	Module Code
	ICT 1002

	Module title
	Use navigational systems in a computer application

	Module purpose
	To provide participants with the knowledge and skills to navigate operating systems 

	Nominal duration
	20 hours

	Prerequisite module
	None

	Co-requisite module
	None 

	Level of certification
	Certificate 1

	Relationship with unit standard
	This module addresses the following unit standard:

Use navigational systems in a computer application 

	Summary of learning outcomes
	On completion of this module the participant will be able to:

1. Demonstrate the procedures for accessing and exiting a computer
2. Outline the procedures to perform mouse functions

3. Describe and apply the procedures for using menus and icons to select options 

4. Describe and demonstrate the procedures for working with window frames

5. Describe and demonstrate the procedures to use a taskbar 

6. Outline the procedures to work with files and folders




	Learning outcome 1
	Demonstrate the procedures for accessing and exiting a computer

	Assessment criteria
	This learning outcome is achieved when the participant can do the following:

1.1 list and describe the procedures for starting and shutting down a computer.

1.2  describe and apply the procedures for starting and shutting down a computer. 

	Assessment task
	Written and practical assessment on accessing and exiting a computer

	Conditions of assessment
	The participant will have access to:

· Computer

· Software packages
· External devices

	Content
	· Procedures for accessing a computer 

· Switch on the computer 

· Log on a computer 
· Procedures for exiting a computer 

· Log off a computer

-     Shut down a computer 


	Learning outcome 2
	Outline the procedures to perform mouse functions

	Assessment criteria
	This learning outcome is achieved when the participant can do the following:

2.1 list the functions of a mouse

2.2 demonstrate the procedures to perform mouse functions

	Assessment task
	Written and practical exercises to demonstrate the use and functions of a mouse

	Conditions of assessment
	The participant will have access to:

· Computer

·  Storage devices

· Software packages

· External devices

	Content
	· Mouse functions

· Single click

· Right-click 

· Double click

· Context menus

· Selecting

· Drag and drop

· Scroll  

   


	Learning outcome 3
	Describe and apply the procedures for using menus and icons to select options

	Assessment criteria
	This learning outcome is achieved when the participant can do the following:

3.1 define the terms ‘menu’ and ‘icon’.

3.2  identify the different menus of an operating system.
3.3  identify the main icons of an operating system. 
3.4  demonstrate the procedures for using menus of an operating system. 
3.5 demonstrate the procedures for using icons of an operating system.
3.6  apply the procedures to activate a programme from the Start menu.


	Assessment task
	Written and practical exercises to assess ability to open and close programmes using Menus and Icons.

	Conditions of assessment
	The participant will have access to:

· Computer

· Software packages
· External devices
· Office furniture

	Content
	· Definitions 

· Menu

· Icon
· Different menus 
· Different icons

· Procedures

· Using menus of an operating system

· Using icons of an operation system

· Use of menus 
· Procedures for activating a start menu

 


	Learning outcome 4
	Describe and demonstrate the procedure for working with Window frames

	Assessment criteria
	This learning outcome is achieved when the participant can do the following:

4.1 describe the purpose for working with Window frames
4.2 describe the basic procedures for working with Window frames

4.3 apply the procedures for working with Window frames


	Assessment task
	Written and practical exercises on purpose and use of Window frames

	Conditions of assessment
	The participant will have access to:

· Computer

· Office furniture

·  Software packages

· External devices

	Content
	· Purpose of Window frames
· Basic procedure for working with Window frames

· Repositioning

· Resizing
· Minimizing

· Maximizing 

· Closing
· Multiple Windows
· Opening Windows

-     Switching between Windows


	Learning outcome 5
	Describe and demonstrate the procedures to use a taskbar

	Assessment criteria
	This learning outcome is achieved when the participant can do the following:

5.1 define the terms taskbar 
5.2 list and describe the basic functions of the taskbar
5.3 apply the procedures to demonstrate the use of a taskbar


	Assessment task
	Written and practical exercises to assess ability to use taskbars

	Conditions of assessment
	The participant will have access to:

· Computer

·  Storage devices

· Software packages
· External devices
· Office furniture

	Content
	· Definitions
-     Taskbar

· Functions

-    Taskbar
· Procedures for using taskbars



	Learning outcome 6
	Outline the procedures to work with files and folders

	Assessment criteria
	This learning outcome is achieved when the participant can do the following:

6.1 distinguish between files and folders
6.2 describe the purpose for setting up files and folders
6.3 describe the procedure for creating  files and folders
6.4 apply the procedure for creating files and folders
6.5 describe the purpose of the recycle bin

6.6 describe and apply the procedure for accessing and  

      emptying a Recycle bin

	Assessment task
	Written and practical exercises to assess ability to use files and folders 

	Conditions of assessment
	The participant will have access to:

· Computer

·  Office furniture 
· Storage devices 
· Software packages 
· External devices

	Content
	· Files

· Definition

· Create and manage

· Move

· copy

· rename

· Delete
· Folders
· Definition
· Create

· Move

· Copy
· Rename 

· Delete 
· Recycle bin
· Definition

· Procedures
· Access

· Use

· Emptying 

· Restoring files


	Delivery of the module
	Delivery strategy

This module is designed for on and off the job training.  The strategies for delivering and assessing this module are specified in:

· Unit Standard –   Use navigational systems in a computer application
· NTA Training Manual - Use navigational systems in a computer application



	
	Assessor qualifications

Assessors must be recognised by the NTA.


	
	Trainer qualifications

· Trainers must be formally qualified.


	
	Facilities and equipment

· Reference material

· Computer

·  Storage devices

· Software packages

· External devices

· Office equipment 



	
	Learning resources

The following learning resources may be used to support the delivery of this module:

· NTA Training Manual – Use navigational systems in a computer application



	
	Occupational health and safety

Providers of training must ensure that relevant industry Codes of Practice and occupational health and safety regulations are observed during the delivery and assessment of this module.

	Delivery of the module [continued]
	Recognition of prior learning

Acknowledges the skills and knowledge obtained through:

· Formal training

· Work experience 

· Life experience

The main focus is on the learning outcomes of these experiences, not the how, when and where learning occurred.  Some people applying to do this module may currently be competent in one or more of the learning outcomes and should then be given the opportunity to apply for recognition of prior learning.
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