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The 'How to Dazzle at ....' books are aimed at 11-14 year olds who are working at levels 2 - 3 of the National Curriculum (Scottish levels A-B).
Each book:
· contains over 40 photocopiable sheets focusing on specific skills
· has a clear, easy to use layout, with minimal amount of writing on each sheet and a 'grown up' feel
· contains high interest subject matter for maximum motivation.
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How to Dazzle at Information Technology contains over 40 photocopiable ideas for use with KS3 students. However, many of them could also be used with year 10 and 11 students who are studying for RSA CLAIT. They are practice tasks which presuppose that students have the knowledge and skills required to use the various programs.
The first few worksheets are general and are designed to provide students with an insight into computers and component parts.
The drawing tasks are based on the program Paint. They cover drawing with shapes, line and curves, and freehand drawing with the pencil tool. The tasks require the student to copy and paste, fill, spray and flip. The worksheet entitled 'Plan your ideal bedroom' may also be used in conjunction with Maths work.
The word processing tasks cover inputting and editing text, changing the style and size of the font, using a spellchecker, using the cut and paste and recall facilities, changing line spacing and margins, adding borders, using find and replace, templates, word art, wrapping with text and working in columns.
The spreadsheet tasks introduce rows, columns and cells. They require students to format text and understand formulas. The worksheets include the four computation operations and look at using charts and finding averages. The students are also asked to sort data in order, replicate cells and alter column widths. The final spreadsheet task asks the students to make predictions. Group discussion may help the students understand the implications of budgeting.
The database tasks give the students practice in understanding how and why databases are used. They are asked to use fields and records to search and sort by more than one criterion and they are asked to print specified fields from selected records.
In the worksheets covering desktop publishing ask the students are asked to prepare page layout and use existing templates. They are asked to work in columns, centre and justify text and use different fonts. They are also asked to import clipart and draw pictures.
The author acknowledges that students with learning difficulties may find some of the worksheets difficult. However, with many information technology classes being taught as mixed ability groups, it is suggested that the teacher may wish to organize student partnerships that would support each other.
