
 SummaryStandard Profile Certification

ICDL Standard Profile is similar to the previously known standard ICDL -7module certification except it offers more flexibility. It 
comprises of the essential ICT skills afforded by the ICDL Base Profile plus 3 Standard Modules available from a wide range of modules, 
to help you certify a higher level of digital competence. In keeping with the established global standards, this is a recommended 
certification as it maintains its -7modules structure while allowing you to combine skills that are relevant to your job and career path.
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This module allows candidates to understand the concept of presentations and to demonstrate competence in using 
presentation software.

WHAT ARE THE BENEFITS OF THIS MODULE?
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Covers the key skills needed to use presentation software.

Can be applied to a range of presentation software from vendor 

packages to ‘freeware’.

Certifies best practice in effective presentation software use.

Developed with input from computer users, subject matter 

experts, and practising computer professionals from all over the 

world. This process ensures the relevance and range of module

content.

On completion of this module the candidate will be able to:

Work with presentations and save them in different file formats.

Choose built-in options, such as the Help function, within the 

application to enhance productivity.

Understand different presentation views and when to use them; 

choose different slide layouts and designs.

Enter, edit, and format text in presentations.

Recognise good practice in applying unique titles to slides.

Choose, create, and format charts to communicate information 

meaningfully.

Insert and edit pictures, images, and drawn objects.

Apply animation and transition effects to presentations.

Check and correct presentation content before finally printing 

and giving presentations. 



2- USING DATABASES

This module allows candidates to understand the concept of a database and demonstrate competence  in using a 
database.

WHAT ARE THE BENEFITS OF THIS MODULE?

SYLLABUS OUTLINE

CATEGORY SKILL SET
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On completion of this module the candidate will be able to:

Understand what a database is and how it is organised and

operated. 

Create a simple database and view the database content in 

various modes.

Create a table; define and modify fields and their properties; 

enter and edit data in a table.

Sort and filter a table or form; create, modify and run queries to 

retrieve specific information from a database. 

Understand what a form is; create a form to enter, modify, and 

delete records and data in records.

Create routine reports and prepare outputs ready for distribution. 

 

Covers the key skills needed to organise and operate a database.

Can be applied to a range of database software from vendor 

packages to ‘freeware’.

Certifies best practice in effective database software use.

Developed with input from computer users, subject matter 

experts, and practising computer professionals from all over the 

world. This process ensures the relevance and range of module

content.
Objects Forms



3- PROJECT PLANNING

This module enables candidates to use project management software to prepare project plans and monitor projects, 
including planning and managing time, costs, tasks, and resources.  

WHAT ARE THE BENEFITS OF THIS MODULE?

SYLLABUS OUTLINE

CATEGORY SKILL SET
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Covers the key skills needed to use project planning applications.

Can be applied to a range of project planning software from 

vendor packages to ‘freeware’.

Certifies best practice in effective project planning software use.

Developed with input from computer users, subject matter 

experts, and practising computer professionals from all over the 

world - ensures relevance and range of module content.

On completion of this module the candidate will be able to:

Understand the key concepts relating to managing projects.

Use a project management application to create a new project 

and maintain an existing project.

Create and schedule tasks; add project constraints and deadlines.

Assign costs; create and assign resources to tasks.

View the critical path; monitor progress; and reschedule work.

Prepare and print outputs, including charts and reports.

 

 

 

 

 



4- IT SECURITY

This module allows candidates to understand the main concepts underlying the secure use of ICT in daily life and to use 
relevant techniques and applications to maintain a secure network connection, use the Internet safely and securely, and 
manage data and information appropriately. 

SYLLABUS OUTLINE

WHAT ARE THE BENEFITS OF THIS MODULE?

CATEGORY SKILL SET
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Covers the skills needed to understand the key concepts relating 

to the importance of secure information and data, physical 

security, privacy, and identity theft.

Certifies best practice in IT security.

Developed with input from computer users, subject matter 

experts, and practising computer professionals from all over the 

world. This process ensures the relevance and range of module

content.

On completion of this module the candidate will be able to:

Understand the key concepts relating to the importance of 

secure information and data, physical security, privacy and 

identity theft.

Protect a computer, device, or network from malware and 

unauthorised access.

Understand the types of networks, connection types, and 

network specific issues, including firewalls. 

Browse the World Wide Web; communicate on the Internet 

securely.

Understand security issues related to communications, including 

e-mail and instant messaging.

Back up and restore data appropriately and safely; securely 

dispose of data and devices.



5- ONLINE COLLABORATION

This module sets out concepts and skills relating to the setup and use of online collaborative tools, such as storage, 
productivity applications, calendars, social media, web meetings, learning environments, and mobile technology.

SYLLABUS OUTLINE

CATEGORY SKILL SET
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WHAT ARE THE BENEFITS OF THIS MODULE?

Covers the key skills needed to understand the main concepts  
relating to online collaboration and cloud computing.
Certifies best practice in effective use of online collaboration 
tools and mobile technology.
Developed with input from computer users, subject matter 
experts, and practising computer professionals from all over the 
world. This process ensures the relevance and range of module
content.

On completion of this module the candidate will be able to:

Understand the key concepts relating to online collaboration and 
cloud computing.
Set up accounts to prepare for online collaboration.
Use online storage and web-based productivity applications to 
collaborate.
Use online and mobile calendars to manage and plan activities.
Collaborate and interact using social networks, blogs, and wikis.
Schedule and host online meetings and use online learning 
environments.
Understand key mobile technology concepts and use features 
such as e-mail, applications, and synchronisation.



6- HEALTH INFORMATION SYSTEM USAGE

This module addresses the growing importance of, and dependence on, health information systems (HIS). The appropriate 
use of HIS enables health systems to be more effective, efficient and evidence based.

SYLLABUS OUTLINE

CATEGORY SKILL SET
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This module provides a framework of the skills and knowledge needed 
by a health professional or support worker in order to operate a HIS 
safely and securely. Electronic health records are an important and 
growing feature of modern healthcare systems. This module reinforces 
existing education and validates the understanding of digital patient 
records concepts.

Developed in co-operation with an international expert group of health 
informatics professionals, the module addresses the general learning 
outcomes identified by the International Medical Informatics 
Association (IMIA) with regard to the appropriate and secure use of 
health information systems.

On completion of this module the candidate will be able to:

Understand the key features of a Health Information System (HIS). 

Use a HIS safely and efficiently.

Understand the ethics, rules, and regulations relating to HIS. 

Understand confidentiality, security, and access control when using 

a HIS.

Understand and interpret electronically recorded data.

Provides a clear, easy-to-follow programme.

Provides a comprehensive introduction to health information 
systems that can be applied to a range of health information 
systems software.

Certification covers the common international HIS requirements 
along with an understanding of key national legislation.

Certifies best practice in HIS software use.

Developed by an international expert group of health professionals.

THE ICDL HEALTH INFORMATION SYSTEMS MODULES CONSISTS OF:



7- SOCIAL MEDIA

This module will enable candidates to develop their knowledge and skills in using social media resources effectively both 
in their personal and professional lives. Candidates will understand why organisations use social media and be aware of 
the resources necessary for an organisation to use social media tools effectively and safely.
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SYLLABUS OUTLINE

CATEGORY SKILL SET
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WHAT ARE THE BENEFITS OF THIS MODULE?

Covers the skills needed to understand the main concepts relating to 
social media.
Certifies best practice in effective use of social media.
Developed with input from social media users subject matter experts 
and practicing social media professionals from all over the world. 
This process ensures the relevance and range of module content.

Know the fundamentals of creating and managing social media 
presences on common social media platforms both for personal and 
business purposes.
Understand how different social media platforms can be used by 
organisations to target different audiences.
Understand how various social media platforms can be used to 
promote their organisation as well as its products and services.
Be aware of the responsibilities associated with the safe use of social 
media and will be aware of privacy and data protection issues.
Appreciate the importance of managing online reputation and will 
understand the need for organisations to have a social media online 
reputation plan.
Know how to develop a simple social media policy document for an 
organisation to monitor online conversations.
Understand how to prevent a social media crisis and how to respond 
to such a crisis.

On completion of this module the candidate will be able to:
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8- CYBER SAFETY

This module provides candidates with the skills and knowledge required to safely use computers and a range of mobile 
devices and to be aware of online threats. Candidates will recognise the need to safeguard personal information on 
computers and mobile devices and will recognise the threats posed by Internet criminals and scams.
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SYLLABUS OUTLINE

CATEGORY SKILL SET
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WHAT ARE THE BENEFITS OF THIS MODULE?

Covers the skills needed to understand the main concepts relating to 
cyber safety.
Certifies best practice in effective us of cyber safety.
Developed with input from cyber safety users subject matter experts 
and practicing cyber safety professionals from all over the world. 
This process ensures the relevance and range of module content.

Be aware of the information contained in smart devices and how it 
is shared online.
Know how to set appropriate security features for smart devices to 
guard against security threats and prevent unauthorised access to 
the device and the data it contains.
Recognise the risks in everyday use of the Internet and know how to 
protect themselves when shopping online.
Be aware of the implications of putting personal information on 
social networking sites and be aware of privacy issue.
Be aware of some of the dangers associated with social networking, 
including inappropriate content, age verification issues, access to 
profiles and the potential for predators.
Understand the threats posed by viruses and will know the 
importance of using anti-virus software and firewalls.
Know about back-up procedures and good password practices as 
well as knowing how to filter email for spam and the importance of 
scanning email attachments before opening them.

On completion of this module the candidate will be able to:
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9- ONLINE SEARCH

This module enables candidates to demonstrate their skill and knowledge in searching effectively for information. 
Candidates will be aware of different information sources, both traditional and online and be aware of the advantages and 
disadvantages of the same. Candidates will appreciate the impact of social media and the access it can provide to a vast 
range of information.
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SYLLABUS OUTLINE

CATEGORY SKILL SET
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WHAT ARE THE BENEFITS OF THIS MODULE?

Covers the skills needed to understand the main concepts relating to 
online search
Certifies best practice in effective us of online search.
Developed with input from online search users subject matter 
experts and practicing online search professionals from all over the 
world. This process ensures the relevance and range of module 
content.

Know how to use a search engine to carry out a search and to be 
aware of safety issues while browsing
Be able to perform a wide range of targeted search tasks, taking 
advantage of the wide range of search features and filters available 
so as to efficiently search and refine their search enquiry to produce 
meaningful results for their work.
Be aware of the scope of information available and be able to search 
throughout web pages, images, blogs, maps, video libraries as well 
as academic resources.
Be aware of various social media search tools and be able to search 
throughout different social media platforms.
Be able to evaluate their search results in terms of relevance to their 
work or project and be able to assess the currency and quality of the 
information and its sources.
Be able to recognise any gaps in the information retrieved and 
amend their search plan to address the same.
Understand the concepts of Intellectual Property (IP), plagiarism and 
copyright and be able to reference any resources they use in their 
work or projects and appreciate the importance of referencing.

On completion of this module the candidate will be able to:

HOW DO I GET STARTED?
To find out more about this certification, please visit www.icdlarabia.org/certifications
To locate your nearest accredited test centre, please visit  www.icdlarabia.org/find-test-centre


