
	
	IT2000 Office: correspondence
	Suggested portfolio items

	1
	Business letters
	

	1.1
	Select and open the most appropriate application for a task
	Observation sheet

	1.2
	Create a letter using supplied text and notepaper
	notepaper, notepaper revisited, letter2

	1.3
	Demonstrate the use of grammar and spelling checking facilities
	Observation sheet

letter3, cafebar, folksong

	1.4
	Select the correct application dictionary for the language being checked
	Observation sheet

Screen print of language settings

	1.5
	Access a database and add records to it or change existing details
	Staff list, cars

Formation accounts mail merge

	1.6
	Merge a supplied letter with selected records and print address labels as required
	Formation accounts mail merge

	2
	Reports
	

	2.1
	Select and open the most appropriate application for the task
	Observation sheet

	2.2
	Create a multi-page document containing supplied text in a given format
	Course Report

Flight to Evzoni

	2.3
	Include a cover, contents page, page numbers and apply a consistent style throughout
	Flight to Evzoni

	3
	Contact management
	

	3.1
	Enter single and recurring appointments, with and without reminders into a Personal Information Manager
	Observation sheet

Outlook appointments print outs

Diary pages

	3.2
	Print an itemised schedule for a week or a month
	Outlook calendar print outs

Diary pages

	3.3
	Organise e-mail and clients or contact information into folders or suitable areas within a Personal Information Manager for ready access
	Observation sheet

	3.4
	Print screen displays to illustrate the arrangement adopted for e-mail management and to illustrate how addresses have been stored.
	Screen print of Outlook folders and contents

Outlook contact list print out
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