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Before I start today’s lesson my existing knowledge is:
Section A – Prepare Outputs: Setup
	Skill
	Tick

	[bookmark: _GoBack]I can change worksheet margins: top, bottom, left, right. 
	

	I can change worksheet orientation: portrait, landscape. 
	

	I can change paper size.
	

	I can adjust page setup to fit worksheet contents on a specified number of pages. 
	

	I can add text in headers/footers in a worksheet. 
	

	I can edit text in headers/footers in a worksheet. 
	

	I can delete text in headers/footers in a worksheet. 
	

	I can insert and delete a page numbering information field into headers, footers. 
	

	I can insert and delete a date field into headers, footers.
	

	I can insert and delete a time field into headers, footers.
	

	I can insert and delete a file name field into headers, footers.
	

	I can insert and delete a worksheet name field into headers, footers.
	





