	
	IT2000 Start! text and records
	Suggested portfolio items

	1
	Information processing
	

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

	1.2
	type and print a letter using supplied notepaper
	letter1

	1.3
	create and print some original notepaper
	notepaper1

	1.4
	make changes to the size or style of text
	galaxy, quotations

	1.5
	produce and update a list of names and addresses
	addresses

	1.6
	produce and update a simple list or catalogue
	addresses, shopping list, cars

	1.7
	access and print a selected section of a list or catalogue
	cars

	1.8
	save files to a named folder and location
	Observation sheet, Screen print of folders and contents

	2
	Accounts and numbers
	

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

	2.2
	create a simple record of expenditure
	shopping list

	2.3
	use formulae for simple calculations
	shopping list

	2.4
	create a timetable or calendar
	timetable, calendar

	2.5
	print out information from a spreadsheet
	shopping list, addresses, cars

	2.6
	present numeric information accurately
	shopping list, cars

	2.7
	save files to a named folder and location
	Observation sheet, Screen print of folders and contents

	3
	Personal Information Managers
	

	3.1
	select and open a Personal Information Manager
	Observation sheet

	3.2
	enter some contact details in an address book or similar section
	Observation sheet, Outlook Contact list print out

	3.3
	enter some appointments in a diary or similar section
	Observation sheet
Outlook Appointments list print out

diary exercise print out

	3.4
	print out a week's entries
	Outlook calendar print out

diary exercise print out

	3.5
	make changes to entries and store the changed items
	Observation sheet, Amended Outlook contacts, appointments or diary print out

diary exercise print out
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