	
	IT2000 Start! PCs & Programs
	Suggested portfolio items

	1
	Personal computers
	

	1.1
	identify the main components of a modern PC system for typical home or office use and understand their purpose
	Equipment notes

	1.2
	be aware of current costs of a range of equipment for home or office use
	Equipment notes

	1.3
	describe future trends in PC systems
	Equipment notes

Advertisements with details of equipment showing changes over a period

	2
	Software
	

	2.1
	identify the operating system that a PC uses
	Software notes

	2.2
	recognise other versions or types of operating system that are likely to be encountered
	Software notes

	2.3
	know which applications are essential for common home and office tasks, which additional applications could be useful and understand what some of the specialist utilities can do
	Software notes

	3
	Setting up
	

	3.1
	connect the basic components supplied carefully and according to instructions
	Observation sheet

	3.2
	switch on a system and prepare to start a task
	Observation sheet

	3.3
	open and close applications safely
	Observation sheet

Health & Safety notes

	3.4
	identify good practice in relation to health and safety
	Observation sheet

	3.5
	save files in folders on disks and on the hard drive
	Observation sheet

Screen print of folder contents

	3.6
	check files for viruses
	Observation sheet

Virus notes

Screen print of virus software in operation

	3.7
	make changes to a file and save it with a different name
	Observation sheet

Screen print of folder contents

	3.8
	shut down a system correctly
	Observation sheet


	4
	The Internet
	

	4.1
	Provide examples of a range of Internet Service Providers and indicate any costs that might be incurred in setting up an Internet account
	Advertisements for internet services with costs

Dial-up and broadband notes

	4.2
	Obtain information such as weather forecasts for a local town or area, pictures of a holiday resort, symptoms and treatment for a medical condition
	Internet Search Record sheets

	4.3
	Identify and use a search engine and a browser
	Observation sheet

List of search engines and browsers

	4.4
	Note the web site addresses of sites visited to make it easy to find certain sites again
	Internet Search Record sheets

	4.5


	Send and receive short messages by e-mail
	E-mail message print-outs

Inbox / sent items folder screen print

	4.6
	Print the contents of an e-mail message and delete a message from a mail box or folder
	E-mail message print-outs

Inbox / sent items folder screen print


