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	You must be able to: 

	1 Input and combine information using specialist applications

	1.1 Input relevant information accurately so that it is ready for processing
	
	
	

	1.2 Select and use appropriate techniques to link and combine information of different forms or from different sources within the software
	
	
	

	1.3 Respond appropriately to data entry error messages
	
	
	

	2 Use appropriate structures to organise and retrieve information efficiently

	2.1 Describe what functions to apply to structure and layout information effectively
	
	
	

	2.2 Select and use appropriate structures and/or layouts to organise information
	
	
	

	2.3 Apply local and/or legal guidelines and conventions for the storage and use of data where available
	
	
	

	3 Use the functions of the software effectively to process and present information

	3.1 Select and use appropriate tools and techniques to edit, process and format information
	
	
	

	3.2 Check information meets needs, using IT tools and making corrections as necessary
	
	
	

	3.3 Select and use appropriate methods to present information
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