Pre-assessment exercise 
Essential Skills - ICT5		Task 6

Planning of tools required.
In the spaces provided below, make a note of all the tools and how you will access them for each part. The application software help facility should be used if you are unsure of the response. Write each response in your own words.

Word processing:

Placing a border around a paragraph
Click or tap here to enter text.

Checking the spelling and grammar
Click or tap here to enter text.

Inserting an image and having text flow around the image
Click or tap here to enter text.

Changing the font, font size and other font attributes
Click or tap here to enter text.

Inserting a table and editing the table layout or design
Click or tap here to enter text.

[bookmark: _Hlk24537971]Bulleted and Numbered list
Click or tap here to enter text.

Saving the file with password protection (encryption) for security purpose
Click or tap here to enter text.

Spreadsheets.

Calculating totals and averages
Click or tap here to enter text.

Inserting a chart
Click or tap here to enter text.

Presentation.

[bookmark: _Hlk494530159]Inserting a slide with specific layout
Click or tap here to enter text.

Applying or changing a design
Click or tap here to enter text.

Adding a transition between slides
Click or tap here to enter text.

Having text fly in from the side when presenting
Click or tap here to enter text.

Saving the file as a PowerPoint Show file
Click or tap here to enter text.

Saving the file as a pdf
Click or tap here to enter text.


Ensure you save this file with your responses to the Answers folder you should have created, naming the file: task6 
End of task, continue to next task.
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