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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 Standard

We know this when the learner:

3.4: Uses keyboards skills and function keys in developing, storing, retrieving and editing business documentation.
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Question 1


Assessment Task
Develop an electronic invoice template (Individual activity) (LO3 SA4) 
For this activity you would need access to a computer.

Make use of the word processing skills you have obtained to create an invoice template for an imaginary business that the owner can use to create electronic invoices.

Include the following on the invoice:

An invoice number

A letterhead containing the business’s name, all contact details.

A section in which a description of goods or services rendered can be given.

A section where the amount that is owed to the business can be indicated.

Make the invoice interesting by using different fonts.

You will need to save the document as a template.

Suggested Solutions (LO3 AS4)

	Question number
	Possible marks
	Solution



	1
	None 
	After the document has been created and saved, the learner must be able to open the template by following the path: 

File
        New

choose templates ‘on my computer’ 

  invoice 




The template should look like this:


Honeydale Instant Lawn
P.O. Box 885645





    Tel:  021 301 1253

The Vale






    Cell: 082 656 6000

8025






Email:shaundv@honeydale.co.za










Date: 

	Details
	Amount
	Total

	
	
	


THANK YOU FOR YOUR SUPPORT
Our lawns are always greener!
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