Unit 2 - Creating and editing

Unit summary This unit will enable learners to develop the knowledge and skill involved in creating
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and editing documents, and processing numerical data.

The learner can:

select and use an appropriate document application on
different devices to enter information for a range of purposes
and audiences.

edit and format text, tables, graphics, and charts
appropriately, depending on the brief or the purpose and the
audience

layout information effectively depending on the brief or the
purpose and the audience.

select and use an appropriate numerical processing
application to enter information for a range of purposes and
audiences.

edit and format numerical data depending on the brief or the
purpose and the audience.

sort and process numerical data using filters and simple
formulas depending on the brief or the purpose and the
audience.

chart numerical data depending on the brief or the purpose
and the audience.



