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Introduction 
 
The subject ICT Information and Communication Technology is the study of the various 
interrelated physical and non-physical technologies used in modern day life.  The 
subject presents the learner with exposure and knowledge relating to living in a digital 
ICT and information driven world and being proficient in the use of basic technologies.  
The subject renders specific generic ICT competencies which include basic digital skills, 
digital design and creation, information management and the responsible and safe use 
of computers.  The subject further aims to equip learners with the necessary e-skills and 
acumen to become active and informed users of hardware and software. 
The main topics and themes of the subject is presented in figure 1. 
 

 
Figure 1 Main topic areas for the ICT subject 

 
The ICT curriculum also focuses on the development of the learner’s e-Skills, which 
describe the basic skills, knowledge and expertise candidates must master to succeed in 
work and life and it is a blend of content knowledge, specific skills, expertise and 
literacies. ICT encapsulates the notion of how to make best use of information 
technology.  
 
It aims to give students a broad education that encourages creativity and equips them 
with the knowledge and skills to understand and change the world. 
The e-Skills notion is also supporting 21st century skills for success in today’s world, 
such as critical thinking, problem solving, communication and collaboration. 
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The e-Skills include skills 
 to function in an e-environment 
 that enable the use of ICTs to solve every problems 
 that enable learners to engage in e-learning 
 that enable learners to apply 21st century skills across subjects 

Having and mastering e-Skill concepts will:  
 enhance learner capacity for effective learning and improved achievements 
 prepare learners for enhanced living and employment opportunities 
 

The subject ICT comprises of content and skills derived from domains, such digital 
literacy and fluency (e-Skills), computer science and information technology.   

 
Figure 2 Position of ICT as a subject 

The subject content includes basic knowledge (described as theoretical and or factual 
knowledge) and skills described as: 
 
1) cognitive: involving the use of logical, intuitive, creative and computational thinking,  
 
2) practical: involving the use of steps, procedures, principles, techniques, strategies 
  and tools.  
 
Figure 3 presents the cognitive complexities involved, which refer to the technological 
skills as the bases, communication and information management as higher skills and 
programming skills as the highest level.  

 
Figure 3 Cognitive Complexity 
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Critical Cross-field Outcomes: 
 Identify and solve problems and make decisions using critical and creative 

thinking. 
 Work effectively with others as members of a team, group, organisation and 

community. 
 Organise and manage themselves and their activities responsibly and effectively. 
 Collect, analyse, organise and critically evaluate information. 
 Communicate effectively using visual, symbolic and/or language skills in various 

modes. 
 Use science and technology effectively and critically showing responsibility 

towards the environment and the health of others. 
 Demonstrate an understanding of the world as a set of related systems by 

recognising that problem-solving contexts do not exist in isolation. 
 

The Developmental Outcomes: 
 Reflect on and explore a variety of strategies to learn more effectively. 
 Participate as responsible ICT citizens in the life of local, national, and global 

communities. 
 Be culturally and aesthetically sensitive across a range of social contexts. 
 Explore education and career opportunities. 
 Develop entrepreneurial opportunities. 
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Teaching and learning approaches 
 

Teaching and learning strategies should take into consideration the particular needs, 
interests and contexts of adults. In particular, they should recognise adults’ rich store of 
previous experience as a resource for their own and each other’s learning. Adult 
learners are often strongly motivated and have a clear sense of their own purpose for 
learning. Also, adult learners wish to see the relevance of learning to their own lives and 
to be able to apply it. Adult learners have multiple roles and responsibilities, and these 
should be accommodated and respected in the teaching and learning process. This 
process should enable them to move towards greater autonomy, independence and self-
reflection in their learning. Teachers should take cognisance of the characteristics of 
adult learners, and adapt their teaching styles accordingly.  
 
The teaching and learning that takes place should include a wide variety of learning 
experiences that promote the development of skills and understanding, and that 
encourage values and attitudes that will enable adult learners to be constructive 
citizens. Teachers and materials developers are encouraged to use a combination of 
strategies to allow for active participation and critical thinking. These strategies should 
include the use of investigative and problem-solving skills, effective communication and 
reflection on the learning process.  
 
Because specialised equipment might not be readily available to many learners, the 
activities should be accessible to all students, and where possible should include hands-
on activities that involve everyday found objects. Since reading is such an important 
part of on-going learning, learners are encouraged to access information from a wide 
range of sources, such as the internet, libraries and other resource centres.  
 
Regular informal assessment, such as self-assessment through tests (exemplars), is an 
important component, as it provides feedback to the learner of their learning progress 
as well as evidence of their readiness to write the examination in a subject.  
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Aims 
 
1. Provide a worthwhile educational experience for all adult students to enable them to 

acquire sufficient understanding and knowledge to:   
1.1. become confident e-skilled citizens of South Africa, able to take or develop an 

informed interest in matters relating to ICT; 
1.2. recognise the usefulness, and limitations, of the ICT domain and become active 

and critical consumers of hardware and software technologies 
1.3. be suitably prepared for further study in related ICT subjects. 

 
2. Develop thinking and process e-skills that: 

2.1. are relevant to the study of ICTs; 
2.2. encourage curiosity about the world of ICT; 
2.3. kindle and promote the application of computational thinking day to day live 
2.4. promote an awareness of the processing and flow of information in systems 
2.5. stimulate and develop logical, computational, and critical thinking and self-

reflection; 
2.6. promote effective communication, using digital support tools and services 
2.7. enable and guide active, responsible e-citizenship  

 
3. Develop attitudes relevant to ICT such as: 

3.1. objectivity; 
3.2. curiosity; 
3.3. integrity; 
3.4. creativity; 
3.5. perseverance. 

 
4. Stimulate interest in the use and application of ICTs in an information driven society. 

 

Generic subject content and background 
 
The subject Information and Communication Technology presents adult learners with 
the required skills and acumen to achieve and master the relevant outcomes of the 
General Education and Training Certificate for Adults (GETCA) as a qualification at NQF 
Level 1 on the GFETQSF of the NQF. 
 
ICT is frequently used as an umbrella term for various interrelated technologies and 
concepts, and include terms which relate to the retrieval, processing and storage of data 
by electronic devices capable of such operations.  Information and Communication 
technologies play an integral role in today’s completive knowledge driven economy. The 
purpose of this subject is to introduce a learner with the basic skills and knowledge to 
actively participate as digital citizens.  
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Exit-Level Outcomes 
 
The exit level outcomes for the GETCA which are presented below provide an indication 
that candidates successfully completing the qualification. 
 
The capabilities expressed in the ICT exit level outcomes for the qualification are 
presented and achieved as part of the intrinsic content of the various GETCA subjects of 
which this subject forms part of. 
 

 
 

Figure 4 Exit Level Outcomes 

  

ICT Exit Level Outcomes

Identify, select, understand and apply knowledge useful to 
the identification of, and solutions to problems in the area 

of study

Use a range of tools and ICTs, including, where 
appropriate, new technologies to create digital artefacts.

Use ICT tools and software effectively.

Be responsible digital citizens.
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Assessments 
 
Only the marks achieved in the GETCA examinations, which are administered by the 
DHET or by accredited private assessment bodies, moderated and standardized by 
Umalusi, are considered for the awarding of the qualification. This means that subjects 
passed on other qualifications, such as the NSC or NC(V), may not be carried through to 
the GETCA. 
 
It is however recommended that formative assessment may be included as part of the 
subject in the form of revision tests and exams to enhance and form the teaching and 
learning process. 
 
A set of exemplar and diagnostic tests should also be evaluable as a gauge indicate 
learners readiness to take the exams. 
 
The external examinations are administered by the DHET or by accredited private 
assessment bodies, and moderated and certified by Umalusi. 
 
In the light of the approach outlined here, each individual subject statement clearly 
outlines the learning and assessment requirements particular to that subject. 
 

Structure of Assessment 

Examinations 
 

Paper 1: One 3-hour practical paper of 120 marks  
(50% of the total marks for the subject) 
 
This will be a practically oriented paper covering questions on the Topic of: Solution 
Development. 
 
To successfully complete this paper, each learner must have access to his or her own 
computer in the exam room. Provision needs to be made for sufficient computers to 
enable the examination to be completed in two sittings. 
 
This paper assesses the practical skills pertaining to the e-Skills component of the 
subject, that is the application packages studied, namely word processing, spreadsheets 
and databases as well as creating and using and modifying simple digital artefacts.  
 
These skills will be assessed in an integrated manner based on real-life scenarios, on the 
appropriate level. Basic problem solving using spreadsheets and aspects of file 
management will form part of the assessment of the application questions in this paper. 
 
The paper will comprise of questions based on a scenario and will cover the following 
content areas in an integrated manner: 

 Basic Word processing 

 Basic Spreadsheets  
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 Presentations 

 Digital Artefacts and multimedia 

 File management 

 Certain aspects of data and information management 

 General (integration and application of techniques, knowledge and procedural 

skills to new situations) 

The learner will not be required to enter large amounts of data. The required data could 
be retrieved from the data disk or imported from documents such as a text file, word 
processing document, spreadsheet and applicable multimedia and related files. 
 

Paper 2: One 2-hour written paper of 120 marks  
 
(50% of the total marks for the subject) 
 
The paper will cover all theory aspects of all topics, including elements of Theme 2 to 
theme 4 
 
A section will also assess the understanding of the technologies studied to make 
informed decisions in a real - life end - user scenario, ranging from choices of 
technology to its responsible use.  
 
Another section should assess issues relating to the social aspects of computing and 
digital citizenship which could be based on a scenario. 
 
Different types of questions could be utilised including a Short Answer Section +/- 40 
marks, which include a range of short questions covering all topics that could include: 

 Multiple choice, 

 True and false 

 Modified true and false, and 

 Matching columns. 

The short question mark total could then be deducted from the suggested mark totals 
per topic as presented in the annexure.   
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Assumptions about Prior Knowledge and Skills 
 
No prior skills or knowledge relating to ICT is required  
 

PHYSICAL SUBJECT REQUIREMENTS 
 
Due to the nature of the subject learners should have access to a computer which 
conforms to at least the minimum standard of the software requirements of the various 
packages used.  
 
In the subject ICT learners are required to work individually on a computer during 
contact (where applicable) time and need access to the Internet. 
Colleges and centres of instruction should have a business plan for the subject that 
addresses the following: 

 Initial capital layout for setting up a computer laboratory. The layout should 

provide for the following: 

 Entrance level computers (to ensure a lifespan of 3 – 4 years), networked 

- One computer per learner per period (during contact time) 

- Provision to a computer laboratory with a sufficient number of computers 

or configured to enable the practical examination to be completed  

 Internet access (which is controlled during assessment) 

 One high-speed printer per network 

 Data projector or demonstrating software 

 Software (operating system, Office suite, security software – antivirus, 

Internet) 

 Budget should be set up to cater for: 

 Annual running costs 

 Software licensing (operating system, application software, security 

software)  

 Cartridges, paper, storage media 

 Breakage and maintenance (regular service plan) 

 Insurance 

 Internet connectivity 

 Sustainability plan 

 To upgrade or replace software and equipment every 3 – 4 years.  

It is also highly recommended (although not compulsory) that learners should 
(especially self-learners) have their own PC or laptop with the same software installed 
as implemented as part of the curriculum. Personal internet. 
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Software packages (Integrated Teaching Approach 
Guidelines) 
 
Getting acquainted and mastering the various software packages which forms part of 
the solution development topic require a unique presentation and teaching approach. 
Often concepts and Learning outcomes are integrated and the same skill e.g. saving and 
opening a document or changing the font is similar across packages.  These skills once 
mastered are easily applied in other packages as well. 
 
Figure 5 highlights the notion that concepts as logical groupings could be taught. The 
learner should be able to see and recognise the casual relationships between the 
functionality provided by the different tools.  
 
The learner should also recognise that each document, being a word processing or 
spreadsheet or presentation document has certain common traits and possible levels of 
editing.  

 
Figure 5 Common Levels of editing 

 

Each application shows different levels of editing and that some editing options on the 
same level exist. E.g., within a word processing document the most basic formatting and 
editing apply on text level, whereas for spreadsheets the same could be applied on cell 
level, and box level for presentation software. Object level refer to objects that could be 
created or inserted as part of the document e.g. clipart, diagrams, SmartArt, tables and 
textboxes etc. 
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THEME / COMPONENT 1 [Basic computing concepts and 
application skills]  
 

Introduction 
 
This theme presents the students with an introduction to basic computing concepts 
relating a typical computerised system and the hardware and software that is involved. 
It also presents the students basic knowledge of the use of various types of application 
software to accomplish certain tasks  which includes the creation of digital artefacts.  
 

Rationale for Content Selection 
  

 Learning how a typical computerised system are constructed and the interrelated 
role of computer hardware and software, is key to understanding the role of 
computers in the capturing, storage and transformation of data to useful 
information and knowledge.  

 The efficient use of applications such as presentation software, word processing 
software and spreadsheet software. 

 Learning how to use these tools, understanding how and when to use these tools 
to achieve a particular purpose, such as completing a given project, identifying 
situations where each tool will be helpful, choosing the most appropriate tools for 
a particular task, and using these tools in combination to solve real-life problems 
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[Basic computing concepts and application skills] Content Structure 
 
Take note:  The total hours include instructional time, tutorial time and self-study and 
revision time. 
 

Topic Heading Topic (with Approximate Instructional Time) 
** Instructional type include lecturing time and time for  practical 
instructional tutorial time (where applicable) 

1. Basic concepts of 
computing 

1.1. Introduction to the concepts of ICT's, the digital 
world and digital citizenship   (4 hours) 

1.2. Explain what a personal computer is and how it 
is used    (4 hours)  

2. The desktop and basic 
computer management 

2.1. Introduction to using computers 
      (4 hours) 
2.2. Basic word processing concepts  (6 hours) 
2.3. Starting a word processing application  

     (4 hours) 
2.4. Keyboarding and keyboard proficiency in a 

document 
     (8 hours) 

2.5. Use basic features to create, edit and format a 
document     (16 hours) 

3. Presentation Software 
3.1. Presentation applications  (2 hours) 
3.2. Working with a presentation (8 hours) 

4. Spreadsheets 4.1. Spreadsheet applications   (2 hours) 
4.2. Working with a spreadsheet  (4 hours) 
4.3. Use basic features to create and edit a 

spreadsheet     (20 hours) 
5. Digital Media 

(Multimedia) 5.1. Multimedia basics   (16 hours) 

6. Digital Artefacts 
6.1. Digital artefact design and creation 

     (24 hours) 

 Total hours      (122) 
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Section 1. [Basic concepts of computing] 
Overview 

 
 
1.1. Introduction to the concepts of ICT's, the digital world and digital citizenship  

Content: 
 Introduction to ICT's  
 The digital world and digital citizenship 

 
Learning Outcomes: 
Students should be able to: 

1.1.1. Define the term ICT. 
1.1.2. Discuss the role computers play in modern society  
1.1.3. Describe the various functions ICT provide users to live in a digital 

World 
1.1.4. Discuss examples of computer usage and applications as part of 

society. 
1.1.5. Discuss the benefits associated with using digital technology 
 
 

1.2. Explain what a personal computer is and how it is used 
Content: 

 Personal computers (PC's) 
 Smart phones and mobile devices 
 Model of a PC 

 
Learning Outcomes: 
Students should be able to: 

1.2.1. Describe the concept personal computer 
1.2.2. Differentiate between various types and forms of computers in 

terms of their use and purpose 
1.2.3. Differentiate between various types and forms of computers in 

terms of their advantages and disadvantages 
1.2.4. Describe the basic components of a smart phone and computer and 

their purpose 
1.2.5. Discuss the concept of mobile computing and mobile devices 
1.2.6. List examples of mobile devices 
1.2.7. Discuss the concept of a wearable device  
1.2.8. List the advantages and disadvantages of mobile technologies 
1.2.9. Identify the main components of a smart phone (mobile device) and 

a computer 
1.2.10. Describe general model of a computer in relation to the information 

processing cycle: input, processing, output, storage as well as 
communication 

1.2.11. Define the term hardware 

This section deals with the basic principles of computing, and an introduction to ICT 
concepts and digital citizenship. Learners also explore and learn about different 
types of computers their basic components and how computers are used in the 
modern world. 
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1.2.12. Describe the basic purpose of hardware 
1.2.13. List different examples of hardware according to various categories 

(relating to use per type of computer and purpose) 
1.2.14. Describe the basic function of computer memory and storage 
1.2.15. Describe a computer in terms of its performance 
1.2.16. Define the term software 
1.2.17. Describe the basic purpose of software 
1.2.18. List different examples of software according to different categories 

(relating to the use per type of computer, including mobile 
technologies and apps) 

1.2.19. Differentiate between the various features and specifications of a 
typical computer 

1.2.20. Select a computer based on the intended use and computer’s 
specifications 

 
 

Section 2. [The desktop and basic computer management] 
Overview 

 
 
2.1. Introduction to using computers 

 Working with the operating system environment and keyboarding  
 Introduction to files and folders  
 File Concepts and Management 

 
Learning Outcomes: 
Students should be able to: 

2.1.1. Define the term Operating System (Range: Desktop and Laptop OS 
and Mobile device OS) 

2.1.2. Explain the purpose of the Operating System 
2.1.3. Define the term desktop 
2.1.4. Use the keyboard efficiently (practise using a typing tutor and 

incorporate with other software packages e.g. word processing 
packages or notepad) 

2.1.5. Use a mouse efficiently  
2.1.6. Use a pointer to navigate the desktop and an application 
2.1.7. Start and close an application 
2.1.8. Differentiate between different types of applications with example of 

each 
2.1.9. Manipulate a window (Range:  resize, move, minimize, scroll) 
2.1.10. Explain the concept of external storage 
2.1.11. Access an external storage device 
2.1.12. Organise, create, copy, rename, delete, restore, move, view and sort 

files and folders 
2.1.13. Differentiate between different files and their types 

This section deals with the basic principles of using a computer and the desktop 
environment, and basic computer management operations 
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2.1.14. Perform basic file operations (Range: open, save, close and basic 
printing) 

 
[Word processing] 
Overview 

 
 
2.2. [Basic word processing concepts]  

Content: 
 Purpose and functioning of a word processor; 
 Examples of word processing applications 

 
Learning Outcomes: 
Students should be able to: 

2.2.1. Define the term: Word Processing 
2.2.2. List and describe different uses of word processing (types of 

documents created) to represent information to users. 
2.2.3.  List different examples of word processing applications 
 

2.3. [Starting a word processing application]  
Content: 

 Performing basic operations with a Word Processing application 
 Storing and retrieving files 
 Common file and document operations 

 
Learning Outcomes: 
Students should be able to: 

2.3.1. Open/Start a Word processor 
2.3.2. Create a new blank document 
2.3.3. Open an existing document 
2.3.4. Save an existing document 
2.3.5. Save a duplicate of a document with another file name 
2.3.6. Change the default folder for saving documents 
2.3.7. Explore the basic features of the most popular functions as ribbon 

tabs 
 

 
2.4. [Keyboarding and keyboard proficiency in a document]  

Content: 
 Use of the keyboard 
 Common keys and their function 

 
Learning Outcomes: 
Students should be able to: 

2.4.1. Identify and use a number of keys and explore their effects in a word 
document. (Range:  Alphabetical keys, number keys/num lock, Caps 

This section presents the learner with the opportunity to master the basic skills 
required to use a word processing package. 
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Lock, Enter, Backspace, Delete, Spacebar, Shift, Tab, Ctrl + Alt, Delete 
and F keys)  

2.4.2. Practise using these keys to create and edit a text document, for 
example using tab key for indenting. 

2.4.3. Understand modern word processing conventions such as 1 space 
after punctuation, use of tabs and page breaks and the appropriate 
use of the standard text styles available. 

2.4.4. Use basic features to edit a Word document. (Range: Move around in 
it; type in it (INS); delete text; start a new paragraph; type in capital 
letters and use UNDO and REDO functions. Select data using keyboard 
and/or mouse, entering, editing and deleting text. Basic punctuation - 
one space after all punctuation, including periods, formatting marks.) 

 
 

2.5. Use basic features to create, edit and format a document  
Content: 

 Edit a document 
 Format a document 

 
Learning Outcomes: 
Students should be able to: 

2.5.1. Use basic features to format a Word processor document. 
2.5.2. Use editing functions and shortcuts such as: cut, copy, paste, find and 

replace 
2.5.3. Apply basic formatting to a document. (Range: Font type, style, size, 

colour, highlight and effects, simple text borders, basic alignment 
shading and indents. Text formatting (type, size, colour), Text 
highlight, Italicize, bold, underline.) 

2.5.4.  Insert modify and remove  bullets and numbers in lists (rage  single 
level list), switch between standard bullets, numbered bullets 

2.5.5. Create and or insert and move a basic object as part of a document. 
(Range: Image, Shape, smart-art, table) 

2.5.6. Add page numbering to a document 
2.5.7. Perform basic document formatting and adjustments. (Range: 

Background and page border ,Columns, Headers and footers, Page 
layout (columns, orientation), Page margins) 

2.5.8. Perform basic proof reading operations e.g. Spell checking 
2.5.9. Print a document 
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Section 3. [Presentation Software] 
Overview 

 
 

3.1. [Presentation applications]  
Content: 

 Purpose and the use of presentation software 
 
Learning Outcomes: 
Students should be able to: 

3.1.1. Define the term presentation software 
3.1.2. List and describe different uses of presentations (types of 

presentations including their content e.g. Corporate presentations, 
informative presentations, presentations as an advertisement etc.) 
to represent information to users. 

3.1.3. List examples of different presentation applications 
 
 

3.2. [Working with a presentation]  
Content: 

 Use the presentation application 
 Presentation documents 

 
Learning Outcomes: 
Students should be able to: 

3.2.1. Open/Start the presentation application 
3.2.2. Create a new blank presentation 
3.2.3. Open an existing presentation 
3.2.4. Save an existing presentation 
3.2.5. Create a presentation incorporating slides using different slide 

layouts and format themes  
3.2.6. Discuss the basic conventions and guidelines for creating an 

effective presentation. (Use of bullets and headers, limited use of 
animation, text presentation etc.) 

3.2.7. Use basic features to format the slides. (Range to format text:  
Highlight text; typing text in bold, italics and underline; typing text in 
different styles and font sizes; using numbers and bullets first level and 
using the alignment functions - left, right, centre) 

3.2.8. Design a presentation for a specific content matter and select a slide 
layout and format adhering to basic conventions 

3.2.9. Insert a relevant clip art or picture, video, or table in the 
presentation 

3.2.10. Perform common editing operations on a slide show  
3.2.11. Include basic animations as part of the slide show 
3.2.12. Insert a relevant piece of text or object or chart from a word 

processor or spreadsheet document into a slide 

This section provides the learner with the necessary skills and knowledge to create a 
basic presentation document and perform the basic operations associated with such 
a document.  
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3.2.13. Insert and draw a simple diagram with labels using various shapes 
3.2.14. Insert and format a SmartArt object 
3.2.15. View presentation 
3.2.16. Print a presentation 
3.2.17. Set up presentation for manual or automatic delivery 

 
Section 4. [Spreadsheets] 
Overview 

 
 

4.1. [Spreadsheet applications]  
Content: 

 Purpose and use of spreadsheets 
 Benefits of using spreadsheets 

 
Learning Outcomes: 
Students should be able to: 

4.1.1. Define the term spreadsheet processing 
4.1.2. List examples of spreadsheet applications 
4.1.3. Discuss the appropriate use of spreadsheets and spreadsheet 

applications in contrast to other software packages 
4.1.4. List and describe different uses of spreadsheets (types of documents 

created in relation to their content e.g. tables and graphs) to 
represent information to users. 

4.1.5. Describe the benefits of using a spreadsheet application 
 
 

4.2. [Working with a spreadsheet]  
Content: 

 Use the spreadsheet application 
 Spreadsheet documents 

 
Learning Outcomes: 
Students should be able to: 

4.2.1. Open/Start the spreadsheet application 
4.2.2. Create a new blank spreadsheet / worksheet 
4.2.3. Open an existing spreadsheet 
4.2.4. Save an existing spreadsheet 
4.2.5. Save a duplicate of a spreadsheet with another file name 
4.2.6. Enter and manipulate data in a cell. 
4.2.7. Perform basic formatting features on a cell  
4.2.8. Add and remove rows and columns 
4.2.9. Print a spreadsheet 
 

4.3.  [Use basic features to create and edit a spreadsheet]  
Content: 

This section provides the learner with the necessary skills and knowledge to create a 
basic spreadsheet document and perform the basic operations associated with such a 
document.  
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 Edit a spreadsheet 

 Apply basic formatting 

 Include basic operations and functions as part of a spreadsheet 
 

 
Learning Outcomes: 
Students should be able to: 

4.3.1. Perform the basic spreadsheet calculations by inserting formulas 
and using basic operators including +, -, *, /,  

4.3.2. Insert or modify a simple spreadsheet calculation using a cell 
reference 

4.3.3. Understand the order of precedence and the use of brackets 
4.3.4.  Use the auto fill tool to repeat formulae and increment data entries 
4.3.5. Understand the implementation and use copy and paste to repeat 

data entries and formula 
4.3.6. Insert and use available functions and/or create equivalent 

equations to: add, subtract, divide, multiply, auto sum, percentage, 
average, maximum, minimum, count and autofill cells, rows and 
columns 

4.3.7. Insert a basic chart using the wizard 
4.3.8. Create a simple spreadsheet document as a solution to a problem. 

(Examples: Budget, class list and marks, order, quotation etc.) 
 

 
Section 5. [Digital Media (Multimedia)] 
Overview 

 
 

5.1. [Multimedia basics]  
Content: 

 Basic concepts of multimedia 
 Basic editing of multimedia 

 
Learning Outcomes: 
Students should be able to: 

5.1.1. Define the term multimedia 
5.1.2. List some examples of the use of multimedia 
5.1.3. Differentiate between analogy and digital 
5.1.4. Define the concept of a pixel 
5.1.5. Provide a basic description of the role of pixels in images and videos 
5.1.6. Provide a basic explanation of how an image or video clip is stored 
5.1.7. Provide a basic explanation of how a sound file or clip 
5.1.8. Differentiate between different common image types, sound files, 

and movie (video) file types and extensions 
5.1.9. Capture  still or moving picture using applicable hardware 

This section provides the learner with the necessary basic knowledge to understand 
and appreciate how digital media is used to convey information. The basic principles 
of digital media is also covered.  
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5.1.10. Import and save the captured picture or movie (video clip) using 
applicable software tools. 

5.1.11. Perform basic editing on the picture or movie using an applicable 
software tool. 

5.1.12. Create basic animation using captured images, and add applicable 
sound files or clips 

5.1.13. Use the created media file as an artefact to convey information. 
 

 
Section 6. [Digital Artefacts] 
Overview 

 
 

6.1. [Digital artefact design and creation]  
Content: 

 Use various and select tools to create a digital artefact  
 
Learning Outcomes: 
Students should be able to: 

6.1.1. Apply basic research skills to research a particular topic 
6.1.2. Design and a digital artefact to represent information and data 

clearly in a format which conforms to the purpose thereof.  
6.1.3. Select the an appropriate tool or combination of tools to create and 

represent the information.  
6.1.4. Select and use a desired template if appropriate 
6.1.5. Create an artefact without using a template  
6.1.6. Combine and use different digital media sources to create a digital 

artefact for a particular audience [Take note: This could include a 
multimedia object] 

6.1.7. Reuse and repurpose a digital artefact for a particular scenario.  
 

  

This section provides the learner with the necessary skills and knowledge to create a 
digital artefact to represent information. This section deals with the integration of 
the various software packages and other software that could be used to represent 
information. Examples of digital artefacts include: Posters, Mind Maps, Brochures, 
Price Lists, Invitations, Curriculum Vitae’s,   and simple research reports, etc. The 
skills mastered here could be used to complete assignments and tasks for other 
subjects as part of the GETCA subject set.  
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THEME / COMPONENT 2 [Computer Networks, 
Communication and Collaboration]  
 

Introduction 
 
This section deals with the technologies involved as part of the transmission of 
information over various platforms for communication and collaboration purposes. It 
also covers the Internet and WWW.  
 

Rationale for Content Selection 
  
Digital communication, networking, social networking plays an integral role in modern 
day society. This theme will present the learner the underpinning basic knowledge 
relating to the technologies that are involved to facilitate electronic communication. The 
WWW and internet are integrated into society today and the responsible use of various 
technologies and the knowledge thereof are key digital citizenship requirements.  
 

[Theme 2] Content Structure 
 

Topic Heading Topic (with Approximate Instructional Time) 
** Instructional type include lecturing time and time for  practical instructional 
tutorial time (where applicable) 

7. Computer 
Networks and the 
WWW 

7.1. Digital communication   (6 hours) 
7.2. Networking concepts   (6 hours)  
7.3. World Wide Web    (8 hours) 
7.4. Internet    (8 hours) 

8. Digital 
communication 

8.1. Communication    (8 hours) 
8.2. e-Mail     (8 hours) 
8.3. Blogging     (8 hours) 

9. Collaboration 
9.1. Collaboration    (6 hours) 
9.2. Social media     (6 hours) 

 Total hours      (64) 

 
Section 7. [Computer Networks and the WWW] 
Overview 

 
 

7.1. [Digital communication]  
Content: 

 Digital concepts; 
 Digital transmission; 

 
Learning Outcomes: 

This section provides the students with a brief introduction to the basic concepts 
relating to computer networks for information interchange, using the WWW 
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Students should be able to: 
7.1.1. Define the term digital communication 
7.1.2. Differentiate between digital and analogue communication 
7.1.3. Define the term signal 
7.1.4. Define the term transmission 
7.1.5. Recognise and provide a basic explanation of how computer 

networks facilitate digital communication 
 

7.2. [Networking concepts] 
Content: 

 Use of networks 
 Different types of networks 

 
Learning Outcomes: 
Students should be able to: 

7.2.1. Define the term network 
7.2.2. List and describe common examples of everyday networks (briefly) 
7.2.3. Differentiate between different types of networks 
7.2.4. Differentiate between the advantages and disadvantages of using 

networks 
7.2.5. Differentiate between wired and wireless networks 
7.2.6. Describe the basic components and hardware required for network 

communications 
 

7.3. [World Wide Web] 
Content: 

 WWW concepts 
 Use and applications of the WWW 
 Internet 

 
Learning Outcomes: 
Students should be able to: 

7.3.1. Define the term world wide web (WWW) 
7.3.2. Explain the role of networks to enable the WWW 
7.3.3. Discuss the basic technologies required to connect to the WWW 

 
7.4. [Internet] 

Content: 
 Internet concepts 
 Internet use 

 
Learning Outcomes: 
Students should be able to: 

7.4.1. Define the term Internet 
7.4.2. Differentiate between the internet and the WWW 
7.4.3. Describe the concept of the Cloud 
7.4.4. Explain the basic reasons for connecting to the internet (e.g. as a 

source of information or communication  and collaboration tool, or 
to host various services) 
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7.4.5. Provide a basic overview of some of the features presented by the 
internet, in relation to various software tools and features. 

7.4.6. Define the term website 
7.4.7. Define the term web page 
7.4.8. Explain the relationship between a website and a web page 
7.4.9. Define the term URL 
7.4.10. Explain the concept of a Web address 
7.4.11. Define the term browser 
7.4.12. Describe the basic purpose of a web browser 
7.4.13. List examples of common web browsers 
7.4.14. Open a web browser 
7.4.15. Access a web page using a URL 
7.4.16. Define the term search engine 
7.4.17. Provide examples of different search engines 
7.4.18. Use a search engine to: 

7.4.18.1. Search for information on a certain topic 
7.4.18.2. Evaluate websites 
7.4.18.3. Select an appropriate resource 
7.4.18.4. Save an opened resource (website) or part thereof 

7.4.19. Discuss the responsible use of the internet in relation to copyright 
and publication of materials. 

7.4.20. Discuss the dangers associated to using the internet 
7.4.21. Discuss the safe use of the internet 

 
 
Section 8. [Digital communication] 
Overview 

 
 

8.1. [Communication]  
Content: 

 Basic concepts of communication 
 Communication technologies 
 Digital communication tools and media 

 
Learning Outcomes: 

Students should be able to: 
8.1.1. Define communication 
8.1.2. List principles of effective communication 
8.1.3. List examples of electronic communication tools and software 
8.1.4. Explain how digital tools and software enable effective 

communication 
8.1.5. List examples of popular communication tools and media 
 

8.2. [e-Mail]  

The concept of digital communication is paramount in the successful functioning of 
today’s information society. This section deals with the different tools and 
technologies that enable digital communication.  
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Content: 
 Basic e-mail concepts 
 E-Mail as a form of e-communication 

 
Learning Outcomes: 
Students should be able to: 

8.2.1. List the advantages and disadvantages of using e-email 
8.2.2. Discuss the proper use of email, and netiquette  
8.2.3. Create an e-mail address on the Internet using a client. (e.g. gmail) 
8.2.4. Draft and send e-mails to friends and fellow students, with or 

without attachments 
 

8.3. [Blogging]  
Content: 

 Basic concepts of blogging 
 Blogging as a form of communication 

 
Learning Outcomes: 
Students should be able to: 

8.3.1. Define the term blogging 
8.3.2. List the advantages and disadvantages of blogging and accessing 

blogs  
8.3.3. List examples of different blogging services and providers / hosts 
8.3.4. Create a personal blog 
8.3.5. Draft and upload content to a blog entry (including a digital artefact)  
 

 

Section 9. [Collaboration] 
Overview 

 
 

9.1. [Collaboration]  
Content: 

 Basics collaboration principles 
 Benefits of collaboration 
 Collaboration tools 

 
Learning Outcomes: 
Students should be able to: 

9.1.1. Define the term collaboration 
9.1.2. List examples of popular collaboration software tools and their 

primary purpose 
9.1.3. List the benefits of collaboration in the light of the various tools 
9.1.4. Explore the use of a collaboration tool 
 

9.2. [Social media]  
Content: 

This section provides the learner with a basic understanding of the concepts of 
collaboration and social media 
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 Social media concepts 
 Impact of social media 
 Safe use of social media 

 
Learning Outcomes: 
Students should be able to: 

9.2.1. Define the term Social media 
9.2.2. List examples of popular social media tools and their primary 

purpose 
9.2.3. List the benefits of social media 
9.2.4. Explain how to use social media properly 
9.2.5. Explain the dangers of using social media 
 

THEME / COMPONENT 3 [Data and Information management 
and Computational thinking skills]  
 

Introduction 
 
This theme presents the learners with the skills and knowledge to properly use 
technology as a tool to research, organize, evaluate and communicate information, and 
devise simple algorithms to solve common data centric problems. 

Rationale for Content Selection 
  
Problem solving and computational thinking skills encapsulate a set of diverse skills 
including creative skills to construct solutions to open ended day to day problems. The 
management of data and the transformation of data to information and the presentation 
thereof is also a cardinal necessity in today’s information and knowledge driven society.   

[Theme 3] Content Structure 
 

Topic Heading Topic (with Approximate Instructional Time) 
10. Data and 

information 
management 

10.1. Data and information management (24 hours) 
 

11. Section heading   
11.1. Computational thinking   (36 hours) 

 Total hours       (60) 

 
 
Section 10. [Data and information management] 
Overview 

 

Exposes the learner to use technology as a tool to research, organize, manage, 
evaluate and communicate information 
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10.1. [Data and information management]  

Content: 
 Data and Information collection. 
 Obtaining data and analysing sources 
 Information processing cycle overview 
 Present the information 

 
Learning Outcomes: 
Students should be able to: 

10.1.1. Differentiate between data and information. 
10.1.2. Explain the basic process of converting data into information  
10.1.3. Explain the role of data and of information in making decisions 
10.1.4. Define the concept information cycle 
10.1.5. Explain how the use of information impacts society 
10.1.6. Search and gather relevant information from various electronic and 

other sources 
10.1.7. Read through information to extract valuable information 
10.1.8. Apply basic research skills design the content of a digital artefact 
10.1.9. Saving information and data from a digital source 
10.1.10. Design and present the information in a usable format or as part of 

an electronic artefact 
 
 
Section 11. [Computational thinking] 
Overview 

 
 

11.1. [Computation thinking and problem solving]  
Content: 

 Information processing 
 Simple algorithm development 
 Representing the solution in an appropriate manner 

 
Learning Outcomes: 
Students should be able to: 

11.1.1. Define the basic terminology relating to data processing and solution 
development. (Range: input, output, processing, calculations, 
variable) 

11.1.2. Solve basic problems applying, critical and lateral thinking skills. 
(Range: Solving a problem using basic calculations and elimination) 

11.1.3. Create a simple algorithm (as pseudocode) in sequential steps based 
on a problem implementing simple input, output, and calculation 
constructs 

11.1.4. Incorporate a basic decision structure as part of the algorithmic 
solution. (Range: If, one condition, else) 

This section aims at enhancing the learner’s basic computational and problem 
solving skills 
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11.1.5. Incorporate a single iteration structure as part of the algorithmic 
solution. 

11.1.6. Represent the algorithm or solution in the form of pseudocode or a  
flowchart, created on paper or with a software tool 

11.1.7. [Important note: The complexity of the requires solution should be 
on a basic to very basic level, and would seldom be longer than 12 
instructions] 

 

THEME / COMPONENT 4 [Digital Citizenship and Social 
implications]  
 

Introduction 

Digital citizenship refer to the skill of living in an ICT world and actively participating in 
modern day society.  Social implications refer to issues relating to the digital age and 
bridging the digital divide and include issues that lead to the responsible use of ICTs.  

Rationale for Content Selection 
  
Active and responsible participation in the use ICT technologies in a digital world 
require the correct knowledge is of importance for everyone exposed to technology use. 

[Theme 3] Content Structure 
 

Topic Heading Topic (with Approximate Instructional Time) 
12. Digital citizenship 

12.1. Digital citizenship    (6 hours) 

13. Social implications 
13.1. ICT impacts society at large   (8 hours) 

 Total hours       (14) 

 
 

Section 12. [Digital citizenship] 
Overview 

 
 

12.1. [Digital citizenship]  
Content: 

 Living in the information age 
 Digital citizenship 

 

Basic knowledge relating to living in a digital world with the impact of technology on 
everyday life  
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Learning Outcomes: 
Students should be able to: 

12.1.1. Define the term digital citizen 
12.1.2. Describe the responsibilities of a good digital citizen  
12.1.3. Discuss the concept of a digital footprint 
12.1.4. Explain the concept of responsible digital participation (Range: 

communication software, emails, posting on social media) 
12.1.5. Define the term information privacy 
12.1.6.  Define the concept of identity theft 
12.1.7. Define the term cyberbullying  
12.1.8. Describe how cyber bullying could be limited 

 
 
Section 13. [Digital citizenship] 
Overview 

 
 

13.1. [ICT impacts society at large]  
Content: 

 Use of ICT 
 ICT and Society  

 
Learning Outcomes: 
Students should be able to: 

13.1.1. Identify areas where ICTs influence one's life and lifestyles  
13.1.2. Explain how ICT enhances  one’s personal life 
13.1.3. Describe how ICT enhances and impacts society.  
13.1.4. Identify security risks which could impact personal computers and 

mobile phones 
13.1.5. Describe the basic ethical issues rating to the use of computers and 

the internet 
13.1.6. Identify safe and appropriate uses of computers and technology 
 

 
  

This section aims at enhancing the learner’s basic computational and problem 
solving skills 
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