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For upcoming dates see www.edenhousecomputing.co.uk   
 

To book your place, please contact us on ecdl@edenhouse.co.uk   
or call 0845 643 9 346 

 
 
 
 

Also available: ECDL Standard , ECDL Advanced,  ECDL Distance Learn,  ECDL Testing Only,  
 
 
 
 
 
 
 
 

 
Applications 
 

Duration (Days) Course Price 

Windows XP 1 £95 

Microsoft Word 2003 1 £95 

Microsoft Excel 2003 1 £95 

Microsoft Access 2003 1 £95 

Microsoft PowerPoint 2003 1 £95 

Internet & Email 1 £95 
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Windows XP 
 

The primary objective of the course is to broaden a user’s knowledge of Ms Windows 
Operating System. 

 
Programme Developed For 

Users with hands on experience in the PC environment and intermediate knowledge of Office 
2003 applications. This course will broaden the student’s knowledge leading towards an 
internationally recognised Qualification. 

 
Prerequisites 
A basic knowledge of using a personal computer in the Windows environment is an essential 
prerequisite for this course. 
·  Knowledge of personal computer fundamentals 
·  Experience in working within the Microsoft Windows environment 
·  A reasonable degree of keyboard proficiency 
·  Experience in using a mouse 

 
Programme Focus 
1. Computer Environment 
2. Desktop 
3. Managing Files 
4. Viruses 
5. Print Management 

 
Certification 
Participation Certificate Only / ECDL® 

 
Further Progression 
Professional Certifications (ECDL, A+, MCP, MCSA, MCSE) 
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Microsoft-Word   
 

The primary objective of the course is to broaden a user’s knowledge of MS Word 

 
Programme Developed For 

Users with hands on experience in the PC environment and intermediate knowledge of Office 
2003 applications. This course will broaden the student’s knowledge leading towards an 
internationally recognised Qualification. 

 
Prerequisites 

A basic knowledge of using a personal computer in the Windows environment is an essential 
prerequisite for this course. 
·  Knowledge of personal computer fundamentals 
·  Experience in working within the Microsoft Windows environment 
·  A reasonable degree of keyboard proficiency 
·  Experience in using a mouse 

 
Programme Focus 
1. First Steps with Word Processing 
2. Adjust Settings 
3. Insert, Select and Edit Data 
4. Search and Replace 
5. Text Formatting 
6. Paragraph Formatting 
7. Document Formatting 
8. Insert Tables 
9. Working with Charts, Pictures and Images 
10. Perform Mail Merge 
11. Prepare Outputs 

 
Certifications 
Participation Certificate Only / ECDL® 

 
Further Progression 
·  Microsoft Office Specialist (MOS), 
·  European Computer Drivers Licenses (ECDL),  
·  ECDL® Advanced Word Processing 
 

 



 
 

 

 

����  0845 643 9 346 
��� �  0845 643 9 347 

������ �� admissions@edenhouse.co.uk 
������ �� www.edenhousecomputing.co.uk  

ECDL Advanced 

 

Microsoft-Excel 
 

The primary objective of the course is to broaden a user’s knowledge of MS Excel 

 
Programme Developed For 

Users with hands on experience in the PC environment and intermediate knowledge of Office 
2003 applications. This course will broaden the student’s knowledge leading towards an 
internationally recognised Qualification. 

 
Prerequisites 

A basic knowledge of using a personal computer in the Windows environment is an essential 
prerequisite for this course. 
·  Knowledge of personal computer fundamentals 
·  Experience in working within the Microsoft Windows environment 
·  A reasonable degree of keyboard proficiency 
·  Experience in using a mouse 

 
Programme Focus 
1. Open and Close the application 
2. Create new Spreadsheet and save in different formats 
3. Adjust Settings 
4. Insert and Edit Data in cells 
5. Handling Worksheets 
6. Formulas and Functions 
7. Formatting 
8. Charts and Graphs 
9. Prepare Outputs 

 
Certification 

Participation Certificate Only / ECDL® 

 
Progression 
·  Microsoft Office Specialist (MOS), 
·  European Computer Drivers Licenses (ECDL),  
·  ECDL® Advanced Spread sheets 
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Microsoft Access  

 

The primary objective of the course is to broaden a user’s knowledge of MS Access. 

 
Programme Developed For 

Users with hands on experience in the PC environment and intermediate knowledge of Office 
2003 applications. This course will broaden the student’s knowledge leading towards an 
internationally recognised Qualification. 

 
Prerequisites 

A basic knowledge of using a personal computer in the Windows environment is an essential 
prerequisite for this course. 
·  Knowledge of personal computer fundamentals 
·  Experience in working within the Microsoft Windows environment 
·  A reasonable degree of keyboard proficiency 
·  Experience in using a mouse 

 
Programme Focus 
1. Database Concepts 
2. Using the database application 
3. Tables 
4. Forms 
5. Retrieving Information in the form of Queries 
6. Reports  
7. Prepare Outputs 

 
Certification 
Participation Certificate Only / ECDL® 

 
Progression 
·  Microsoft Office Specialist (MOS), 
·  European Computer Drivers Licenses (ECDL),  
·  ECDL Advanced ® Databases  
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Microsoft PowerPoint  

 

The primary objective of the course is to broaden a user’s knowledge of Ms PowerPoint 

 
Programme Developed For 

Users with hands on experience in the PC environment and intermediate knowledge of Office 
2003 applications. This course will broaden the student’s knowledge leading towards an 
internationally recognised Qualification. 

 
Prerequisites 

A basic knowledge of using a personal computer in the Windows environment is an essential 
prerequisite for this course. 
·  Knowledge of personal computer fundamentals 
·  Experience in working within the Microsoft Windows environment 
·  A reasonable degree of keyboard proficiency 
·  Experience in using a mouse 

 
Programme Focus 

1. Open and Close a Presentation 
2. Adjust Settings 
3. Developing a Presentation 
4. Using Charts, Graphs and Drawn Objects 
5. Creating an organisational chart 
6. Slide Show Effects 
7. Prepare Outputs 

 
Certification 
Participation Certificate Only / ECDL® 

 
Progression 
·  Microsoft Office Specialist (MOS), 
·  European Computer Drivers Licenses (ECDL),  
·  ECDL® Advanced Presentation 
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Outlook Express and Internet Explorer 
 

The primary objective of the course is to broaden a user’s knowledge of the Internet 

 
Programme Developed For 

Users with hands on experience in the PC environment and intermediate knowledge of Office 
2003 applications. This course will broaden the student’s knowledge leading towards an 
internationally recognised Qualification. 

 
Prerequisites 

A basic knowledge of using a personal computer in the Windows environment is an essential 
prerequisite for this course. 
·  Knowledge of personal computer fundamentals 
·  Experience in working within the Microsoft Windows environment 
·  A reasonable degree of keyboard proficiency 
·  Experience in using a mouse 

 
Programme Focus 

1. The Internet 
2. Web Navigation 
3. Web Searching 
4. Electronic Mail 
5. Messaging 
6. Mail Management 

 
Certification 
Participation Certificate Only / ECDL® 

 
Progression 

Internet and email related applications 

 
 

 


