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Study resources for the module. 
 
Modules 2-7 of the ECDL examination are practical examinations, in other words, 

the student is expected to show competent knowledge in the use of the 

applications. This knowledge may only be gained through continual practice, 

gained through using the application and experimenting with various scenarios. 

On the other hand Module 1 is a ‘written’ examination; the form of the exam is 

one of a multiple choice. Real insight is needed in the interpretation of the given 

answers. 

It is very important that the student does not solely rely on the work that is done 

in the classroom, but supplements their knowledge by searching the internet for 

past papers and attempting them, asking where they do not understand. These 

notes are designed to supplement course content delivered in class and should 

not replace any notes you should be taking. Remember people have failed the 

exams because they could not interpret the question and did not know what the 

examiner was asking them to do. 

 

Online sources 
 

http://www.stmichaelfoundation.org > syllabus > Computer Studies and ICT> ECDL 

http://www.ghalliem.net 

Google seach engine > type in +ECDL +Module +1 +Practice +Papers (or any other similar 

combination) 

What is a Computer? 
 
A  Computer is a technological piece of machinery whose main function was 

originally to provide calculations this has now spilled out into uses such as 

drawing of diagrams, gaming and word processing. 

But why do we call the subject Information Technology (IT)? 

Well we are living in what is currently known as the Age of Information, where 

information means power which in turn means money! The more that companies 

know about you the greater their power base is in the market. 
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A general concept of a Personal Computer (PC) is made up of the following 

Hardware (Things you can physically touch) 

·  Monitor 

·  Keyboard 

·  Mouse 

·  Systems Unit or Tower 

·  Loudspeakers 

Apart from the above a computer requires Software (Things you cannot touch) 

i.e. programs to run, examples of these can be: 

·  Windows 98 (System Software) 

·  Windows XP (System Software) 

·  Windows Word (Word Processor application software) 

·  Age of Empires (Gaming Software) 

A computer cannot run without hardware or software. 

 

Types of Computers 
 

There are several types of computers: 

·  Mainframe Computers – Large machines used in corporations e.g. BOV) 

·  Personal Computer – A machine for the user at home or office 

·  Laptop – A portable computer, about the size of a briefcase 

·  Personal Digital Assistant (PDA) – Palmtop miniaturized PC 

 

Naturally the processing power (the speed at which a computer performs 

calculations) is dependant upon its size which is in turn dictated by the amount of 

memory and processor it contains, generally the list above may be taken also as 

an order of the processing powers, the cost and storage capacity of computers. 
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A PC’s parts 
 

The “brain” of a computer is called the Central Processing Unit: 

 

Figure 1 shows a scale image of an AMD CPU 
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Figure 2 Cathode Ray Tube monitor  Thin Film 
Transistor  Monitor  
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There are two types of memory in the computer, these are called Read only 

Memory (ROM) which cannot be changed or altered by the user, and then there 

is Random Access Memory (RAM) which is volatile temporary memory and is 

referred to as the Primary storage area of a PC, note that all memory in RAM is 

lost when there is no power, therefore this is the reason for frequent saving. 

 

Computer data flow 
 

 

 

 

 

 

 

 

 

 

 

 

What are peripheral devices?  
 

A peripheral device is any device, distinct from the central processor that can 

provide input to or accept output from the computer, e.g. a printer 

 

Computer performance 
 

Two factors mainly affect the speed of the computer, firstly the CPU, the higher 

the CPU rating than the faster the PC will run, and secondly, the RAM, the more 

CPU 
RAM 

HDD 

FDD 

CDRW MONITOR 
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RAM that a PC has then the more programs may be opened or alternatively a 

program may take more processing power to run ‘comfortably’. 

CPU and RAM Speed measurements 
 

1 Hz 1 cycle per second 

1 Kilohertz 1000 cycles per second 

1 Megahertz 1000 x 1000 cycles per second 

1 Gigahertz 1000 x 1000 x 1000 cycles per second 

  

 

Storage/folder/file measurements 
 

1 bit 8 bits = 1 Byte 

1 byte 1024 Bytes = 1 Kb 

1 Kilobyte 1024 Kb = 1 Mb 

1 Megabyte 1024 Mb = 1 Gb 

1 Gigabyte 1024Gb = 1 Tb 

1 Terabyte  

 

Approximate storage capacity of devices and their cost 
 

Device Storage App. Cost 

Floppy Disk Drive  1.44 Mb 10c 

Hard Disk Drive 20Gb > 120 Gb Lm 30 – Lm 60 

Compact Disk  700 Mb 10c 

DVD Disk 4.6 Gb 40c 

Zip Drive 100 Mb > 250 Mb Lm 4 > Lm 8 

Data Cartridge 20Gb > 40Gb Lm 20 > Lm 40 
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Formatting a disk 
 

Formatting a disk, whether it is a floppy disk or a hard disk gets the same disk 

ready to receive data, in this way the disk is divided into tracks and sectors. 

 

 

 

Figure 3 shows the way a disk is divided into tracks and sectors 

 
 

 

Figure 4 shows the difference between the modern (3.5) and old (5.25) floppy disks 
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Software 
 

Software is divided into two, it can be system software alternatively it could be 

application software 

 

System Software Application Software 

The programs which are necessary to run the 

computer. The system software provides the 

interface to the computer and controls basic 

operations like saving and printing e.g. Win XP, 

Linux, DOS or Win 98 

Software that is designed and written for a 

specific personal, organizational, or processing 

task, such as Microsoft Word, Excel or games 

like The Sims. 

 

Software is categorized into versions, if you look at the top right hand corner of 

this page you will see the notes version, the reason that we do this in computing 

is so that if some updates are issued after the release of a software version the 

user would know whether they have the latest copy of that application, and take 

any necessary steps. 

GUI as opposed to CLI 
 

Older computer systems operated with a Command Line Interface visual display. 

This was not very user friendly, and users were expected to remember lots of 

commands 

 

Figure 5 shows a CLI  screenshot 
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A modern computer uses a system know as Graphical User Interface (GUI) 

whereby the user reacts with images and icons to manipulate applications. 

 

 
Figure 6 shows a modern GUI screenshot 

 

System Development 
 
The development of a computerized system is known as the system lifecycle, 

and this goes through various stages as the image below shows. 

 

 
Figure 7 System L ifecycle 
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Networking 
 
Computers may be joined together to take advantage of the sharing of common 

resources such as folders and/or hardware such as printers etc. The computers 

are connect in one of the following examples starting from the oldest system 

ending in a modern system; note that a system may be hard wired or 

alternatively it may be wireless. 

 

 

Figure 8 Bus (Oldest), Token Ring and Star  (Newest) networks 

 
Local Area Network (LAN) Wide Area Network (WAN) 

Local area network (LAN) is a computer 

network covering a local area, like a home, 

office or small group of buildings such as a 

college. 

Wide-area network; a network that uses high-

speed, long-distance communications 

technology (e.g., phone lines and satellites) to 

connect computers over long distances. 

 

·  Server > Is the computer that is ‘in charge’ of a network and holds the 

clients ‘rights’. 

·  Client > Is a computer that forms part of a network and relies on the server 

for access ‘rights’. 
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Internet Intranet Extranet 

A large global network 

comprised of thousands of 

smaller networks. The World 

Wide Web is one element of 

the Internet. 

A private network of various 

computers within an 

organization. An Intranet is used 

to share company information 

and computing resources among 

employees. An Intranet uses 

regular Internet protocols and in 

general looks like a private 

version of the Internet 

A new buzzword that refers 

to an intranet that is 

partially accessible to 

authorized outsiders. 

Whereas an intranet 

resides behind a firewall 

and is accessible only to 

people who are members 

of the same company or 

organization, an extranet 

provides various levels of 

accessibility to outsiders. 

You can access an 

extranet only if you have a 

valid username and 

password, and your identity 

determines which parts of 

the extranet you can view. 

 

What is the World Wide Web? 
 

A system of Internet servers that support specially formatted documents. The 

documents are formatted in a language called HTML (HyperText Markup 

Language) that supports links to other documents, as well as graphics, audio, 

and video files. This means you can jump from one document to another simply 

by clicking on hot spots. Not all Internet servers are part of the World Wide Web. 

 

Acronym Definition 

PSTN Public Switched Telephone Network 

ISDN Integrated Services Digital Network 

ADSL Asymmetric Digital Subscriber Line 
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Communications Terminology Meaning 

Analogue 
A system in which data is represented 

as a continuously varying voltage 

Digital 

A transmission method employing a 

sequence of discrete, distinct pulses 

that represent the binary digits 0 and 1 

to indicate specific information 

Modem Modulator Demodulator 

Bps transfer rate Bits per second 

  

 

The Use of IT in everyday life 
 

Computers have become an integral part of our lives, everywhere we go we are 

bound to find computers; the following table lists some areas that we can find 

computers: 

Large Scale 

Business Administration Systems e.g. 

BOV, Airline Booking Systems e.g. 

Airmalta, Government record keeping, 

Vehicle Registration, Hospital Record 

Keeping, VRT 

Education 

Classrooms, administration, Computer 

based testing (CBT), distance learning 

and homework using the internet as a 

resource. 

Home Home economics, planning 

All around 
Dedicated1 computers in watches and 

traffic lights 

 

                                                 
1 A dedicated Computer serves only the purpose it was designed for. 
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What is a Teleworker? 
 

A teleworker is a modern definition for a person who generally sits at a pc 

terminal either at home or in a business and accepts incoming phone calls and 

enters the clients requests into the computer system, examples of these people 

are telephone operators or else mail order receptionists. 

 

Advantages Disadvantages 

Reduced commuting time to work or 

clients coming to company 

Lack of human contact 

Greater ability to focus on one task Less emphasis on teamwork 

Flexible schedules especially when 

working from home 

 

Reduced space requirements  

  

Our electronic world…what the E in the word means. 
 

E-? Meaning 

E-Mail 

(Electronic mail) Allows messages to be 

transmitted from computer to computer, via the 

Internet 

E-Learning 

(Electronic Learning)The process of learning 

via computers over the Internet and intranets. 

Also referred to as Web-based training, online 

learning, distributed learning, or technology for 

learning. 

E-Commerce 

 (Electronic commerce) Is the buying and 

selling of goods and services on the Internet, 

especially the World Wide Web. Note that there 

may be dangers in buying goods over the 

internet, such as credit card fraud and 

advantages such as 24/7 opening times 
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Health and Safety 
 

Ergonomics 

 

 

A good working environment should consist of: 

 

·  Appropriate positioning of monitors. 

·  Suitable adjustable chairs. 

·  Use of a Mouse mat. 

·  Use of a monitor filter 

·  Adequate lighting. 
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·  Adequate ventilation. 

·  All trailing wires to be firmly secured. 

·  Frequent breaks (approx. 5 mins. Every 30 mins.) 

·  Power points are not overloaded. 

 

Failure to adhere to the above could result in Repetitive Strain Injuries (RSI) such 

as: 

 

·  Injuries to wrists. 

·  Eye strain. 

·  Back problems 

 

The Environment 
 

When computers were first invented one of the first apparent advantages that 

was identified was that now we could actually have the ‘paperless’ office, as all 

documents could be stored electronically, whether in word processing format 

(e.g. .doc) or else as electronic documents (e.g. .pdf). But has this actually been 

the case, it is arguable to say that in fact computers have actually generated 

more paper as it is now far easier to print any document, all it takes is a press of 

a button. 

 

 
Save Me!! 
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We can also help the environment by: 

1. Recycling printer toner cartridges 

2. Using monitors that consume less power. E.g. LCD2 

3. Keeping our documents as electronic documents 

 

Security 
 

Needless to say you are aware of the security measures that are recommended 

to be implemented in computer environments, this is mainly because of the 

sensitive data that is accumulated in these databases, and these could include 

credit card numbers, hospital records and public offender’s details. 

 

Each company would implement their own information security policy with 

respect to the handling of sensitive data, having procedures that would report 

security incidents and programs that would make their employees aware of the 

implications of breaches in their security measures, defining their responsibilities. 

 

Good information security measures include: 

 

1. The use of User ID’s 

2. The use of User passwords 

3. Passwords are to be alphanumeric3 

4. Passwords should not be easily detectable e.g. name of spouse 

5. Passwords to be changed frequently 

6. Data is backed up daily 

7. Backed up data is removed from on site 

 

                                                 
2 Liquid Crystal Display 
3 Letters and numbers 
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The good management use of the above also could help prevent damage in 

cases of theft of company laptop computer/PDA/mobile phones which could hold 

lots of confidential files. 

Viruses 
 

A virus is a program that can "infect" other programs by modifying them to 

include a, possibly evolved, copy of itself.  

 

Virus categories 
 

Virus Description 

Trojan Malicious code that hides behind a 

legitimate programs waiting for a 

certain time or a certain program to be 

ran to release itself 

Worm A worm is a virus that does not infect 

other programs. It makes copies of 

itself, and infects additional computers 

(typically by making use of network 

connections) but does not attach itself 

to additional programs; however a 

worm might alter, install, or destroy 

files and programs 

Logic Bomb A virus that waits for a specific 

condition to be satisfied and then 

activates itself e.g. a virus linked to 

when a user empties the recycle bin on 

their desktop 

Time Bomb A virus variant that waits for a specific 

date/time to activate itself. 
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Viruses are spread by: 

·  Visiting websites whose reputation is dubious. 

·  E-Mails 

·  Sharing of software (e.g. on floppy or CD) 

 

Preventions include: 

·  Use of updated anti virus software 

·  Not opening unrecognized emails 

·  Not opening unrecognized files attached to emails 

·  Caution when accepting borrowed floppy disks and compact disks. 

 

The removal of viruses from an infected computer is called disinfection and this 

may only be accomplished by using an up to date anti virus application, which 

should ideally be updated daily. 

 

Copyright and the Law 
 

Contrary to what you may know or have heard, the purchase of software does 

not give you the right to install it on all pc’s that you own neither does it give you 

the right to lend it to your colleagues to install or make copies of. 

 

Nowadays we hear of application that allow users to share their data, such as 

Kazaa and Imesh, the use of the application is not illegal however the sharing of 

the data is, this could lead to copyright proceedings being taken against persons 

that download and copy files e.g. music. 

 

During the installation of bona fide software an installation Product ID number is 

generally included, this gives the purchaser the right to install that application on 

one PC only e.g. Windows XP and let’s the user make a backup copy in case the 

original becomes damaged. 
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Term Description 

Shareware 

Computer software developed for the public 

domain, which can be used or copied without 

infringing copyright. Programmers typically get 

paid a small one time fee from users who find 

the software useful. 

Freeware 

Software which is distributed free by the 

author. Although it is available for free, the 

author retains the copyright, which means that 

it cannot be altered or sold 

End-user license agreement 

Software license is a type of proprietary or 

gratuitous license as well as a memorandum of 

contract between a producer and a user of 

computer software — sometimes called an End 

User License Agreement (EULA) — that 

specifies the perimeters of the permission 

granted by the owner to the user. 

 

Data Protection Act 
 

The Data Protection Act 1984 is a British Act of Parliament that provides a legal 

basis for the privacy and protection of data of UK citizens and businesses. Data 

disclosed by a party to another party may only be used for the specific purposes 

it was disclosed for. The data can only be kept for an appropriate length of time 

and must not be disclosed to other parties (without consent of data owner).  

Malta has a similar Data Protection Act. School websites may not publish images 

of their children on their websites unless they have the consent of the legal 

guardians of those children, likewise shops may no longer send unsolicited mail 

to households with having prior permission. 
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