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ECDL ® Syllabus Five 

Module Seven 
Information & Communication 
Windows Vista & Microsoft Office 2007 Edition 
 
 
INTERNET TERMINOLOGY AND CONCEPTS 
• World Wide Web (WWW) vs. the Internet 
• URL (Uniform Resource Locator) 
• Hyperlinks 
• ISP (Internet Service Provider) 
• Web sites and URLs 
• Structure of a Web Address 
• Web Browser 
• Podcasts 
 
USING INTERNET EXPLORER 
• Opening the Microsoft Internet Explorer program 
• Entering a URL into the Address Bar 
• Minimizing, maximizing, restoring and closing icons 
• Zoom 
• Hyperlinks 
• Navigating through Web sites 
• Back and Forward buttons 
• Forcing a Web page to display within a new window 
• Forcing a Web page to display within a new tab 
• Switching between tabs 
• Quick Tabs 
• Tab List 
• Closing a tab 
• Stop button 
• Refreshing Web pages 
• Really Simple Syndication (RSS) feeds 
• Internet Explorer icons 
• Copying a picture from a Web site page 
• Saving a picture on a Web page as a picture file 
• Copying a Web address (URL) to a document 
• Saving a Web page 
• Downloading files from a Web page 
• Adobe Acrobat files 
 
SEARCHING THE WEB 
• Search Engines 
• Searching using Instant Search 
• Searching using the Address Bar 
• Adding new search engines 
• Temporarily changing the search engine 
• Changing the default search engine 
• Using keywords and phrases 
• Don't use a single search word! 
• Searching using specific words 
• Searching using an exact phrase 
• Searching by excluding a word(s) 
• Searching by date 
• Searching by file format 
• Online encyclopaedias 
• Online dictionaries 
 
GETTING HELP WITHIN INTERNET EXPLORER 
• Displaying Help 
• Help Demos 
• Browsing for Help 
• Printing Help sheets 
 

CUSTOMIZING INTERNET EXPLORER 
• Setting your Home Page (stating page) 
• Visiting the Home Page 
• Setting multiple Home Pages 
• Revisiting Web pages via the address bar 
• Displaying your viewing history 
• Deleting a history item 
• Deleting the entire browsing history and temporary 

files 
• Customizing history options 
• Internet cache 
• Emptying the cache and deleting temporary Internet 

files 
• Adding a Web page to your favourites 
• Opening a favourite (bookmark) 
• Creating a new favourites folder 
• Moving a favourite to a folder 
• Renaming a bookmark 
• Deleting a bookmark 
• Adding a Web page to a specified bookmark folder 
• Deleting a favourites folder 
• Toolbars 
• Disabling picture display 
• Setting your default browser 
• Installing Add-ons 
 
FEEDS 
• What are feeds? 
• Viewing Web pages containing feeds 
• Subscribing to feeds 
• Viewing subscribed feeds 
• Unsubscribing from Feeds 
 
SECURITY ISSUES 
• Internet security & password logons 
• Risks associated with online activity 
• Parental control options 
• Submitting & resetting Web based forms 
• Protected sites 
• Digital certificates 
• Encryption 
• Secure web sites and https 
• Viruses & Virus checkers 
• Malware & Spyware 
• Worms & Trojans 
• Spam 
• Fraud 
• Firewall 
• Pop-Up blocking 
• Turing off popup blocking 
• Cookies 
• Information Bar 
• Phishing Filter 
• Parental Filtering 
• Windows Update 
 
INTERNET EXPLORER - PRINTING ISSUES 
• Previewing Web pages 
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• Page Setup - Orientation, paper size and page 
margins 

• Printing the entire Web page 
• Printing a selected area on a Web page 
• Printing specific page(s) 
• Printing a number of copies 
 
A FIRST LOOK AT OUTLOOK 
• Starting Outlook 
• The Microsoft Outlook Screen 
• Help and Outlook Demos 
• Printing help sheets 
• Microsoft Outlook Navigation Pane 
• Microsoft Outlook Standard Toolbar 
• Displaying or hiding toolbars 
• Quick way of displaying / hiding toolbars 
• Closing Outlook 
 
TERMINOLOGY & CONCEPTS 
• The structure of an email address 
• The advantages of using email 
• Netiquette 
• Spam or Unsolicited Email 
• Viruses 
• Phishing 
• Digital signatures 
• SMS (short message service) 
• Voice over Internet Protocol (VoIP) 
• Benefits of VoIP 
• Instant messaging (IM) 
• Benefits of IM 
• Online (virtual) communities 
• Social networking websites 
• Internet forums 
• Chat rooms 
• Online computer games 
 
SENDING MESSAGES 
• Creating and sending your first email 
• Checking that your email was sent 
• Sending emails to more than one person at a time 
• Receiving emails 
• Sending a copy of a message to another address 
• What is a blind carbon copy? 
• Using blind carbon copy 
• Setting the message subject 
• Spell checking your message 
• Attaching a file to a message 
• Removing an inserted file from an email 
• Issues when sending file attachments 
• Setting message importance (message priority) 
• Setting message sensitivity 
• Saving a draft copy of an e-mail 
 
RECEIVING, READING AND REPLYING TO 
MESSAGES 
• The Inbox Folder 
• Opening the Inbox folder 
• The Inbox Screen 
• Selecting a message 
• Message Status icons 
• Reading a message 
• Switching between open Message windows 
• Forwarding a message 
• Opening or saving an attached file 
• Replying to the sender of a message 
• Replying to the sender and all recipients of a 

message 
• Setting message reply options so that the original 

message is inserted, or not inserted 

• Printing a message 
• Previewing a message before printing 
• Printing Options 
 
MANIPULATING TEXT AND FILES 
• Selecting a word within the Message window 
• Selecting a line within the Message window 
• Selecting a paragraph within the Message window 
• Selecting all text within the Message window 
• Selecting text using the mouse 
• Copying text to the Clipboard from a message 
• Pasting text from the Clipboard into a message 
• Copying text from one message to another 
• Cutting text to the Clipboard from a message 
• Moving text from one message to another 
• Copying text from another application into a message 
• Deleting text in a message 
• Deleting text to the left of the insertion point 
• Deleting text to the right of the insertion point 
• Deleting an attached file from a message 
 
CONTACTS 
• What are contacts? 
• Opening the Contacts folder 
• Creating a contact 
• Adding the sender of a message to contacts 
• Addressing an email to a contact 
• Deleting a contact 
• What is a distribution list? 
• Creating a new distribution list 
• Adding an email address to a distribution list 
• Removing an email address from a distribution list 
• Sending an email to a distribution list 
 
ORGANISING MAIL 
• Searching for a message 
• Searching for messages by sender, subject or 

content 
• Creating a new mail folder 
• Moving a message to a different folder 
• Deleting a mail folder 
• Sorting the contents of the Inbox 
• Deleting a message 
• Opening the ‘Deleted Items’ folder 
• Restoring a message from the ‘Deleted Items’ folder 
• Emptying the ‘Deleted Items’ folder 
• Automatically emptying the ‘Deleted Items’ folder 

when you exit Outlook 
• Flagging a message 
• Removing a flag mark from a mail message 
• Identifying an e-mail as read, unread 
• Marking a message as unread 
• Marking a message as read 
 
CUSTOMISING SETTINGS 
• Adding an Inbox heading 
• Removing an Inbox heading 
• Resetting the Inbox headings 
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Cheltenham Courseware 
Affordable - Customisable - Unbeatable 
 
• Established in 1994 with thousands of clients in over 60 countries. 
• We offer you a complete library of quality, customizable and print-

on-demand computer courses inc. Windows Vista and Office 2007. 
• Our training manuals are supplied in editable Microsoft Office 

format.   
• You can edit and customise the training materials to suite your 

unique training requirements. 
• You can print out as many copies as you require for use at your 

training site.   
• There are no annual renewal fees and you can use the training 

materials for as long as you like. 
• No restriction on the number of people that you train at your 

training site. 
• The price even includes new courses developed by Cheltenham 

Courseware for a whole year from your date of purchase, all for a 
low, one-off fee with no annual renewal fees! 

• Generous educational and charitable discounts available (email us 
for details).  

• Choose the ECDL/ICDL courseware library or the IT courseware 
library. Buy both and get a discount! 

• Fully customisable allowing you to add your organisation’s name 
and logos to the training manuals. 

• Includes training manuals, exercise files, slides and more! 
• Choose from Standard or Professional editions to suit your 

requirements. Intranet versions available within the Professional 
Edition Courseware. 

• Sample downloads available for all our courses, including 
Windows, Microsoft Office and many more. 

• Suitable for tutor-led training, self teach, post-course reference or 
as part of a blended learning approach. 

 
 

 
 
 
 

 
 
Clients cover  corporates, governments, 
schools, colleges, universities and 
commercial training companies including 
such well known organisations as Canon, 
IBM, Lloyds, Hertz, Royal Mail, Medical 
Research Council, NHS Executive South 
and West, Oxford University, Pen State 
University, University of Cambridge, 
University of Florida, UK Passport 
Service, US House of Representatives, 
the British Embassy in Washington and 
the London Fire Brigade. 

 

If you like this sample, 
please show it to your 
training department. 
 

We provide the training manuals so you can concentrate on the training delivery. 
Purchase your IT courseware from a company that has a proven track record. 
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Questions to ask our competitors 
• Do they supply a library of training courses, at a price even remotely close to our low prices? 
• Are complete samples of ALL the IT courses available for download so that you can judge the quality? 
• If they offer courses on a site license basis, is the full range of courses are included? 
• Is the site license an annual license or a one-off payment? 
• Are the training materials fully editable and can you add your own name and logos? 
• Are the manuals easy to edit using standard 'cut and paste' techniques and can the table of contents 

be easily updated, or do I have to use proprietary software to edit the materials? 
• Are upgrades and new courses included free of charge for 12 months? 
• Are Intranet versions available? 
• Are PowerPoint slides included in the price? 

 

If you are unhappy with your current computer courseware supplier, please download our samples 
now and switch to our quality driven, cost effective courseware solution. 
 

                    
 
 

Our commitment to ECDL / ICDL 
• The European Computer Driving Licence® (ECDL) is the internationally recognised qualification which 

enables people to demonstrate their competence in computer skills. The record breaking ECDL / ICDL 
certification is the fastest growing IT user qualification in over 125 countries. 

• Our ECDL / ICDL training manuals are approved for the UK, Ireland, Australia, Cyprus, Middle East 
(UNESCO region), South Africa and the Asia Pacific region. 

• Cheltenham Courseware was first courseware company to release ECDL courseware. 
• We were first company to release ECDL Foundation approved Advanced Level courseware. 
• We were one of the first companies in the world to release courseware for ECDL syllabus 4. 
• We worked with the United Nations (UNESCO) to produce the first Arabic ICDL courseware. 
• We were one of the first companies in to release approved courseware for ECDL/ICDL WebStarter 

 
 
 

Contact Details: 
UK/Ireland:    www.cctglobal.com 
USA/Canada:    www.cheltenhamcourseware.com 
Australia/Rest of the world:  www.cheltenhamcourseware.com.au 
 




