Assessment Record sheet 

	Name
	Microsoft Word
	Manipulate text size, style and attributes
	Create graphics. Clip art, word art and shapes.
	Manipulate graphics size, fill and attributes.
	Insert and manipulate textboxes.
	Print a document.
	Open Microsoft Word
	Open a file
	Save a file
	Print a file
	Insert a picture
	Use the dictionary and thesaurus.
	Internet 
	Use a search engine to find information
	Recognise web addresses
	Print from the internet
	Save a picture off the internet
	Add something to favourites
	Send an email
	General Computing
	Log on to the computer
	Find and open My Documents
	Create a new folder
	Copy and paste a file
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