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Word Processing 3N0588
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Task 1 – Explaining File Handling Icons
Guidelines:

The Learner will write the number of the statement that explains the function of the following file handling icons 
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1. Saves a document that has previously been saved, using the same name, location and file type
2. Closes a document and removes it from view on the computer screen
3. Opens a document that has previously been saved
4. Saves a file with a new name, in a new location or as a new file type
5. Creates a new document

Assessment Criteria:
Learners will be assessed on the ability to explain the toolbar icons and related functions associated with file handling

	


I, ________________________________, confirm that this is my own work.

Signed:
____________________________

Date: ______________________
This is a sample assessment brief. It should not be used for the purposes of assessing a learner.


