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Preface

Fundamental ICT Skills brings together the essential concepts and practical competencies needed to work confidently
with computers in contemporary study, office and business environments. The book begins with computer foundations
and hardware, then develops software and productivity-application skills before moving into networking, shared
resources and data security.

The eleven chapters are organised as a progressive learning journey. Each chapter combines clear explanations with
comparison tables, practical activities, examination-focused cues, practice questions, answer guidance, revision tools
and mastery checks. The intention is to help readers understand why a digital tool or control is appropriate rather than
memorising isolated definitions.

Throughout the book, emphasis is placed on accurate terminology, safe handling of technology, practical judgement
and the ability to distinguish closely related concepts. The final chapter integrates the complete learning journey
through practical competency checks and a timed practice assessment.
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How to Use This Book

Begin each chapter with the learning objectives and examination focus. These establish the concepts and practical skills
that should be mastered before moving on.

Read the explanatory sections for meaning rather than memorising isolated terms. Use the comparison tables, worked
reasoning and practical activities to connect ICT concepts to realistic digital-workplace situations.

Attempt the practice questions before consulting the answers and explanations. Use the rapid-revision sheets, glossaries
and mastery checklists for retrieval practice, then return to any topic where your explanation or application remains
uncertain.

The book is cumulative. Later chapters assume familiarity with earlier concepts, particularly the input-process-output-
storage cycle, hardware roles, software classification and safe file-management practice. Periodic revision across chapters
is therefore encouraged.

For cybersecurity topics, keep all practical work defensive, authorised and controlled. The purpose is to recognise
threats, select appropriate controls and apply safe recovery practices.
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FUNDAMENTAL ICT SKILLS

CHAPTER 1

Computer Foundations, Generations and
Classification

This chapter establishes the vocabulary and conceptual foundations needed for the rest of the book. It develops a clear
understanding of computer systems, the progression of computer generations and the principal ways computers are
classified.

Chapter 1 Roadmap

A practical, exam-oriented foundation for learners

This book is designed to make Chapter 1 conceptually clear and examination-ready. It follows the learning framework
sequence: core ICT terminology, the five computer generations, and classification of computers by size, type and
purpose. It also converts recurring examination patterns and recurring assessment themes into focused explanations,
worked scenarios and examination-style practice.

PRACTICE ASSESSMENT FORMAT: Examination practice in this book culminates in a 50-question multiple-
choice practice assessment that may be attempted in two hours. Older assessment formats used
structured or mixed approaches. For that reason, this book prioritises current MCQ technique while
retaining selected structured drills to strengthen understanding.

Learning Objectives

®  Define the core terms used in computing and distinguish hardware, software, programs and ICT.
® Describe the main characteristics and progression of the five computer generations.
¢ Classify computers by size, type and purpose and justify the classification of common devices.

Examination Focus

Question pattern What the learner must be able to do

Selecting the BEST description of a computer,

Definition recognition . .
9 program, information or ICT-related term.

Matching vacuum tubes, transistors, integrated
Generation technology circuits, VLSI/microprocessors and Al-related
capabilities to the correct generation.

Identifying which statement belongs - or does not

Generation characteristics . .
belong - to a particular generation.

Distinguishing microcomputers,
Classification by capability minicomputers/midrange systems, mainframes and
supercomputers.

Distinguishing analogue, digital and hybrid

Classification by operation
computers.

Distinguishing general-purpose, special-purpose and

Classification by purpose embedded computer systems.
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FUNDAMENTAL ICT SKILLS

Question pattern What the learner must be able to do

Responding correctly to BEST, NOT, EXCEPT, TRUE and
Question-word discipline FALSE stems rather than answering only from
keyword recognition.

Suggested Study Sequence

1. Begin with a short terminology diagnostic: computer, computing, computer system, hardware, software, program
and ICT.

2. Build a simple input-process-output-storage concept map before expanding the meaning of a computer system.

3. Construct the five-generation timeline using the technology sequence: vacuum tubes -> transistors -> integrated
circuits -> microprocessors/VLSI -> Al-oriented systems.

4. Use familiar devices and business scenarios to classify computers by size/capability, type of data handled and purpose.

5. Close with a timed MCQ drill, correction clinic and the classification worksheet in this book.

Computer Foundations

The vocabulary that controls the rest of Fundamental ICT Skills

Start with the central idea

A computer is an electronic device that accepts data as input, processes that data under the control of a program, can
store data and results, and produces meaningful output. In examination questions, the defining idea is not merely that a
computer stores information or performs calculations; it transforms data into useful information by following
instructions.

STUDY CUE: When several options are partly true, prefer the option that captures the complete idea: electronic
device + data input + processing under instructions + information output.

Key terms at a glance

Term Study-ready meaning

Raw facts, symbols, measurements or observations
Data that have not yet been organised into a meaningful
result.

Processed or organised data that has meaning and

Information .. .
can support a decision or action.

An electronic device that accepts data, processes it
Computer under program control, stores data/results and
produces information.

The use and study of computer-based methods,
Computing systems and resources to process data, solve
problems and perform tasks.

An organised combination of hardware, software,
Computer system data, users/people, procedures and communication
resources working together.

The physical, tangible components of a computer

Hardware
system.
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