2014 TO-DO-LIST

	Task
	Printouts
	Marks Available
	Completed

(

	1
	PowerPoint – in handout format
	11
	

	2a
	Business Card
	7
	

	2b
	Headed Paper
	4
	

	3
	Internet

E-mail with evidence of sending
	6
	

	4
	Completed e-file
	8
	

	5
	Database Table
	5
	

	6
	Completed e-file
	8
	

	7
	Database Form

Database Report
	3

6
	

	8
	E-diary in weekly view
	4
	

	9
	Agenda
	4
	

	10
	Spreadsheet:

· value view

· formulae view
	4

12
	

	11a
	Database Query
	3
	

	11b
	Mail-merge

· showing fields

· showing merged letter
	6
	

	12
	Survey Card
	9
	


