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F a m i l i a r i t y  w i t h  t h e  s y s t e m  y o u  u s e :

D O  Y O U  K N O W :

About the type of system – standalone, networked,
internet-capable, CD-ROM access – that you will be
using?

The basic components of an ICT system – monitor,
keyboard, CPU, memory, disk storage, printer, scanner 
and modem?

The features of the keyboard?

About disks, files and folders?

How to operate the printer and the drivers?

A R E  Y O U  A B L E  T O  C A R R Y  O U T  

T H E S E  T A S K S :  

Save and retrieve work on disk?

Create and use folders and directories?

Save work with appropriate names to selected folders 
and directories?

Copy, delete and rename files?

Retrieve files and save with another file name?

Save files to floppy disk or hard disk?

F i l e  a n d  f o l d e r  m a n a g e m e n t :

S k i l l s  c h e c k l i s t

C A N C A N N O T  D O

K N O W D O N ' T  K N O W



U n i t  6 :  A c t i o n  P l a n n i n g
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B a s i c  s k i l l s  i n  c r e a t i n g  a n d  e d i t i n g :

U s i n g  E m a i l :

A R E  Y O U  A B L E  T O : C A N C A N N O T  D O

Compose emails?

Send and receive emails?

Send attachments?

Receive attachments?

Organise mail and folders?

C A N C A N N O T  D O
A R E  Y O U  A B L E  T O  C A R R Y  O U T  

T H E S E  T A S K S  W H E N  Y O U  A R E  

U S I N G  A W O R D  P R O C E S S O R :

Access a word processing package?

Create a simple document with appropriate 
layout on the page?

Make changes to the document by manipulating 
text (mark, move, copy, etc.)?

Make changes to the layout?

Insert pictures from a file?

Use spelling and grammar checks?
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F i n d i n g  a n d  u s i n g  I n t e r n e t  r e s o u r c e s :
A R E  Y O U  A B L E  T O  C A R R Y  O U T  

T H E S E  T A S K S  W H E N  Y O U  A R E  

U S I N G  T H E  I N T E R N E T :

Use search facilities on the Internet?

Find a web site by using the web site address?

Copy pictures and text to the clipboard?

Save web pages to use later?

Bookmark favourite pages to find again later?

Save pictures and text from a web page into your 
own folder on the hard disk?

N o t e s

C A N C A N N O T  D O




