 3

55 6

200 10




Task 3

A family has only £1000 to spend.

What is the furthest can they travel in:
Days Answer
8
10
15

In 10 days, how far could they travel for:

Cost 500 750 1100 200

Answer

Task 4

If someone travels more than 80 miles, they have to pay a long journey
surcharge of £20. Add this to your spreadsheet and then calcula te these
holiday values.

Miles Days Answer
90 5
110 7
20 3
255 16
80 10
Extension 1

To work out a 10% discount the formula is
Discount = total x 0.1

If someone books the boat for longer than five days, they get a 10%
discount. How would you add this to your spreadsheet?




Name Checker

Objectives Use the VB Editor

Mame Checker

Task e
-~ What is your name?

Go into the VB editor 3 I

Tools >> Macros >>Visual Basic Editor

Click

Create this UserForm using the
Tools indicated.

Contral

K AlDBEEBEF & 2 Mo

Double clickonthe 0 Cl i ck Her € 4m
Button

Type in the following code

If TextBox1.Text =" Then Labell.Caption = ""
If TextBox1.Text = "Dave" Then Labell.Caption = "You are a God"

Where:

The open box for for text is TextBox1
The blank grey area for the comment is Labell

Click . =

to make your program run.
Extension

How would you extend the program to be used for other names?




Numerancy

Objectives Setting up a spreadsheet after having had the maths
is explained.
Using the LEN and MOD function
Testing a spreadsheet using own test data
Make a spreadsheet re -useable.

You should already have used Numerancy to set up some test data. This
is how you set up the spreadsheet.

A | B e D
1 lls hr Kirby Llgly
2 =LEN{AT) =LEN(E1) =LEN(C1) =LEN(D1)
3 |=A2+B2 =BZ+(2 =C2+032
4 =A3+B3 =E3+(3
o =A4+B4
B
7 =IFMODAS =0, "Yes" "Na™
B | |
g
10

Now use you spreadsheet to test your question.
Does it work?

Modify t he spreadsheet to try other questions.
Homework.

Think of a question that will find out whether Sheffield United will win on
Saturday. Try it out and then see if it works on Saturday.

Then try this question.

Does This Spreadsheet Work?



Spreadsheet Q uiz

Objectives Use other functions in Excel, look at standard form

Hint : If yo u see something in these brackets, type
something sensible. E.g. if it says type My name is
<name>, | would type My name is Mr Kirby

Task : Set up a spreadsheet as shown
Dz gR¥ s oo | @& = A8
c1 j =| =[F(B1="Mao","Correct" "oooh you bitch")
A . B C D | E
1 |l Mr birby Ugly? Mo (Correct 1
_ 2 |What is the capital of Botswana? Wirang
3
4|
Column Contents
A Question
B Space for an answer
C Magic formu la
This is the magic formula
=IF(B1="No","Correct","Wrong")
The format for this is
=l F( <cell wit hansnwewme r>0 ,=0 fikmeisgshaage i f i tds right
All the o0s and ,s and ()s hawgsensibleibe typed

the <>



The Computer Misuse Act 2003

Objectives : Know the provisions of the Computer Misuse Act
Be able to create a simple PowerPoint presentation.

There are three sections, put each one as a title on a different PowerPoint Page:

1. Unauthorised Access
2. Ulterior Intent
3. Unauthorised Modification

These sentences describe them (but not in the same order).

This is where people get access to a computer system and use this information for their own
reasons. This is known as hackamd this section of the law makes it illegal.

This is where people add things to computer systems that may cause damage. This is the
section of the law that makes Viruses and Logic bombs illegal. This is known as tampering.

This is where a computer issed for any criminal purpose at all.

Copy and paste the correct description under each heading.

Now look these crimes and decide which crime comes under each heading. Copy
and paste the details of each crime under each heading.

A group of people breaikto Prince Philips Enail and sell details of its contents to the Sun.

A group of West Germans break into the american defence computers and sell the secrets to
East Germany in exchange for drugs.

An American Banker uses his access to the banks comgndegives himself $1,000,000.

A worker for Leicester Council gets fired and so leaves a virus in their system which crashes
the computer costing them millions.

An exweatherman leaves a bomb in the system which prints "Happy Birthday to Dave" on
everyweather map on the 14th December.

A 15 year old uses his computer to forge identity cards so that his friends can go underage
drinking. The card are not good enough and they get caught.

Now make sure your slides are animated and look pretty.

QO QIO QO QO QO



TV Questionnaire

Objective : To create a questionnaire.

You are going to make a questionnaire to find out what people think about
television.

1 You could ask about their favourite and least favourite programs.

You could ask what they want to see more of and less of.

1 You could ask them what they watch, where they watch it, how long
they watch it.

=

Your questionnaire must have 15 questions.
Your first three questions must be Name
Age

Sex

You must pay particular attention to field length

E.g. Name

Age

Sex Male Female

The field length for name is 20 characters.
What is the field length for age?
Is it enough?

Now you are going to have to collect peopl
guestionnaire.

Task To draw a blank table so that you can collect the answers.
You may use any of the available software



Objective

Choosing Your Software

To chose the right program and enter data into a
computer.

The following information needs to be stored on a computer

Family Name |Forename Address Town Post Code |[Tel. No
Fresniere Helen 22 Cromwell Road Wheaton ST7 6TL 01706 93218
Artez Martyn 51 Camam Court Sheffield S13 7Dl

Bennett Laurence 4 School Terrace Beetham LA7 2VW |01532 35029
Berglund Elizabeth 6 Castle Road Wheaton ST74TB  |01706 91916
Fresniere Daniel 11 Woodville Road Wheaton ST7 ANP

Tannamuri John 218 Robertson Close London N16 6KM

Feuer Fran Lino 8 Parkhill Court Bristol BS26 8UZ

Wong Liu Pau 43 Sandwich Road Sheffield S13 1EE

Zarn Imram 38 Granton Grove Sheffield S11 8WB

Whitemoor  |Dave 3 Plaintree Street Sheffield S11 7PH

Franken Eduardo 39 Blaeshill Avenue Wheaton ST7 2HD 01706 91334
Pipps Henry 5 South Place Sheffield S2 5UJ

Nagy Carlos 5 Wellburn Road Sheffield S13 7PD

Crowther Maria 19 Burn Court Leeds LS1 AMT

Chang Ann 12 Springfield Road Leeds LS7 8LI

Brown Francisco 71 Devon Road Leeds LS7 4YB

Schmitt Jonas 16 Watt Court Sheffield S4 6SK

Nixon Bernardo 9 Duncombe Crescent |Bristol BS26 8MN

Latimer Jaime 3 Forth Avenue Leeds LS7 8MD

Dewey Carine 27 Pentland Street Sheffield S5 2AC

Mendel Jean 3 Hill Crescent Bristol BS26 5JG

Ithurralde lan 66 Island Street Wheaton ST7 1PA |01706 90022
Ibsen Anita 12 Heatherstane Way |Wheaton ST75XY |01706 91236

Choose one of the following programs and then type the information in.

Word

Excel

Access

Paint

PowerPoint

Why did you choose this program? Explain in exactly than 100 words

Extension

The following people - who live in the same place as some of the o thers -
need adding to the list. Do this in a sensible way.

Lucia Pipps

Pat Feuer

Sue Chang

Marie Nixon




Spanish Week

Objective : Present Information in different ways.

Sangria is a drink very popular in Spain, but it is usually made from red
win. Below is a recipe for White Sangria.

Your task is to make a recipe card using this information using Word.
You should use the following to make it stand out.

Different fonts
Different Colours

\\.;)

Word Art

Clip Art .

Bold and Italics (w)
,._.3

White Sangria

€.1997, M.S. Milliken & S. Feniger, all rights reserved

1/2 pound seedless green grapes, stems removed
1- 2 Red Delicious apples, cored and thinly sliced
3 cups fruity white wine

1 cup apple juice

1 cup pineapple juice

2 cups ice cubes

In a pitcher combin e grapes, apples, and white wine. Let sit for 1 to 2
hours. Pour in the apple and pineapple juices. Add the ice cubes and serve.

Yield: 4 servings
Prep Time: 1 hour 30 minutes
Difficulty: Easy

Extension

A restaurant wants to give away a free glass of thi s white sangria with
every meal. Use Paint to make a voucher for that can be exchanged for
this.



Conversion Tables

Objectives To be able to set up simple conversion tables
To be able to use simple formulae
Format the colour of cells
To be able to replicate.
Task : To convert Inches into Centimetres the formula is:

Centimetres = Inches x 2.54

Set up a conversion table which will convert 1 to 100 inches into
Centimetres.

Colour the columns in different colours.

Now use these formulae t o make more conversion tables:

Pounds 2.2046 x number of kilograms
Hectares = Acres [/ 2.4711
Centigrade (Fahrenheit -32) x 5/ 9

The following formulae need two variables, so lay out your table like this:

Feet Inches Metres
1 1
1 2
1 3
Metres = ((12 x Feet) + inches) x 0.0254

Bet ween 1 foot and 60660

Kilograms = ((Stones x 14) + Pounds)/2.2.46
Between 1 stone and 12 stone 10lbs

A YA TV TV T
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Name

TLA Quiz

Objective : Know the meaning of some common acronyms
Use a search engine

Task : Find out what these abbreviations mean:

EPOS

ROM

ATM

CPU

HTTP

OCR

CD

URL
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MICR

[ERN
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DOS

[EY
[EEY

EPROM

[ERN
N

WWW

=
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ALU
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LAN

[ERN
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TLD

[ERN
»

HTML

[ERN
\l

OMR

[ERN
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WAN

[ERN
©

RAM

N
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DVD

LALLAL




This Is the News.

Objectives : To use columns and justify text.

Task : You are asked to type in the following story from t
news, but first you must set up the page as follows:

Your page must have three columns. To do this click on the | = | symbol and sel ect three

columns.

Your page must be justified. To do this click on the symbol.

Choose a suitable font and add a suitable picture from the web.

Vocational paths open for pupils

fik, 1 G
Pupils will be able to receive more work -related teaching

Teenagers in England will be able to spend most of their school day studying
vocational subjects under plans to be unveiled by the government.

The government's strategy for 14 to 19 year olds will see the cutting back of the
curriculum to make space for pupils wh 0 want to opt for vocational lessons.
The intention is to provide a flexible curriculum that has options for both
academic and non -academic pupils, which will keep most young people in
education and training until the age of 19.

Information and communic ation technology (ICT) will no longer be compulsory -a
move which might be interpreted as a relegation for a subject once championed
by ministers.

And it has already been announced that modern languages will be optional after
the age of 14.

This will mean that pupils will still have to study English, maths and science - but
more than two -thirds of the timetable will be available for vocational subjects.



Drawing With Word.

Objectives Use the basic Word Draw tools.

These are the word drawing tools , they are on the bottom of the screen.

JD[aw-r [‘.g C'i

Use these tools to draw a picture of the house you live in. Here is an
example:

Then copy and complete this text:

My name isééeéééand this is neyééhéoéuse.ive I
withééeéé.l haveéé.pets. They are called
eééminutes to get to school. | went to é
Extension Try and colour in your house.

Why are some bits easier to colour in than others?

D

D

D

D



Data Protection Act 1984 (Updated 1998)

Objectives To know the basic provisions of the Data Protection
Act
To make a presentation for a given audience

You are asked to make a poster to explain the employees in the office of
a small beetroot factory what are their r ights and responsibilities under
the act.

You may use Word or Publisher and the finished product should look
attractive and have some or most of the information contained below.

Data Protection Act 1984 (Updated 1998)

The final Act comprised EIGHT PRINCIPLES. The Act covers data about
living individuals held on computer or automatically processed. Anyone who
stores personal information about living individuals should have an entry in
The Register.

The Principles (in no particular order):

1. Information is held for a specific purpose and should not be used for any
other purpose

2. Only authorised Data Users should be able to access the data for the
purpose it was collected for.

3. Only enough information should be held for the purpose, no excessive
information.

4. A data subject should be able to know what information is held about them
using a Subject Access Request.

5. Data held must be secure.

6. Data held should be accurate

7. Data is not held forever, only as long as is necessary.

8. Data must be collected lawfully.
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Logo Quiz

How many of these logos do you know?




Teddy Bear 6s Pi

Objectives To be able to use a variety of the draw tool s
To be able to rotate and copy objects.

—©
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This is Teddy Edwards.

Task 1 : Your first task is to draw his outline. Draw his arms

as ovals and then use the rotate tool turn them round.

Teddy Edwards is off to a special picnic

Task 2 : Colour in the outline and then use the special fill
effects to give him some very special clothes.

Time to draw the Special Picnic

Extension Copy Teddy Edward and then change his clothing.
Repeat this several times. Then draw a cloth and
some food for them to eat.

cni

C



Boating Project.

Objective : To use Paint packages to draw a plan.

==
[

This is a plan of a long boat, the type of boat you might take a holiday on.

Task : You are asked to use Microsoft Paint to draw a plan of a boat
you would like to take a holiday on.

You must include:

A bed A cooker A table (to eat from)
A toilet A shower A cockpit (to steer from)
A sink ATV A fridge.

Plus anything you think might be nice to have on a small boat.
These must all be labelled.

You must pay special attention to:

Scale : The TV must not be bigger than the bed.
Sense: The toilet must not be next to the cooker.
You shouldndt have a swimming pool o
Extension What does your boat look like from outside?
Try and draw the outside of the boat to the same
scale.
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[ v m—
- o
£ El Sl




Robots

NVKKDOXGUAGSLTNASHMB
NRFRAKOXJEUNELJGTURS
KROWOARTPTGTIRRTOMAX
OIPEERHTEESNODVBBAPI
MSXY LSJFSEOAOMLOONRM
UNIVERSALIDKIUAEROFI
TIJRIXZETIVOWRJITWIER
ZKCRTYLIFQDPTAWSADKE
VTSACWTWKQDIORDNAMNG
SFRPIECVXGBZLSAOCLAD
IETYPIZPN GNSPCZLDNAU
LUAEJWAFNVRIJTMDIWTOG
OURHYGHPXOZPNOCXAPHN
PPBVHHIJBSNASJTVVNNOZ
OCTWUZKSJFGJLOKHNCSL
RGSAZPEBSHNYORCNZNCE
THYCINZXDPLYDT SBIHIY
ELBISFNNTQNWIUDHBCGI
MCPCAMGWQYDWSOCIALKP
TXWBAIAPQFSMFAOGSKAO

ANDROID
ARM
ARTODEETOO
AUTOMATA
DATA
FIAT
HUMANOID
METROPOLIS
MOTOR
REPETITION
ROBOTS
ROSSENS
SEETHREEPIO
SERVO
SOCIAL
SWITCH
UNIVERSAL
WELDING
WORK




Santabase

Father Christmas is clearly a database user as this song shows:

OHeds makind a | i st
Heds checkind i1t twi
Heds gonna find out whoos
Santa Cl aus s comind
This list is an example of a simple database.
The process of checking it twice is called  Verification .
Objectives: To set up a simple database
To understand the term verification

Task: To set up a database for Father Christmas
Forename |Surname Present Check OK? [Naughty |Nice
Emma Dreaming Action Man Action Man X
Arthur White Cindy Cindy X
Chris Mass Teddy Bear Teddy Bear X
Jesse Likedee Scooter Pogo Stick X
Juan Swee Pogo Stick Pogo Stick X
Hugh Sterno Action Man Action Man X
Wendy Treetopsgliz  |Tellyboobies  [Tellytubbies X
Ann Chilled-Wren |Teddy Bear Teddy Bear X
Liz Ann Lego Lego X
"Two Ears" |Laybelle Capt. Scarlet |Capt. Scarlet X
Cindy Snow Books Books X
Emma Dreaming Video Video X
Arthur White CD wdkman  |CD walkman X
Chris Mass-Witt Pogo Stick Pogo Stick X
Avery -Chris |Masscarr Monopoly Monopoly X
Dai Wright Play Station Il |Play Station 2 X
Mayor Dazebee Bin Lorry Bin Lorry X
Mary-Ann  |Bright Hot Wheels Hot Wheels X
Ann-May York-Rhys Chocolate Chocolate X
Mrs Bea White DVD DVD X
Note 0Two Earso6 Laybelle was the nickname of

ce,

naughty a

t o

popul ar

town. 6

singer



Print two lists for Father Christmas, one list of all the naughty children
and one list of all the nice ones.

Extensions

Q1  There are three people where verification shows that there is
something wrong. Which three people are they? Highlight them by
filling in the column headed 0O0OK?56

Q2 The naughty and nice columns are mar ked
you replace them with a tick?

Q3  Which field (if any) would be suitable as a key field? If you
needed to add a field, what would it be?

Q4 Emma Dreaming and Arthur White are both receiving more than
one present and so have two lines. How could you better organise
the table if people are going to get several presents so that the
space is better used?

Would it be easier to have two tables? How would you manage the
relationship between the two?

How would you optimise the table.

Re-organise your table in this way.

Q5 Design a form so that you can collect information from your friends
and add them to your table. Make sure they get more than one

present, but you can decide i f theyore

Q6  Prepare areport of everyone



Name

How Graphics are Made

Thisis how computers store graphics images:

241 00011000 11

60 | 00111100 11111
126 | 01111110 111]1|1]1]1
218| 11011010 111 1)1 1
254111111110 1]1]1(1]1]1|1
36 | 00100100 1 1

66 | 01000010 1 1
128 | 10000000 1

Use the binary converter in the calculator takvout these shapes:

248 204
252 200
204 208
204 224
204 224
204 208
252 200
248 204

Use the grid below to draw your own image.
Use the calculator to work out the numbers

Decimal | Binary




Grand Tour

Objectives Be able to plan a project
Scenario

You are a member of a travel agents and in order to make money you need to sell a
holiday route to clients.A client comes into the shop, he is 25 years old, male and is
looking to travel anywhere in world.

He wants to visit

London

Paris

Madrid

Cairo

New Delhi
Beijing

Mexico City
Washington DC

= =4 =4 -8 _8_9_95_-2°

You have to;

1 Plan &flight between each city

1 Find accommodation at each city

1 Cost everything (using excel) to his budget
1 Find him attractionsn each city

He will then choose to go on your planned holiday or not based on your suggestions
and costing

Task
Plan and cost a route
Work out the cost

You need to calculate
1 The total cost of flights
9 The total cost of accommodation
1 A list of tourist attractions

Presentation
The travel agent wants a presentation for the client which
includes the results of your project




