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Using ICT o enhance teaching and leaming acoss he cuicuum

10.73 Learning Outcomps

Wt the candidste must do (<Kl Wht the candidste must know (knowledge)
1| Crestea newwordprosessing | 1A | | 16| Understand the diferences between | 14
Gocumant WP and DT (prining. layou)
02| Crese s tempisis ot ts | 6| | 17| Understand e rportance of w
ey consistent formating
03| Fnd and repioce spacedien | 18| | 18 | Understand sicency Iy
04| Adustiabieproperies osut | 1A | | 19 | Howiofomattatleproperies | 1A
requirements
% |Reomattenwsasee | A | |20 | Underina e mpornos et | AR
Stuctre inarge documents
0| Usepasespecal & | 21 | Fowompon sements romoter | 1A
appicatons
07| Creste s hesderooter & | |2 | Understand e imporance ot w
esasrsootae
%[ Use varous metnos © R | [ | Understand the ange ot mavigaton | 1%
nigats round tong documerts methods and when o use hem
05| msertfios mo s document | 1A | | 29| Undarstand how o taor documert | AR
oients 1o uencs
| Appyawdpamgahsie A | |25 | Undersand e miions of w

speling and grammar checkers and

T [ ineetpage snasesiontamks | A | |2 | Fowaerentomstngcenbe | A
‘appled o ifrantcoument
2| Use wasked shanges & | 7 | Understend e mportance o w
version contrl
T3 | Personaias dosumant R | % | Unestndhempounceoitie | AR
properies managementand Siorage
5[ Save commens naeent | A | | 28| Understand how o save domuments |
foms for diferet purposes
75| Usepintprevewandpont 1A | |30 | Understanaa range o et prvt |
saleced pages from documents opions
Wit Distintion
“Candiats noormorsies what Py have
Wiorked efcenty e g use ofshorcss. Ieam n e toc and apphed 12 snoner

in e avave s worhuiie cuome

“Tne candats s evalustzd the
Hasivenass of manar own work

oo sense of sudenceinsed shown

(12.= those statements assessed by the teachertuor. A ndicates those statements
Validated by the approved Assessor)
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