EBponenckun Ceptudéukartr 3a
KomniotbpHu YmenHusa (Advanced)

EBponenckun Ceptudukar 3a
KomniotbpHu Ymenua (Advanced
Level)

3a Kypca (About this Course):

- HacTtoawmatT Kypc ce npoBexaa B TPpU-OHEBEH WHTEH3UBEH
dopMaT M pa3rnexpa Temum 3a HavanHu KoMmnwTbpHuM u 0duc
yMEeHUs .

- COMPUTER ESSENTIALS
- ONLINE ESSENTIALS

- WORD PROCESSING

- SPREADSHEETS

- DATABASES

- PRESENTATION


https://www.it-training.bg/courses/icdl-ecdl-international-european-computer-driving-licence/
https://www.it-training.bg/courses/icdl-ecdl-international-european-computer-driving-licence/

Llenn — KakBo we Hayuiute (Course
Goals/Skills):

 Understand key concepts relating to ICT, computers,
devices and software.

= Start up and shut down a computer

Work effectively on the computer desktop using icons,
windows

= Adjust the main operating system settings and use built-
in help features

 Create a simple document and print an output

= Know about the main concepts of file management and be
able to efficiently organise files and folders

 Understand key storage concepts and use utility software
to compress and extract large files

 Understand network concepts and connection options and
be able to connect to a network

= Understand the importance of protecting data and devices
from malware, and the importance of backing up data

 Recognise considerations relating to green IT,
accessibility, and user health

= Covers the key skills and main concepts relating to ICT,
computers, devices, and software

» Certifies best practice in effective computer use

= Developed with input from computer users, subject matter
experts, and practising computer professionals from all
over the world. This process ensures the relevence and
range of module content

» Understand web browsing and online security concepts.

Use the web browser and manage browser settings,
bookmarks, and web outputs.

» Search effectively for online information and critically
evaluate web content.



Understand key copyright and data protection issues.
Understand concepts of online communities,
communications and email.

Send, receive e-mails and manage email settings.
Organise and search emails and use calendars.

=Work with documents and save them in different file

formats, locally or in the cloud.

Use available help resources, shortcuts and the go to
tool to enhance productivity.

Create and edit word processing documents that will be
ready to share and distribute.

Apply different formats and styles to enhance documents
and recognise good practice in choosing the appropriate
formatting options.

Insert tables, pictures and drawn objects into
documents.

Prepare documents for mail merge operations.

» Adjust document page settings and check and correct

spelling before printing.

»Work with spreadsheets and save them in different file

formats, locally or in the cloud.

Use available help resources, shortcuts and the go to
tool to enhance productivity.

Enter data into cells and use good practice in creating
lists. Select, sort and copy, move and delete data.

Edit rows and columns in a worksheet. Copy, move, delete
and appropriately rename worksheets.

Create mathematical and logical formulas using standard
spreadsheet functions. Use good practice in formula
creation and recognize error values in formulas.

Format numbers and text content in a spreadsheet and use
available autoformat/table styles.

Choose suitable charts, and create and format charts to
communicate information meaningfully.

= Adjust spreadsheet page settings and check and correct

spreadsheet content before printing.



KypCcbT e npegHa3Ha4yeH 3a
(Audience):

» students, beginers in IT

dopmaT Ha Kypca (Course Format):

[table id=1 /]

E3nk Ha Kypca (Course Language
Option)
[table id=2 /]

Moxe pa u3bepete E3MK Ha KOUTO pa ce npoBepe
obyyeHneto — OBbArapCcKu MAM aHrNUUCKU. BCUYKUTE HU
MHCTPYKTOPU BNlapesT CBOOOAHO aHrNIMUCKU e3MK.

Y4yeObHun Matepuanun (Student Guides):


https://www.it-training.pro/wp-content/uploads/2020/01/digital-icon-png-5.png

YyebHUTEe mMaTepuanum ca [OCTLMNHU B eNleKTPOHEeH
dopmat. Morat pma ce non3Bat online/offline Ha
BCAKO YCTPOMCTBO. [lOXMBOTEH HOCTHI.

JlabopaTtopHa cpepa (Lab
Environment):

]

Bcekun Kypcuct pasnonara cbCc cobcrBeHa nab cpepa,
KbAeTo ce npoBexpaT ynpaXHeHUsATa, 4YacT OT Kypca.
He e Heobxopumo pa MHCTanupate codTtyep Ha KOMMWOTHP
WM cneuvanHun U3UCKBaAHUMA 3a Xappyep.

YyacTHUUUTE B MNPUCBCTBEH ¢opmaTt B Y4yeOHuUA HuU
LEeHTbP pa3nojlarat C UHAMBUAYaAJieH KOMNOTBLP NO Bpeme
Ha oby4yeHuero.

Cnep 3aBbpwBaHe nony4dyaBaTte (At
Course Completion):

[table id=3 /]

lIoXxuBOTEeH pOCTbN OO0 BUAeo dPpXUB C 34dlUUC Ha BCHKa
OoTAeJIHa NneKuus.

OduumaneH MexgpyHapogHO npu3HaAT cepTuPukaTt 3a
3aBbplleH Kypc Ha obyuyeHue.



https://www.it-training.pro/wp-content/uploads/2020/01/pc-icon.png

MpopbnxutenHoct (Course Duration):

(]
-3 paboteun pgHu (09:00 — 17:00)
nnm
=10 yy.4y. obyyeHue (Teopus U nNpakKTuKka) B U3BbHpPaOOTHO
Bpeme C npoabiXMTeNnHocT 1 cepgmuua
» cbboTa M Hepens 10:00 — 14:00, 14:00 — 18:00, 18:00 —
22:00
= NOHeOenHuK u cpdapga 19:00 — 23:00
* BTOPHUK M 4eTBbPTbK 19:00 — 23:00
MnawaHe (Payments):
=]

3asaBKka 3a uW3QaBaHe Ha ¢akKTypa Ce npuMeMa KbM MOMEHTa Ha
3aNnUCBAHETO Ha CbOTBETHUA KypcC.

(DaKTypa ceé n3pgasa B pPaMKUTE Ha 7 OHW OT NOTBbPXOaBaHE Ha
nnalaHeTo.

Mpepctoaum KypcoBe (Next Class):
(]

[tribe events list category="ecdl”]


https://www.it-training.pro/wp-content/uploads/2019/09/time.png
https://www.it-training.pro/wp-content/uploads/2019/10/payments.png
https://www.it-training.pro/wp-content/uploads/2019/09/schedule.png

3a noBeye HWHPopmauusa wu3lnonssante dopmata 3a
KOHTaKT.

lle ce cBbpxem c Bac 3a noTBbpXOaBaHe Ha paTuTe.

MMpepnoctaBkn (N3ncKBaHusA) 3a
Yyactue (Prerequisites):

= OcHOBHM KoMnwTbpHU YMeHusa. [lo3HaHua 3a OtBopeH Kop
n Uctopuata Ha GNU/Linux.

KypcbT noarotBs 3a ClnepHuUTe
cepTUPUKaALUOHHU HUBA

- ECDL



