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Binary ICT Skills New Edition

Binary ICT Skills New Edition is a dynamic series designed to prepare students, employees, and 
individuals for the technology-driven workforce. This series covers a broad spectrum of topics, 
from basic computing to advanced digital skills, matching the growing use of technology across 
sectors. It’s designed to develop a thorough understanding of modern digital tools, crucial for 
success in today’s digital work environment.

Adapting to the Needs of Today’s Learners and Workforce

Global Standards Developed in adherence to international standards, 
ensuring educational excellence. 

Current and Evolving Content Regularly updated to include the 
most recent technological advancements and the latest versions of 
software applications.

Versatile Teaching Approaches Supports diverse teaching methods, 
including traditional, flipped classroom, and remote or hybrid learning 
environments. 

Localization Customized editions with feedback from local experts, 
making the series culturally relevant and adaptable to diverse 
educational settings.

The Binary ICT Skills New Edition series is a collection of eight textbooks, each focusing on a 
critical aspect of information and communication technologies:

•	 Modern Computing
•	 Text Documents
•	 Spreadsheets
•	 Presentations
•	 Databases
•	 Graphic Design
•	 Computer Science
•	 Digital Business

Covering a wide array of topics, from basic computer operations to complex data analysis 
and digital design, learners acquire essential skills for professional documentation, data 
management, effective communication through presentations, and creative design. The series 
also explores the essentials of computer science, including networking, and addresses the 
latest trends in digital commerce and online business, covering cybersecurity concepts and 
project planning.



In-Depth Practical Learning
Each textbook is designed to provide a comprehensive 
understanding of its subject matter, ensuring learners 
are well-versed in practical applications of ICT skills.

Step-by-Step Instructional Design
The series offers clear, concise guidance, enabling 
learners to grasp and apply complex ICT concepts 
easily.

Project-Based Learning
Emphasizes project-based and inquiry-based learning, 
promoting hands-on experience and deep understanding. 

21st Century Skill Enhancement
Beyond technical skills, the series promotes critical life 
skills like teamwork, problem solving, and effective 
decision-making. 

Workplace Relevance 
With a focus on digital skills required in modern 
workplaces, this series prepares individuals for 
professional environments where technology is 
integral.

Empowering Educators and Trainers 
Accompanied by detailed guides for instructors, the 
series supports educators and trainers in delivering 
effective, engaging ICT education.

Join Us in Empowering the Workforce of Tomorrow 
Binary ICT Skills New Edition is not just a textbook series; 
it’s a pathway to mastering the digital skills essential in 
the modern workplace. Whether for high school students, 
young adults, or professionals seeking to enhance their 
digital proficiency, this series is an invaluable resource for 
anyone looking to thrive in the digital era.

Binary ICT Skills New Edition
Rengineering Education

Key Features:

Contact us for more information at ict@binarylogic.net



Text Documents
Overview

1. Creating a document
Formatting text

Advanced font formatting

Images and graphics

Working with tables

Check and print

2. Designing a document
Tabs and columns

Headers and footers

HTML and PDF

Mail merge

Advanced topics

3. �Documents for a purpose
Advanced documents

Customizing content

Leaflets & Labels

4. Documents and forms
Business documents

Document design principles

Business forms I

Business forms II

Business reports
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Spreadsheets
Overview

1. �Working with numbers
Rows and columns

Advanced formatting

Simple calculations

Logical functions

Create a chart

2. Analyzing data
Complex calculations

Functions

References

Advanced charts

Import and export data

3. Advanced spreadsheets
Tables and data

Advanced worksheets

4. Charts & Modeling
Charts and objects

Modeling and simulation

Options and views
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Graphic Design
Overview

1. Image editing
Image essentials

Layers

Image adjustments

Retouch and enhance

2. Vector-based editing
Vector graphics

Coloring and shaping

Adding text and reshaping

Making curves

More design tools

3. Desktop publishing
From etching to DTP

Basic tools

Single-page design

Multi-page document I

Multi-page document II
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Modern Computing
Overview

1. Learning the basics
Computers and devices

The operating system

Files and folders

Basic settings

Hints and tips

2. Getting online
Surfing the Web

Use online resources

Send and receive email

Organizing email

Be safe online

3. �Communicating online
Networking basics

What is a blog?

Social Media

Communication tools

Digital citizenship

4. Working online
Working with documents online

Online meetings

Presentation broadcasting

Notes management

Mind mapping
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Presentations
Overview

1. �Presenting your ideas
Slides, text and images

Transitions and animations

Sound, video and 3D models

Charts and graphs

Tips and tricks

2. Multimedia presentations
Storyboarding

Capture and edit multimedia

Record your voice

Fix photos and add effects

Create an animated story

3. Advanced imaging
Image essentials

Layers

Image adjustments

Retouch and enhance

2D animation creation
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Computer Science
Overview

1. Computer science basics
Data manipulation

Computer architecture

Operating systems

Network fundamentals

Computers in society

2. Networking
Wired networks

Wireless networks

Mobile networks

Satellite networks

3. �Technology in life
Monitoring and control

Artificial intelligence

Emerging technologies

Environment and health

4. Deep diving
Advanced networking

Servers and storage

I’m an IT administrator

Data and network security

Cloud storage

5. �Project planning
What is a project?

Organizing tasks

Create a Gantt chart

Create a diagram

Changing colors and fonts

System life cycle
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Databases
Overview

1. Data and information
Data, information and knowledge

Data collection

Data types and encoding

Data validation I

Data validation II

2. Collecting information
Introduction to databases

Filter and sort

Keys and relationships

Contact management

Lab data collection

3. �Handling databases
Structured information

Data entry forms

Queries

Reports

Import and export data

4. Advanced databases
Databases and tables

Forms and records

Advanced queries

Advanced reports

Protect and print databases
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Digital Business
Overview

1. �E-commerce & 
Cybersecurity
E-commerce

Online transactions

Information security

Personal and computer security

Digital footprint and Internet security

2. Web design essentials
Design your website

Publish your website

Introduction to infographic design

Creating custom infographics

3. �Video production
Video shooting

Video editing

Visual effects

The final touch

3D animation

4. �Digital marketing
Plan your marketing strategy

Email marketing campaign

A brand blog

Create blog content

Blogging and social media

Social media audit
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