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Accuracy and Meaning (covers skill standard 1.10.2, 2.9.2)
Whenever you have produced any work, you should check it to see:

· that it is accurate – that there are no mistakes in it

· that the meaning is clear – that what you have written makes sense.

To check for accuracy after you have used a word processor you could use a spellchecker to check for incorrect spelling. (Lots of other packages have spellcheckers, even some email packages.)

To continue to check for accuracy you should proof read the work. Proofreading involves reading the work through carefully and checking that what is written is spelt correctly, uses correct grammar and makes sense.

Exercise

The following sentences each have one mistake in accuracy or meaning. Put a ring round each mistake and write the correction in the box. 
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1   I am collecting monie for the office party.
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2   I here you are getting married on Saturday.
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3   He will meet you tomorrow at 10 o’clock.
The next two exercises concern a data file.
4   Do the column headings make sense? Put a ring round the headings that are not sensible and write sensible headings in the boxes below.



5   There are 3 mistakes in accuracy in this spreadsheet. Proofread the spreadsheet and ring the mistakes. 

(Level 2 question)
6   There are mistakes in the following section of text. Ring as many mistakes as you can find.


There are safety issues associated with using emails.


 


Never open an attachment unless you no the sender. Attachments can contain virusses and other malware designed to destroy your computer data and cause chaos, Your emaile provider should always scan attachments before you open them to check that they is clean.


Use an anonimouse free email address if you sign up for a dating or friendship sight such as FaceBook. Do not give out your full name and use a pseudonym for better protection. If a contact seems suspicious, Just ignore the email and delete it from your inbox – do not respond and they’ll just go away.


4	Never reply to an email asking your for personal details such as bank account numbers or PIN numbers. 


4	Never reply to an email unless you are sure you know who sent them.
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