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	Microsoft WordPad 
(No. 1)
	Information – 
I have heard of this.
	Knowledge – 
I understand and can explain this.
	Know-how – 
I can do this on my own.
	Wisdom – 
I can apply this to other situations & teach others.
	Evidence of Learning
3-D Portfolio

Demonstrate
Document
Defend

	Aim: To show I can use Microsoft WordPad for my learning
	1. Starting and Opening
	1.1
	I can start, log-on to the computer, type in the password and get to the desktop
	
	
	
	
	

	
	
	1.2
	I can open MS WordPad using Start ( Programs ( Accessories ( WordPad
	
	
	
	
	

	
	
	1.3
	I can use the buttons to minimise and maximise the size of the screen
	
	
	
	
	

	
	2. Format Bar
	2.1
	I can type text in words and sentences on the screen
	
	
	
	
	

	
	
	2.2
	I can change the size of the text
	
	
	
	
	

	
	
	2.3
	I can change the colour of the text
	
	
	
	
	

	
	3. File Menu
	3.1
	I can use File ( Save As to save my new text in my own folder
	
	
	
	
	

	
	
	3.2
	I can use File ( Open to get my text back, change my text, and use File ( Save to save my changes
	
	
	
	
	

	
	
	3.3
	I can use File ( Print Preview ( Zoom ( Close, to see how my text will look when it is printed
	
	
	
	
	

	
	
	3.4
	I can use File ( Page Set-up ( Printer to select the printer, and (OK to print my text
	
	
	
	
	

	
	4. Closing and Shutting Down
	4.1
	I can close MS WordPad by File ( Exit ( No
	
	
	
	
	

	
	
	4.2
	I can shutdown the computer by Start ( Shutdown ( OK
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