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· Make sure you are sitting comfortably and your computer is set up correctly before you start.

· Read the questions carefully. 

· If you do not understand what you have to do, ask your teacher.

· Your teacher will tell you where to find the documents that you need. 

· Check your work. 

· Save your work when instructed. 

· Print your work when instructed. 


Introduction 

You will find and open an email from your teacher.

Your teacher wants your help to finish a document. It is about spotting plants in the pavement.

You will also check the article to make sure it is correct. 






Task 1 								
a. Use a password to log on to the computer.		
b. Log on to your email.
c. Find the email from your teacher called Plants.
d. Open the email.	
e. Write down the names of the plants from the email:
1.__________________________
2.__________________________

f. Write here the password from the email.			
_______________________________________________________
g. Download the attachment from the email. 
You can ask for help with this.
h. Save the downloaded file into your folder.




Task 2			
You will work on an article about plants in the pavement.					
a. Open the Pavement plants file, using the password.
b. Check the article and correct any errors. The article should say: 
Open your eyes to pavement plants
Jane goes for a walk every day. She looks for plants in the pavement.
She writes the plant names next to them. She hopes people will start to spot them.





c. Type the names of the plants in the box. 
d. Move the title in the centre.
e. Make the title bold.
f. Centre the image of the lady.	
g. Save and print the file. You can ask for help with this.
h. Close the document. 



April 2021. Kindly contributed by Beata Adrian, Southampton City College. Search for Beata on www.skillsworkshop.org Entry Level 1 Functional Skills ICT. 
To find the remaining task documents, an Entry 2 version, and detailed curriculum mapping visit the download page for this resource at skillsworkshop.                     
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