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Learning Outcome 3: Managerial, consumer and financial knowledge and skills
The learner will be able to demonstrate knowledge and the ability to apply responsibly a range of managerial, consumer and financial skills.
Assessment Standards

We know this when the learner
3.4: Uses keyboards skills and function keys in developing, storing and retrieving basic information.
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Assessment Task
Know your keyboard functions (Individual activity) (LO3 AS4)

Complete the table below by indicating what function you can perform by using each of these keyboard keys. If you have access to a computer, test your answers by using the keys. [20 marks]

	Icon
	Action

	a) F1
	

	b) F2
	

	c) F3
	

	d) F4
	

	e) F5
	

	f) F6
	

	g) F7
	

	h) F8
	

	i) F9
	

	j) F10
	

	k) F11
	

	l) F12
	

	m) Esc
	

	n) Tab
	

	o) Caps Lock
	

	p) Windows 
	

	q) Backspace 
	

	r) PgUp and PgDn
	

	s) End
	

	t) Del
	


Suggested Solutions (LO3 AS4)

	Question number
	Possible marks
	Solution


	1
	20
	Icon

Action

a) F1

Help function
b) F2

Moves text around
c) F3

Stores any text or graphics you want to use again at a later stage
d) F4

Repeats the previous action
e) F5

‘Go to’ function
f) F6

Will take you to the next panel or frame
g) F7

Opens the Spelling and Grammar box
h) F8

Expands a selection
i) F9

Updates certain fields
j) F10

Opens the menu bar of the application that is open
k) F11

Full-screen mode
l) F12

Opens the Save As window
m) Esc

Closes the function you are busy with
n) Tab

Moves the cursor for a pre-determined distance on the screen
o) Caps Lock

Locks your keys in the uppercase mode
p) Windows 

Opens the MSWindows Start-up menu
q) Backspace 

Erases anything that you have typed
r) PgUp and PgDn

Scrolls up or down in a document
s) End

Takes you to the end of a line in a document
t) Del

Deletes information






























