INSTITUTE or e LESSON PLAN

MOTOR INDUSTRY ICT

ICT - LESSON PLANS
Student Pack

Issue 1.1 14-Nov-17 Page 1

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK



INSTITUTE oF tHe

MOTOR INDUSTRY

LESSON PLAN

ICT

Content
Introduction Lesson 7
About The IMI and IMI Autocity Microsoft Excel
Notes: Lesson 8
Curriculum Content Microsoft Outlook Basic
Lesson 1 Lesson 9
Understanding Hardware and Software Microsoft Outlook Advanced
Lesson 2 Lesson 10
Technology & Safety Microsoft PowerPoint
Lesson 3 Lesson 11
Online Reputation Microsoft PowerPoint Advanced
Lesson 4 Lesson 12
Microsoft Word Basic Presentation of PowerPoint
Lesson 5 Additional information:
Microsoft Word Advanced Student Feedback
Lesson 6
Microsoft Excel
Issue 1.1 14-Nov-17

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK

Page 2



INSTITUTE or e LESSON PLAN

MOTOR INDUSTRY ICT

Introduction

The automotive industry influences everyone, from delivering goods on time to commuters travelling to
work and emerging services being able to respond to crisis, the motor industry helps keep the country
moving.

INSTITUTE OF THE
MOTOR INDUSTRY

Together, driving
up standards

About The IMI

The Institute of The Motor Industry is the professional body
for individuals working in the motor industry and the
authoritative voice of the retail automotive sector. The IMI's
aim is to ensure that the automotive retail sector has a
skilled, competent and professional workforce that is fully
equipped to keep pace with the demands of new technology
and changing markets. A key part of business for
manufacturers and dealers is to encourage the best and
brightest people to join their business in a variety of roles.

wwuw.theimi.org.uk/autocity

IMI Autocity is the one-stop-shop for impartial
careers information and advice on careers in the
Retail Motor Industry. Whether you are an individual
looking to start or progress your career, or a teacher
or careers advisor who supports others in making
their career choices, Autocity is the place to start.

' \ With over 150 #MotorCareers to choose from
S % Autocity provides you with all things Automotive!
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LESSON 1: ICT

Understanding Hardware & Software
Learning objectives:
e Know the difference between hardware and software.

e Understand what hardware and software are found in a home computer.
e Be able to label hardware and software correctly.

Issue 1.1 14-Nov-17 Page 4

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK



INSTITUTE or e LESSON PLAN

MOTOR INDUSTRY ICT

002 External Hardware Task 1

Label as many pieces of hardware as you can on this picture:
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003 Internal Hardware Task 2

Label as many pieces of hardware as you can on this picture:

UNLOCKED

PROCESSOR

AMDR
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004 Hardware or Software Task 3

Hardware

Software
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Graphics Card Speakers
Microsoft Paint Keyboard
Windows 8 Driving Test Theory CDROM
Adobe Photoshop Webcam
Microphone Monitor
Windows Media Player RAM
Power Supply CPU
Sim City Game Hard Disc Drive

Norton Anti-Virus

Microsoft Outlook

Assassin’s Creed 3 Download

Microsoft Word
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LESSON 2: ICT

Technology & Safety

Learning objectives:
®* Know how to use technology safely.
® Understand how to protect your online identity and privacy.
® Be able to recognise inappropriate content and know how to report it.
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Lesson 2: Technology & Safety
Online Conversation Task 1

Read the following online conversation then answer the questions:
Chris: Hey you're friends with Amy

right? Saw you on her Facebook
friends, are you in her class?

Sarah: Yeah, where do you know her
from?

Chris: She lives near me, are you R

going Corn Exchange on Friday with
her?

Sarah: Might do, dunno. You in our

year? Which school?

Chris: Yeah, am at all boys ®

Sarah: Bugger! Lol. Do you know Tim

Peters?

Chris: No, must be a different form -
think my brother does. He’s away with
our parents this week.

Sarah: So you’ve got a free house?

Cool. Party?!;)

Chris: Maybe ;), they go away a lot. Do
yours?
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Pretend you are Sarah:

QUESTION ANSWER

What is the name of the
person you are speaking to?

What year are they in?

How do they know you?

What school are they at?

Where do they live?

Are they male or female?

Do they have a family?

What would you reply to their
last question?
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007 Inappropriate Comments Task 2

Circle which comments you would find inappropriate if you saw them on Facebook or Twitter:

This is my video of my friend hitting a
puppy, isn't it funny?

Shut up you idiot!

Just hit a cyclist on way to
work, oh well.

All Welsh people are
dumb.

| wish | was Irish, the
| don’t talk to people from Scotland English are boring.

because | can’'t understand them.

Some people are really annoying!

I’'m not racist, | just don’t like people
from China.

All French people eat frogs and snails.
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008 Privacy & Identity Theft Task 3

Work in groups and list 10 things you should never give out online.

10.
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Apart from Identity Theft, what other things could happen if you give out your personal information
online?
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LESSON 3: ICT

Online Reputation

Learning objectives:
®* Know what your online reputation is.
® Understand why it is important to protect your online reputation.
® Be able to manage online accounts safely, securely and appropriately.
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010 Future You Task 1

You are now 40 years old, married and have 2 children. You own 4 car dealerships and are a
respected member of your local Institute of the Motor Industry Members’ Association.

A local reporter is writing an article on you and decides to dig around online to see what he can find
out about you when you were younger.

If you had posted any of the things below online the reporter will be able to find them and will use
them in his article, which all your friends and family will see.

Knowing this, which of the following would you post online and which would you keep off the internet?

Information Online or Offline?

A picture of you coming out of a party, drunk
and wearing only underweatr.

A picture of you and your friends at your
university graduation.

A video of you singing karaoke in a nightclub in
Ibiza.

A post where you have written that you think all
people of a certain nationality shouldn’t be
allowed in the UK.

A video of your dog.

A picture of you with your parents

A picture of you swearing at the camera.
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Case Study

011 Kent youth PCC Paris Brown investigated over
weets (www.bbc.co.uk )

Paris Brown, an apprentice with Swale Borough Council, is due to start work as the UK’s first youth Police and Crime
Commissioner job in the summer

Comments posted on Twitter by Britain's first
youth police and crime commissioner are
being investigated for possible criminal
offences.

Paris Brown, 17, posted what could have
been considered racist and anti-gay tweets
from the ages of 14 to 16.

She was appointed to the £15,000-a-year
post last week by Kent PCC Ann Barnes, who
said she would stand by her.

Kent Police said it was investigating the
circumstances to determine whether any offences had been committed.

The force said it had received on Monday a number of complaints about statements posted on social media.

Earlier, the teenager was urged to resign from the post. Two Kent MPs - Laura Sandys and Damian Collins - said Paris
should step down.

Labour's home affairs select committee chairman Keith Vaz said he believed her views were "incompatible with holding
office but at the end of the day it is a matter for the police and crime commissioner to decide".

The teenager, from Sheerness, made a tearful apology for the tweets after the Mail on Sunday reported she had
boasted about her sex life, drug taking and drinking on her account @vilulabelle on the social networking website.

She said: "l deeply apologise for any offence caused by my use of inappropriate language and for any inference of
inappropriate views.

" am not homophobic, racist or violent and am against the taking of drugs.
"If I'm guilty of anything it's showing off and wildly exaggerating on Twitter and | am very ashamed of myself."
The Twitter page has since been removed.

Ms Barnes, 67, who is paying £5,000 of Paris's salary from her own pay, said her tweets or Facebook page were not
vetted when she was offered the job.

Issue 1.1 14-Nov-17 Page 17

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK


http://www.bbc.co.uk/

INSTITUTE or e LESSON PLAN

MOTOR INDUSTRY ICT

"Perhaps that is a lesson for the future," she said. "We went through a perfectly normal recruitment process. We had
her vetted by the force and nobody normally looks through anybody's Twitter feed."

Ms Barnes added: "A lot of young people use them and say the most horrible things. They don't even think about what
they are saying and | think this is what's happened with Paris."

She said the teenager was one of 164 applicants for the job and was the best one and a "confident and articulate
woman".

Paris, who is currently an apprentice at Swale Borough Council, is due to begin the one-year PCC post in July or August.

Paris resigned 2 days after this news story came out.

http://www.bbc.co.uk/news/uk-england-22083032
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LESSON 4: ICT

Microsoft Word — The Basics

Learning objectives:
e Know what Microsoft Word is
e Understand what documents can be created in Microsoft Word
e Be able to create documents and use basic functions
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HANDOUT 013: Microsoft Word
Type a Letter

You are going to write a letter to a local company applying for an apprenticeship that you have seen
them advertising.

Go to http://jobs.theimi.org.uk/ and search for an apprenticeship.

Pick one vacancy that you are going to apply for.

Open Microsoft Word by clicking on the icon that looks like this:
(Yours might be 2007 or another year)

Microsoft Word
2013

Letters should have certain information in them:
e Your address

e Your contact phone number and email address

e The company address

e The date

e The name of the person you are writing to or, if you do not know the name, put ‘Dear Sir or Madam’.

e The main section of the letter states why you are writing. In this case it will include the position that you
want to apply for, where you saw it advertised and why you think you’d be good at the job

e Finish the letter with ‘Yours sincerely’ (or ‘Yours faithfully’ if you wrote to ‘Dear Sir or Madam’) and your
full name

Now try writing a letter in Microsoft Word with all these things in it, an example is on the next page.
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HANDOUT 014: Microsoft Word

EXAMPLE
Amy Beech
123 Road Avenue
Townland
Countyland
AB1 2CD
Contact no: 01234 567890
Email: amy.beech@email.co.uk
Mr B Jones
Motors Ltd
1 Road Way
Townland
Countyland
AB1 3EF

1st September 2017

Dear Mr Jones,
| would like to apply for the apprenticeship vacancy of Light Vehicle Maintenance and Repair Technician that |
saw advertised on the IMI Jobs Website.

| have always been interested in fixing cars and would like to turn this hobby into a career. | can work as part
of a team and have been volunteering at my local go-kart track at weekends.

| look forward to hearing from you.

Yours sincerely,

signature

Amy Beech
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HANDOUT: Notes on using Microsoft Word

Make sure that all the writing is in the same font. To change the font; select all the writing on the page

and left click on the font box in the bar along the top, you can then select a different font by left
clicking on it.

Change to font to Arial now using this box, then use the box next to it to make sure all your writing is
the same size (12):

~
f

NCEECE-PE

Hl

&

fi} Haome Insert Page Layout References
B '5 Arial @ [=][A A2
S . b
Pﬂjtf . (B I U ~ abe x, 5 _--"'_fvév.
Clipboard ™= Font |10 I [
11 |
12 e
14
16
15
20
22%

To make your address appear on the right hand side of the page you need to type it in normally, then
select the writing you want to move and use the ‘alignment’ buttons on the right of the text box.

You can also use these to make sure the company’s address is aligned to the left hand side of the
page.

Mailings Review View Add-Ins

#

— = hi— | e===|lA
S S eyt | P -p_—l‘lr” |
[s= i— EillEe= ==l qT

Iﬁ
Paragraph ]
Align Text Left (Chrl+L)
Align text to the left.

Once you have written your letter make sure you have no spelling mistakes by doing a spell check (you
should do this on any document you create). Click ‘Review’ at the top of the page and then the first
icon, Spelling and Grammar:

AaBbCchc
l|$§*|l<f‘)’tv fed | T Marmal
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Home Insert Page Layout References Mai

d [0 w3 % % @

Spelling & Rejearch Thesaurus Word @ Translate Language New
Count v v Comment

Proofing Language Comments

A box will appear that will change any words you have spelt wrong - remember do not just accept what
it tells you, it might be changing the word. Make sure you read it carefully and think what you want to
say.

You now need to save your document. Click the Windows Icon (or File), and select ‘Save As’ and ‘Word
Document’:

. Review View Acrobat
E Save a copy of the document i I
New = = - || 2E £ v a2
= l" 5 Word Document = S e
~ Save the file as a Word Doc ’5 = =E ==y -
/ Open - b = o ==
i -
!;', 5 Word Template | Paragraph
I I Save Save the document as a template that can {. SESY . . § YRR )
0¥ be used to format future documents, l (| ' '
e LS Word 97-2003 Document
H Save As >a copy of the document that is fully
= compatible with Word 97.2003.
3
*—L Pint > | S Adobe POF
=] w =
Do -
5/I prepare » | v S OpenDocument Text
L 3 Save the document in the Open Document
Format.
ﬁ Send » [~ PDF or XPS
Publish a copy of the document as a PDF or
XPS file.
L Publish »
U= «—] Other Formats
Open the Save As dialog box to select from
-
i‘ Close all possible file types.
2] Word Options | | X Exit Word
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You can then select where you want to save the document (ask your teacher) and what to call it:

| i) Save As
:(':' v 1 B Desktop » v G Search Desktop o
Organize » New folder = @

v, Microsoft Office Word 1
J? Emily Hakansson This PC
@

[ Favorites

B Desktop | Libraries
& Downloads —

Metwork

2] Recent places

7% This PC
i Desktop
| Documents
& Downloads
W Music
W Iy Web Sites on MSN v

File name: | Letter{ v

Save astype: | Word Document w

Authors:  mariap Tags: Addatag Title:  Add atitle

[] Save Thumbnail

= Hide Folders Tools = Cancel

Now you need to make sure the letter prints properly. Go back to the Word document that is your letter
and select the Windows Icon again, and hover your mouse over ‘Print’, the select ‘Print Preview’:

P

T N ‘ Preview and print the document
— i\ Print
]
~~ Zupd Select a printer, number of copies, and
' Open other printing options before printing.
f ? Quick Print
Save Jr"'iJ Séend the document directly to the default

tmaking changes,

Print Preview

Preview and make chghges to pages before
printing.

H Save As » |
;,2;] pint | » \

S
7l
-:«/7 Prepare »

ﬁ Send 4

Publish »

N
Close

1] Word Options | | X Exit Word
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Once you have clicked Print Preview you will see your letter displayed in a preview screen:

- omm

If you are happy with how your letter looks then press print in the top left corner.

When the print box comes up check that the right printer is selected (ask your teacher) and press ok.

- 2
Print :
Printer
Mame; ﬁfl \SRY-FPS 1.ad.motor,.org.uk\Careers W Properties
Status: Idle Find Printer...
Type: HP LaserJet P2050 Series PCLS
Where:  192.158.42,223 [ print to file
Comment: [ Manual duplex
Page range Copies
(®) Al Mumber of copies: |1 =
) Current page Selection 1 1
() Pages: 1 1 Collate .
Type page numbers andfor page
ranges separated by commas counting

from the start of the document or the
section. For example, type 1, 3, 5-12
or plsi, pis2, pls3—p8s3

Print what: |Document w | Zoom
Print: All pages in range W Pages per sheet: 1 page v K
Scale to paper size:  |MNo Scaling w

Check your printed letter, if it is on more than one page, does not look right or has bits missing you
need to change it in Microsoft Word, save it and re-print it.
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LESSON 5: Microsoft Word

Document to Edit

Learning objectives:
e Know how to edit a Microsoft Word document
e Understand what you can display in a Microsoft Word document
e Be able to edit documents and add additional information into them
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HANDOUT 016: Document to edit

Document to Edit
123 Garage
The Road
The Town
Countyland
AB1 1AB
01234 567890
Bob’s Parts
1 Road Street
The Town
Countyland
BA1 1AB
1st September 2017
Dear Bob,
| am trying to find an air filter for a Ford Focus. Please can you let me know if you have any?
Many Thanks
A. Garage
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LESSON 6 & 7: ICT

Microsoft Excel

Learning objectives:
e Know what Microsoft Excel is
e Understand what documents can be created in Microsoft Excel
e Be able to create spreadsheets and use basic functions
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HANDOUT 016: Production Methods

Now try creating a price list in Microsoft Excel with the following information in it:
Spreadsheet Title in Box 1A
Column Titles in Row 2: Part, Trade Price, VAT Amount, Retail Price

Put the following parts in Column A:

e Exhaust

e Wing Mirror
e Radiator

e Tyre

e Battery

e Headlight Bulb
e Windscreen Wiper

Make sure that you can read all of the words in each column by making the columns wider, put the
mouse arrow over the line between two columns until you see the symbol below then left-click and
drag until the column is the right size:

|"/-:’; \-ll lﬂ “ - =
W e

Home Insert Page Layout Formulas Data
== ¥ Cut S| =
J‘*‘ Y Arial -l A A=
Pact =3 Copy B A
aste =||[FF = = ==
- . Format Painter |B L O |z =

Fon: :
Clipboard ] Font F]

00—~ A10 = ([ Width: 16.43 (120 pixels) |

w A B C D
ABC Garage Price List

Part Trade Price VAT Amount Retail Price
Exhaust

Wing Mirror
Radiator

Tyre

Battery

Headlight Bulb
Windscreen Wiper

b ek | ek |k | ke
hwm_kgmmwmmhmm—-
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Put the following prices in the Trade Price column:

e Exhaust 40

e Wing Mirror 25

e Radiator 100

o Tyre 33

e Battery 27

e Headlight Bulb 2.50
e Windscreen Wiper 12.75

To make these numbers appear as pounds we need to turn them into currency.
Highlight the cells that have the numbers in by clicking on the top box and dragging the mouse down
until they are all highlighted:

| e g il
A B
1 |ABC Garage Price List
2 Part Trade Price V!
3 | Exhaust 40
4 'Wing Mirror 25
5 Radiator 100
B |Tyre 33
7 Battery 27
8 |Headlight Bulb 25
5 ‘Windscreen Wiper 12751
10

Then select the currency button at the top - it looks like notes and coins:

N9 s
| Dlg)i =
Home Insert Page Layout Formulas Data Review View
=5 X cut
J d Cu Arial Accounting
- =3 Copy —
aste - || 5 z a | B - | g
- - Format Painter | | I el oL e =] == e M
Clipboard F} Mumber
I B3 bl Accounting b
A - : B | Choose ani
1 |ABC Garage Price List | formatfort
2 |Part Trade Price VAT Amount Retail Price b i
3 Exhaust [ 00m] B

All the prices should now appear in this format: £40.00
To calculate the VAT amount we can use a formula. Formulas are the reason that Excel is used so
much when any calculations need to be made to sets of numbers; the spreadsheet does it for you!
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In this case we will need to work out 20% of the Trade Price, to do this you need to multiply the trade
price by 0.2.

All formula’s in Excel start with the equals symbol =
Then add the cell that you want to apply the formula to, in this case B3
Then select the multiply symbol on your keyboard - this will show as *

Now type 0.2 and hit enter and the box should display the VAT amount of £8.00, you will still be able
to see the formula in the top bar once the £8 is displayed:

e NH9- o )s
| E% = 9
Home Insert Page Layout Formulas
= do Cut Arial -0 ~|A A
_.lé Cnpy .......
Paste |lm r ETHETH{%T&,

- fFormat Painter

rd F] Font I:
i fi | =B3%0.2
A B C D

1

1 |ABC Garage Price List

2 Part Trade Price VAT Amount Retail F
3 |Exhaust £ 4000 I £ 8.00 _l

4 'Wing Mirror £ 2500

E IDadiatar £ 10N nn

To use the same formula on each price in this column you do not need to type it into each box, put
your mouse arrow over the bottom right hand corner of cell C3 that shows the answer to your last
formula (you can see a little box in the corner of the cell). Your arrow will change to a cross, when it
does this left click and pull the box down until it covers all the cells you want the formula applied to:

2 Price WAT Amount Retail F
4000: £ B_Uﬂg
25.00
100.00
33.00
27.00
2.80
12.75
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When you let go of the mouse the correct VAT amounts should show in each cell:

."/EE;-; N 9 =
i |

Home Insert Page Layout Formulas [
= d‘ cut Arial ~lio -llA &
53 Copy
Pajte jFormat Painter (B LU -l O é ”
Clipboard (F] Font P
| C3 v J=| =B3702
A B C D
1 |ABC Garage Price List
2 Part Trade Price VAT Amount Retail P
3 Exhaust £ 4000)% 8.00
4 'Wing Mirror £ 2500|£ 500
5 Radiator £ 10000 £ 20.00
6 |Tyre £ 3300Q)£ 6.60
7 Battery £ 27100 £ 540
§ Headlight Bulb £ 2500 £ 0.50
9 Windscreen Wiper £ 1275 £ 2.55
10 =
11

Are yours correct? If not go back and work through the formula again.

To calculate the Retail Prices we are going to use another formula. This time we need to add together
the Trade Price with it’s VAT and this will give the retail price.

Make sure you have clicked in the square where you want the answer to be, in this case D3
Start the formula as it always has to be with =

Now type the name of the cell with the trade price, B3and the add symbol + then the cell with the VAT
amount, C3. As you do this the cells you are selected will be outlined in different colours:

| SUM v (0 X« f| =B3+C3

A B C D
1 ABC Garage Price List
2 |Part Trade Price VAT Amount Retail Price
3 |Exhaust L€ 4000]% 8.00)=B3+C3 |
4 Wing Mirror £ 2500 £ 5.00
5 |Radiator £ 10000 £ 20.00
6 |Tyre £ 3300 £ 6.60
7 Battery £ 2700 £ 5.40
8 |Headlight Bulb £ 250 £ 0.50
9 Windscreen Wiper £ 1275 £ 2.55
10
1
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Hit enter and the total should be shown:

B C D

Frice List
Trade Price WAT Amount Retail Price

£ 4000 £ g.00 £ 45.00
£ 2500 £ 5.00 1
£ 10000 £ 20.00
£ 33.00 £ 6.60
£ 2700 £ 5.40

b £ 250 £ 0.50

Wiper £ 1275 £ 2.55

Repeat the process to copy the formula down into all of the cells where you need to calculate the retail
price. Does your spreadsheet look like this:

.Ej1 \CEEER
Home Insert Page Layout Formulas Data

4l

e

= f“c”t Arial -l ~||A &[5
_.lé Cnpy ....... p—
Faste # Format Painter B LU S A=
Clipboard F] Font F]
| E12 - A
A B C D
1 |ABC Garage Price List
2 Part Trade Price VAT Amount Retail Price
3 |Exhaust £ 4000 £ 8.00 £ 4500
4 |\Wing Mirror £ 2500 £ 500 £ 3000
5 |Radiator £ 10000 £ 2000 £ 12000
6 |Tyre £ 3300 £ 660 £ 3960
T |Battery £ 2700 £ 540 £ 3240
& |Headlight Bulb £ 250 £ 050 £ 3.00
9 Windscreen Wiper £ 1275 £ 2586 £ 1530
10 =
11

If not go back and start the formula process again.
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Now you need to save your spreadsheet. Select the Windows icon, or File, and Save As, then select
Excel Workbook:

a copy of the dod8

Excel Workbook
|51 | Save the file as an Exc

i gbled Workbook
§| Save the workbook in the XML-based and

| Save g
macro-enabled file format. E
— ﬁ_| Excel Binary Workbook
= Save As | x ; ; "
e mogn| Save the workbook in a binary file format
optimized for fast loading and saving.
] Print » o Excel 97-2003 Workbook

il | Save a copy of the workbook that is fully
compatible with Excel 97-2003.

v
“:,/f Frepare ¥ [y OpenDocument Spreadsheet

oS Save the workbook in the Open Document
Format.

_ﬁ Send  *
PDF or XPS

Publish a copy of the workbook as a PDF or
7 : XPS file,
/i P 3
o 'ublish
Other Formats
- Open the Save As dialog box to select from
LClose all possible file types.

A

| 23 Excel Options | | X Exit Excel |

18]

You will then need to follow your teacher’s directions to save your spreadsheet in the right place.
The name of your Spreadsheet is not very easily read so we are going to edit Row 1 to make it look
more like a heading.

Select cells A1 to D1, then we are going to merge the cells - this means turning them into one big cell:

.cD‘l NH9-& )
Home Insert Page Layout Formulas Data Review View
3 & Cut Arial o -[A &[T ==l | SiwepTet G
=3 Copy -
Pajte # Format Painter (B | [ O A E = E [ EEE U & Center v || |
Clipboard ] Fant LF] Alignment
| Al - J-| ABC Garage Price List .
A B C D E F | = H i
1 [ABC Garage Price List | Excel |
2 Part Trade Price VAT Amount Retail Price - -
3 Exhaust £ 4000 £ 800 £ 4300 W -
4 |Wing Mirror £ 2500 £ 500 £  30.00
5 |Radiator £ 10000 £ 2000 £ 12000 Excel
6 |Tyre £ 3300 £ 660 £  39.60 -_| 2
7 |Battery £ 2700 £ 540 £ 3240
8 |Headlight Bulb £ 250 £ 050 £ 3.00
9 |Windscreen Wiper £ 1275 £ 255 £ 1530 :
10
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Once you have clicked ‘Merge & center’ the heading should move into the middle of your table, leave
the cell selected and make the text bold so it stands out:

3 ‘f"c"'t Arial -l -lA &I =
ﬂéCGp}' ....... — | -
rate # Format Painter (B2 U -|[E - S L] || EEE
Clipboard ] Font IF]
| Al - f | ABC Garage Price List
A B C D] E
1] ABC Garage Price List |
2 Part Trade Price VAT Amount Retail Price
3 Exhaust £ 4000 £ 800 £ 4800
4 |Wing Mirror £ 2500 £ R00 £ 3000
5 Radiator £ 10000 £ 2000 £ 120.00
6 |Tyre £ 3300 £ 660 £  39.60
T Battery £ 2700 £ R40 £ 3240
8 |Headlight Bulb £ 250 £ 050 £ 3.00
9 Windscreen Wiper £ 1275 £ 2585 £ 1530

k| =k
R ]

You now need to put the list of parts into alphabetical order so it is easier to find what you are looking
for - this might not seem important here but if you have 100 rows of parts you might find it useful.

To do this you need to select the column that you want to Sort, you do this by clicking on the ‘A’ button
at the very top of the column:

Clipboard P Font F]
| A2 - f=| ABC Garage Price List
A B L D
1 AEXC Garage Price List
2 |Part Trade Price VAT Amount Retail Pric
3 |Exhaust £ 4000 £ .00 £ 480
4 Wing Mirror £ 2500 £ 500 £ 300
5 |Radiator £ 10000 £ 2000 £ 1200
6 [Tyre £ 3300 £ 660 £ 3986
7 |Battery E 2700 £ h40 £ 324
i |Headlight Bulb £ 250 £ 050 £ 3.0
9 |Windscreen Wiper {£ 1275 £ 255 £ 153
10
1
19
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You will then need to select the ‘Sort & Filter’ button from the right hand side of the top toolbar, and
select ‘Sort A - Z":

j ¥ AutoSum ~ W L?a
@] Fill -
1at Sort & | Find &
(2 Clear~  |Filter = | Select -
Edij&] sortAtoZ
Z) sotzton :
W X E Custom sort. ; AR
W= Filter |
b |

When you select this the spreadsheet will ask you if you want to expand your selection (so that all the

prices stay in line with the parts) or continue with current selection (which will just change the order of
the part names and leave the prices where they are).

You need to Expand the Selection as you want to keep all the right prices with the right part:

sort Warning ?

Microsoft Office Excel found data next to your selection. Since you have not
selected this data, it will not be sorted.

What do you want to do?

(@) Expand the selection!

() Continue with the current selection
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Click ‘Sort’, does your sheet now look like this:

41

Insert Page Layout Formulas Data |
_..j dhalu Arial -0 ~l[as Sl =
ot 23 Copy = —
e F Format Painter |B £ OO A-EE
Clipboard L] Font L]
C ce -G &
A B C D
1 ABC Garage Price List
2 Part Trade Price VAT Amount Retail Price
3 Battery £ 2700 £ 40 £ 3240
4 |Exhaust £ 4000 £ 500 £ 48.00
5 Headlight Bulb £ 250 £ 0&0 £ 3.00
6 Radiataor £ 10000 £ 20000 £ 12000
7 Tyre £ 3300 £ 660 £  39.60
8 Windscreen Wiper £ 1275 £ 255 £ 1530
9 Wing Mirror £ 2500 £ 00 £ 3000

=3
PR =

If not go back to the beginning of the process to filter the Part names A-Z and try again.
Once it looks like this save your document by clicking the blue disk circled above.
You now need to print your spreadsheet, select the windows icon, or file, and Print, then select Print

Preview - it is always a good idea to preview your print, especially when using Excel to make sure that
it all shows on one page:

w WView
Preview and print the document
@ - =
Print j| " | =l
~ : Select a printer, number of copies, and ],EE iE||
_J,J Open ather printing options before printing. —
%  Quick Print Alignment
Save @ Se_nd the workbogldics
H o -
F
Print Preview
Save As b Preview and make changes to pages before
printing.
?{f Prepare ¥
_ﬁ Send 3
/' Publish »
— i
L]
Close
|g Excel Options | |X Exit Excel
18]
19
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How do you think it looks in the Print Preview? Is it clear and easy to read?

With spreadsheets it is often easier to read if the gridlines between all the cells are shown when it is
printed. To do this select Page Setup while still in the Print Preview:

___.-"_"' .Y § =
{ Eﬂl 1 L= \I
i

Frint Preview

Print Page Zoom
Setup
Print Zoom

Then the Sheet tab and tick the box marked Gridlines:

ABC Garage Price List

Fart Trade Price WAT Amount Retail Frice

Battery £ 2700 £ 540 E 2240

Exhaust £ 4000 £ 200 £ 4500

Headlight Bulk £ 250 £ 080 £ 200

Radistor £ 10000 £ 2000 £ 12000

'\ﬂ}in:lscn Page S ) =
Wing Mir

Page Marging | HeaderFootel

Print area: 25

Print titles

—

Rows to repeat at top: 2.5

=

Columns to repeat at left: 55

;] Comments: {Mone)
¥hd white

[ | Draft quality

] row and column headings

Cell grrors as: | displayed w

Page order

(®) Down, then over
() Over, then down

il [l
(1] [t
PNy

Options...
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Then click ok and it should now look like this:

ABC Garage Price List

= ROEOERNEROE Trade Price | VAT Amcunt |Remil Price
Ealtary £ ar. £ !40;5 324

Exroust £ 4000 | £ 800 | E 48300
Headight Bulb ": | R 2%0 '€ 0% ! £ 300
Rodimtor 'L 10000;E . 2000 € 12000
Tyre 3 3300 ' £ e £ 3980
WomoeenWiper L 1278 | £ 2881 € 1530

™
"
(8]
a3
™
o>
8 q
™m
&
Q
(=)

Wing Miro

If you are happy with how it is shown, click Print and check that the correct printer is selected (check
with your teacher), then select ‘ok’.

+ I

5 Vlerv-print\Careers - HP P2050 Properties...
tatus: Idle : -
™ HP LaserJet P2050 Series PCLG Find Priner...
Where: ray . _
Comment:
[ Print to file
Print range Copies
) Al Mumber of copies: =
(") Page(s) From: H Te: o
Print what
s 4 m
() Selection (_J Entire workbook Z z
(®) Active sheet(s) Table

|:| Ignore print areas

Preview ° Cancel

Make sure your name is on your work and hand in to your teacher.
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LESSON 8: ICT

Creating an Email

Learning objectives:
e Know what Microsoft Outlook is
e Understand what Microsoft Outlook can do
e Be able to create emails, tasks and use basic functions
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HANDOUT 020: Market Research

You are going to write an email to a local company, applying for an apprenticeship that you have seen
them advertising.

Go to http://jobs.theimi.org.uk and search for an apprenticeship. Pick one vacancy that you are going
to apply for.

Open Microsoft Outlook by clicking on the icon that looks like this: J 3 oy
(Yours might be 2007 or another year) 1

When you are applying for a job, the email is your cover letter and should always have certain things
in:

e The email address of the person you are sending it to
e Your email address to send a copy of the email to

e A Subject
e [t should be addressed to the correct person, if you do not know the name, put ‘Dear Sir or
Madam’.

e The main section of the email will state why you are writing. In this case it will include the position
that you want to apply for, where you saw it advertised and why you think you’d be good at the
job

e Finish with “Yours sincerely’ (however if you don’t know the recipient’s name use ‘Yours faithfully’
instead) and your full name.

e Your CV will need to be attached to the email

When you open Microsoft Outlook you will need to create a new email:

Put the email address in of the person you want to send the email to (in this case the one your teacher
has given you).

Go  Tools Actions Help

& New ~ ng 3 i~ Reply (54 Reply to All (<) Forw:

% (|4 Inbox
Favorite Folders 2 |4 018 From
L5 Inbox =4 10 James
O Unread Mail = Interac
| Urread Maoil
- Unread Mail d\a Staye |
L= Sent ltems
=1 Gemmi
Mail Folders S
l“\ﬁ AN RAST B anee -

You then want to put your own email address into the ‘CC’ line, this stands for Carbon Copy and sends
a copy of the email to yourself so you remember what you have applied for.
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You also have the option of sending an email to someone ‘BCC’, this means Blind Carbon Copy and
means that the person you send the email to cannot see that you also sent a copy to the BCC person.

File Edit View Go Tools Actions Help

EiNew - | g (23 X | CuReply (SiReplytoAll i3 Forward | B W | [ Send/Receive - [

Mail « [[l3 Inbox
Favorite Folders — —_\.
5] Inbox !"EE% 9 A
L Unread Mail
L Unread Mail
[ sent Items 3

Message Insert Options Format Text

Mail Folders 54 Copy
L] All Mail Items J# Format Painter

= E’:’;‘-" Mailbox - Emily Hakansson B - BN
® (g Deleted Items
(7| Drafts To.. teacher @school.sch.uk
= L] Inbox =
3 1st Gear/Accelerate send
1 Apprentices Subject:
| Autocity
| Careers Events
| ClAG Steering Groug
[d CPD
[ EIF2
= [ Headlight
1 Indicate
| Literacy
1 Influencing the Infly
= jzd Internal
i 1st Aid
| Jobs Platform

!
@
"'1
[=]
&
R
Ly
i
i
[}
7

Ce... me @me. com|

You must always put a subject into an email; most companies have systems set up that will reject any
email that comes in without a subject as ‘Junk’ or ‘Spam’, so to make sure your email gets through

always put something in the subject box. This can be very simple and straight forward, in this case:
‘Application for Vacancy’ is all that is needed.

This message has not been sent.

Tou. teacher @school.sch.uk

Cc... me@me, com

Send
Subject: Application for Vacancy
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You then need to write your email, you MUST write something in the main body of the email or, again,
many companies Spam filters will reject it. Plus - it looks strange if an employer receives an email
with a CV attached but nothing written in the email how do they know why you have sent your CV?

The email is not very different to the cover letter that you created in Word except you do not need to
put any postal addresses or the date at the top.

Do not think that because it is an email it can be informal; this is still you applying for an
apprenticeship, or job role, and your first contact with an employer. If it's badly written they will just

delete it.
Now write your email.

Did yours look like this?

Options Format Text

—" | Message Insert
3 —_ —_ { {cd -
= . T |E ﬂ @ _! ?’ =3
- Arial Sl A AT i 2 &%TJ @ @ -5 ﬁ & v
J Ee ] | ._/| Qf J v
Paste B I Ul|/®?- A-||=E = =||iE £E|| Address Check | Attach Attach Business Calendar Signature | Follow Spelling
- 7 = — : Book Mames File tem  Card~ - Up~ -
IF] MNames Include Options T || Proofing

Clipboard ™= Basic Text

This message has not been sent.

Te... teacher @school.sch.uk
= CL... me @me, Com
Subject: Application for Vacancy
[

Dear Sir/ Madam,

| would like to apply for the apprenticeship vacancy of Light Vehicle Maintenance and Repair Technician that | saw

advertised on the IMI Jobs Website and have attached my CV.

| have always been interested in fixing cars and would like to turn this hobby into a career. | can work as partofa
team and have been volunteering at my local go-kart track at weekends.

| look forward to hearing from you.

Yours sincerely,

Amy Beech

Make sure that all the writing is in the same font. To change the font; select all the writing on the page
and left click on the font box in the bar along the top, you can then select a different font by left

clicking on it.
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Change to font to Arial now using this box, then use the box next to it to make sure all your writing is
the same size (12):

v A

1)\ d -84 )7
"
Home Insert Page Layout References

J & Arial - 18 ] IA‘ Avlliii,l
43 L

Paste B 7 U -~ abe x. |° [32? ~ A ~|
7 = —s | —

-

Clipboard ™ Font |10 P
11
12 e
14
16
13
20

2l

Once you have written your email make sure you have no spelling mistakes by doing a spell check (you
should do this on any email you create). Click ‘Spelling’ on the top menu:

003 Creating an Email - Microsoft W

Dc AaBbCd AaBbCd aasbear AADB

ci.. Heading 1 Heading2 Heading 3 Title
L:] - O *

:55 Calendar Signature | Follow
- - Up~

de Options

Spelling

-

Proofing

A box will appear that will change any words you have spelt wrong - remember do not just accept what
it tells you, it might be changing the word. Make sure you read it carefully and think what you want to
say.
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You now need to attach your CV to the email, using the file your teacher tells you, select the paper clip
icon:

7

j 1 Arial 11 - EE =

)
h Business Calendar Sig

Card ~
Include

Pavste e B T Hllat}jvévu%

Clipboard ™= Basic Text

Attach File

This message has not been sent.
Ta... teacher @school.sch.uk
Cc.. me @me.com

Send
Subject: Application for Vacancy

Dear Sir/ Madam,

| would like to apply for the apprenticeship vacancy of Light Vehicle Maintenance and R
advertised on the IMI Jobs Website and have attached my CV.

| have always been interested in fixing cars and would like to turn this hobby into a care
team and have been volunteering at my local go-kart track at weekends.

This will open a box and you need to find the file you are attaching then click insert:

W e Spue CLwwny ey & ey

EX Insert File
-2 L . b ThisPC » ThelMI Data (\isrv-fps1) (1) » Careers » w O Search Careers
Organize « Mew folder = 0
~ MName ‘ Date medified Type Size
18 This PC
Admin File folder
m Desktop 3
Archive File folder
| Documents )
Careers File folder
4 Downloads 3
X Ermnily File folder
W Music .
Films to Convert File folder
' My Web Sites on MSN = -
- 4] Amy Beech CV Microsoft Office ... 10 KB
IZ71 Performance Library on intrar
= Pictures
54 Professional Development on
£ The IMI internal Newsletter or
& Videos
& Local Disk (C2)
5@ IMlAwards (W\sre-fps1) (H)
5 The IMI Data (\\srv-fpsT) (1)
5@ SkillsDev (\srv-fps1) (K:)
= ProfDev (\srv-fpsT) (L) w
File name: | Amy Beech CV ~ | All Files
Tocls  ~ Insert  |= Can
Issue 1.1 14-Nov-17 Page 45

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK



INSTITUTE or e LESSON PLAN

MOTOR INDUSTRY ICT

The attachment will now show on your email:

(ST =
H

Message Insert Options Format Text 'Q/
= ) ol olo= olo= =2l = TR
© | Arial 11 A AT - i || 88 w] @ 0 a= = y v
B = 5 & e N= N Wi b
Paste B 7 Ull®- A== = #=| Address Check | Attach Attach Business Calendar Signature | Follow Spelling
- 7 — = = = = Book Mames File ltem  Card~ - Up~ -
Clipboard Basic Text (P Mames Include (P COptions ™ || Proofing
This message has not been sent.
To.. teacher @school.sch.uk
Ei Cc... me@me.com
Send
Attached: | ] amy Beech CV.dooc (10 KE)
) Cal
Dear Sir/Mada -
I would like to apply for the apprenticeship vacancy of Light Vehicle Maintenance and Repair Technician that | saw
advertised on the IMI Jobs Website and have attached my CV.
I have always been interested in fixing cars and would like to tumn this hobby into a career. | can work as partofa
team and have been volunteering at my local go-kart track at weekends.
I look forward to hearing from you.
Yours sincerely,
Amy Beech N
u
[ »

4 m

Read over your email again and make sure you are happy with everything.

If you are, click Send.
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LESSON 9: ICT
Creating a Meeting, Task and Contact

Learning objectives:
e Know: what Microsoft PowerPoint is
e Understand: what Microsoft PowerPoint can create and be used for
e Be able to: create a Presentation based on a researched subject

Page 47
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LESSON 10: ICT

Microsoft PowerPoint

Learning objectives:
e Know: what Microsoft PowerPoint is
e Understand: what Microsoft PowerPoint can create and be used for
e Be able to: create a Presentation based on a researched subject
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HANDOUT 026: Creating a Presentation

You are going to create a 5 minute presentation to describe an automotive job role that you did not
previously know existed.

Go to www.autocity.org.uk and choose Explore Job Roles from the menu. Decide which job role you
are going to do your presentation on, research it and find some basic information that you will include

in your slides.

Open Microsoft PowerPoint by clicking on the icon that looks like this:
(Yours might be 2007 or another year)

You can then start to put your information in the slides.

A FEEO PresentationT - Microsoft PowerPoint = ]

)
=/ Wome | e  Design  Animations  ShdeShow  Redew  View

ffffffff

slides

Click to add title

Click to add subtitle

Click to add notes

Side 1of1  "Office Theme™ | English (United Kingdom)
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Follow the instructions to add a title and subtitle into your presentation:

Presentation1 - Microsoft PowerPaint -0
W
- _i“;g_lﬂ.ﬂ!mmumom BENNOOO D_\ (g 42 Shape Fill - 44 Find
] signTest - ALLDEC —g‘ . shape out . Replace

i)
. " Amnge culee
BIS S8 2 comettosmanan- | % AL T v = A0 QU ) shapeeftects | Ly Select -
e 5 Dwos 6]t

SMART Repairer

SMART Repairer

By Bob Smith
Class 9B

,,,,,,,,,

Click to add notes

When you have done this click on ‘New Slide’ in the top toolbar to create the next slide:

.E%\]quﬁ);

Home Insert Design Animations Slide Show

== ¥ cut 1 5] Layout ~
= g - | |;I = Calibri (Body]  ~

=3 Copy B Reset
Paste Mew |
- f Format Painter | cjjga~ % Delete g
Clipboard l= 5lides Faor
| Stides " Outline x |
.o | |
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This will appear like this:

{.;'-:Di.l 9-0)F Presentatian] - Microsaft PowerPoint -
S50 fome | et Dmign  Avesiions  SideShow  Reiew View L
.j X cut 5] Emou - (A= | BN\ NOOO D—j aswae Hrna
1 Comy SaReset ALLDI O il 4 Replace -
== poter| % peere | [B1F T ke @ A A | ; ALY s M S shapeeects - || [y setea -
sudes Font Paagragh - ating

SMARTRepairer

Click to add title

Click to add notes

T ——— o R —— )

You can now create the slide using similar items to a Word document, add a title and text, you can use
bullet points and change the font you use:

fi@iﬂ . Duswing Tools Presentation! - Microsoft PowerPoint - a
Y ome | oot Deign  anmstons  Sudeshow  Rewew  View  Fomat "
3 % cut (5] St ey <[ - [ 72 [ 12 M et Oveton - ENNOOO Dj 0, Sasmaperin- | @AFing
) o B Reset E Al Test - ALLD OG- [ Shape Outine - || &, Replace -
P Fromstrumer guee- idosne (B Dode 82 Ac(A (EEBEE] pnnosmin %L F s M0 SR e onea - | L sena-
Cepboard = Shaes Font & Pafagraph = Drawing i Editing

Sides { Quthne =

1

'“ What is a SMART repairer?

e e $

'» Mobile
'+ Paint

i+ Panel

i* Repair
. ScratchesJ

Click to add notes
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Repeat this process to add more slides to your presentation and put the information that you wish to
include on your chosen job role.

You might want to include what qualifications you need, how much you can earn, where you work and
what the best bits of the job are.

Keep going back to the information on the job role using www.autocity.org.uk to make sure you are
including lots of relevant information.

Remember not to put everything onto the slides so you'll just read off them, put key bots of
information on the slide and then if you need to have notes in front of you to remind you about the
detail of what you’re going to say.

Once you have finished your presentation save it by clicking on the Windows or File button and clicking
‘Save As’ and then ‘PowerPoint Presentation’:

Drawing Tools

Wiew View Farmat

Save as a presentation that always opens in
Slide Show view,

PowerPoint 97-2003 Presentation
Save a copy of the presentation that is fully
compatible with PowerPoint 97-2003.

OpenDocument Presentation

Save the presentation in the Open
Document Format,

5/5’ Prepare P ;
ﬁ' Send »
|.t—! Other Formats (

Open the Save As dialog box to select from
? Publish » all possible file types.

PDF or XPS

Publish a copy of the presentation as a PDF
or XP5 file,

.TJ

_T Close

—_————— e e — ]

g PowerPoint Options | |X Exit PowerPoint

Then save it where your teacher tells you to.
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LESSON 11: ICT

Editing a Presentation

Learning objectives
e Know: how to edit a Microsoft PowerPoint presentation
e Understand: what can be included in a PowerPoint presentation
e Be able to: add animations, backgrounds and images to a presentation
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HANDOUT 028: Editing a Presentation

You are now going to edit your presentation.

Open Microsoft PowerPoint by clicking on the icon that looks like this: l P: I
(Yours might be 2007 or another year)

saved:

- Drawing T

Wiew View Format

Recent Documents
SN R ERE

T Aa-||A |||

002 Computing PowerPaint Lesson 11

002 Computing PowerPoint Lesson 10
002 Computing PowerPoint Lesson 9 =
002 Computing PowerPaint Lesson 8
002 Computing PowerPaoint Lesson 9
002 Computing PowerPoint Lesson 8
002 Computing PowerPoint Lessons & and 7

002 Computing PowerPoint Lesson 5
Print 4

| =T [~ e I = T [ B P O (R | SC T B

H Save As b

002 Computing PowerPaint Lesson 4
002 Computing PowerPoint Lesson 3
7| Prepare b 002 Computing PowerPoint Lesson 2
Careers Presentation March 2014
_ﬁ Send 4 002 Computing PowerPoint Lesson 1
002 Headlight Lesson 1 1CT
Publish ¥ 002 Computing PowerPoint Lesson 9
002 Computing PowerPoint Lesson 8

I I ¥ ¥ ¥Y¥ T UYWTUETILTEWDETYTETELE WD

Close 002 Computing PowerPaoint Lessons 6and 7

L, K

:] PowerPoint Options | |x Exit PowerPaint

I—| * Scratches "
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First change the background colour of your slides, to do this you can use a pre-set design, click on the
‘Design’ tab in the top menu and then select which colour scheme you would like to use:

@‘]H -9 ) -

Home Insert Design Animations Slide Show Review View
L= |
Aa Aa Aa— Aa A
Page Slide EmEEE EmEEE EEmEEE EEEmEE L I e
Setup Orientation
MNemn Cakiee
9-0) Tesentation | -

me  Insert ns  SlideShow  Review  View

Aa ||Aa ' Aa
S\lde_ . [T mE mEEEE mEEmER

tup Themes

Aa a8 -

utline

| | |

Once you have selected a design you can change the colours of it by clicking the ‘Colours’ drop down
menu:

- o

©

= [P
Built-in a Y,
> | HCNNENEN office aphics
HOOE NN Grayscale F}
HONNNNEE Apex =
BN ENNEEE Aspect
HEONENEEN Ccivi

N NNENEE Cconcourse
HONEENEN Equity
B NEREEE Fow
HONEDEEEE Foundry
HOENEENE Median
HONNENEN Metro
HODNENENE Module
HONENIENE opulent
| EOEENOEE ori
HCNECOCWM  origin

| B ENENNE Paper
EONC RN solstice
HONNENNE Technic

Repairer FH=—E
By Bob Smith

Aa

Aa

-

Al

Create New Theme Colors...

Class 9B

Try out a few different designs and colours now.
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Now you can add some images into your presentation, your teacher will tell you where the motor
industry images are saved.

Simply left click the mouse to the place in a slide where you would like to put a picture and then click
‘Insert’ from the top Menu, and then ‘Picture’:

P
[Ca
ol

C¥sign Animations Slide Show

@ Y2l @

Photo Shapes SmartArt Chart Hyperlink ¢
At Album T -

Tables [llustrations Links

| Slides "{ Outline x |
g — |

Select the picture you would like to put in your slide and click ‘Insert’:

1-8 )+ Presentation1 - Microsoft PowerPoint
e Insert Design Animations Siide Show | [G) Insert Picture
ﬂ %% @ L[_ip Zg ni "_\'{J i E) * T | « NEW Computing Resources » Lesson 11 » 004 Images for Presentations v & Search 004 Images for Present
ure Clip Photo Shapes SmartArt Chart || Hyperlink A e —
t Abume - Organize Mew folder = [
| lllustrations Links A Mame Date modified Type Size
tine " x| 18 ThisPC S
& IMIImage 1 JPEG image 7,071 KB
i Desktop - i
[ 1Ml Image 2 JPEG image 1,422 KB
© Documents e
= IMlImage 3 JPEG image 515 KB
& Downloads - o
=] IMlImage 4 JPEG image 145 KB
T J Music =
SRR Riejpaines Ji=| IMIImage 5 JPEG image 6,417 KB
e ' My Web Sites on MSN = —
EiEch S [=] IMIImage 6 JPEG image 4,846 KB
Class g8 (%Y Performance Library an intrar o
- =] 1Ml Image 7 IPEG image 156 KB
= Pictures
. ; =] IMl Image & JPEG image 415TKB
(% Professional Development on — -
; [ IMlImage 9 JPEG image 4,449KB
(%9 The IMI internal Newsletter or — o
= IMlImage 10 JPEG image 960 KB
Videos
- &y Local Disk (C:)
s a SMART repairer? & IMlAwards (V\srv—fps) (H:)
58 The IMI Data (\\srv-fps1) (1)
59 SkillsDev (Wsrv-fps1) (k)
5 ProfDev (\srv-fps1) (L) V)
File name: | IMI Image 5 v | All Pictures

Tools - Insert  |» Canee
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The picture will then appear on the slide:

Presentation1 - Microsoft PowerPoint -ol

" B £ seone 1830
ste- | 9P 5 wian 1150

size

P

What is a SMART repairer?
~sesbte

az
ok
< sepais
scmche

Class 9B

Click to add notes

Obviously this picture is too big, so use the boxes on each corner of the picture to make it the size you
want. Then move it to where you want it on the slide by clicking in the middle of the picture and
dragging it to where you want before letting go of the mouse button.

Sirem Boware o[ e A E O EEEEEEE S S D@t Moo b HE

cro
g Recolor= g Reset Picture % O Piture Eftects | 3, Selection Pane 5 Rotate - =
Adjust Picture Styles & Amange

— . /

Whatis a SMART repairer?

= SMART Repairer

By Bob Smith

Class 9B

Click to add notes
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Repeat this process to put pictures anywhere you would like them in your presentation using the
saved motor industry ones.

Now you can add in some animations, these make lines of text or pictures move / appear in different
ways.

Highlight a word or sentence that you would like to animate, then click on the ‘Animations’ tab and
then on the ‘Custom Animation’ button:

@i H9-0)s Drawing Tools
oy ! |
. Home Insert Design Animads Slide Show Review View Format

gabnimation ~

— el ([ 3

What is

e e 0

* Mobile

2 | =
What is a SMART repairer?

« Mobile
« Paint

« Panal .
B * Paint
™ 1
This will open a box on the right hand side of the screen.
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Click on the ‘Add Effect’ drop down and this will give you the options relating to WHEN you want the
animation to happen. We are going to make the words move when they appear so chose ‘Entrance
and then select the style you would like out of the options:

- o KN

’

éEL Transition Sound: | [No Sound] - | Advance Slide
I z
ﬁ - i_"—fl_Transitinn Speed: Fast - || ¥ On Mouse Click
= i3l Apply To All Automatically After: 00:00 3
o Custom Animation v X

. Blinds Entrance ¥
Emphasis 3 |
Exit v |

Motion Paths » ;

. Box

. Checkerboard

. Diamond

. Fade Balect an slement of the side, then
— dick Mdd Effect” fo add’ amima o,
. Fly In

1
&
3
4
5. Diszolve In
(i
I
8

Wk kB RRR

. Random Effects

ore Effects...

See what happens to the text you had highlighted. Try some different animations on some different
words or lines of text until you decide on the ones you want to keep.

Remember not to use too many or it distracts your audience!
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When you are happy with your presentation go back to the first slide and click the ‘Slideshow’ tab and
select ‘From Beginning’; this will now play though your slideshow as it would when you are actually

presenting (including all the animations):
@ Review
e g Narration

(Ca )\ 9-0)+

Insert Design Animations

[=] LY
= e
;‘;T — (57 Rehearse Timings
Custom SetUp  Hide -
t Slide | Slide Show ~ || Slide Show Slide ¥ Use Rehearsed Timir

Set Up

Move from slide to slide by clicking the right arrow on your keyboard or the space bar and check you
are happy with how the presentation looks and how all the animations work.

Press ‘Esc’ on your keyboard at any time to go back into PowerPoint and change anything you are not
happy with.

Once you have finished your presentation save it by clicking on the Windows or File button and clicking
‘Save As’ and then ‘PowerPoint Presentation’:

Drawing Tools

view View Format
Py of the document .
]lA‘ NS S

PowerPoint Presentation
Save the file as a PowerPoint P

entation. i Aav”é == = =
I}

Save as a presentation that always opens in
Slide Show view,

PowerPoint 97-2003 Presentation

Save a copy of the presentation that is fully
compatible with PowerPoint 97-2003,
OpenDocument Presentation

Save the presentation in the Open
Document Format,

ff Prepare  » PDF or XPS
0 Publish a copy of the presentation as a PDF
or XPS file,

_ﬁ Send 3
—! Other Formats

=
Open the Save As dialog box to select from
7 Publish » all possible file types.

J Close
| Q PowerPoint Options | ‘X Exit PowerPoint |

Then save it where your teacher tells you to.

o]

Issue 1.1 14-Nov-17 Page 60

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK



INSTITUTE or e LESSON PLAN

MOTOR INDUSTRY ICT

LESSON 12: ICT

Presentation Evaluation

Learning objectives:
e Know: how to give a presentation using PowerPoint
e Understand: how to present and move through the PowerPoint document
e Be able to: present their own PowerPoint presentation on a subject they have researched that includes
text, images, animations and background designs/colours
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Speaker’'s Name

Date

Title of presentation

What do you remember most?

What was good?

What was great?

What could have been better?

When you are assessing someone’s presentation, look for these success criteria:

Body Language

Voice and Clarity

Eye contact
Posture
Gestures
Poise

e Clear pronunciation
e Volume
e (Good pace

Content and Research

Audience Appeal

Main ideas
e Well-argued (makes sense)
e Well-organised (introduction-body-conclusion)

e Interesting

e Answers Questions
e Persuasive

e Confident

Additional comments:
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Additional Information: ICT
Course feedback — Student

The Institute of the Motor Industry is very interested to hear your thoughts and opinions on the ICT course you
have completed.

School or college name
Your name

Email address

Year group

Please tick one of these boxes:

Question Strongly Disagree | Neither Agree Strongly
disagree agree or agree
disagree

Course aims Accurately described the content and
and objectives | propose

Resources Useful online resources.

Useful paper handouts.

Useful presentation slides.

Course topic Interesting.

Contained enough detail.
Course Useful and relevant.
activities Fun and interesting.

Enough time to complete each one.
A good mix of group and individual
activities.

Homework Relevant and achievable.

Course speed | Appropriate

Difficulty level | Appropriate

My interest in ICT has increased.

My ICT knowledge has increased

My increased ICT knowledge will help me in the future
Overall the ICT course has met my expectations

| would recommend the ICT course to other students

What was positive and/or negative about the ICT course?

What suggestions do you have for improving the ICT course?

Thank you for your feedback! careers@theimi.org.uk

Issue 1.1 14-Nov-17 Page 63

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK


mailto:careers@theimi.org.uk

@ INSTITUTE or e LESSON PLAN
MOTOR INDUSTRY ICT

We hope you have enjoyed using the IMI Lesson Plans.

If you have any feedback please get in touch with
careers@theimi.org.uk
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