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Productivity Tools - Desktop 
Publishing (Importance in 
Document Publication): 
Examined sample publications; 
analyzed challenges of using 
basic word processors and 
discussed the importance of 
DTP software.
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Grade 
10 ICT

Productivity Tools - Desktop 
Publishing (Selecting a 
Tool): Explored common 
desktop publishing software; 
compared tool features and 
identified selection criteria for 
various publication tasks.
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Productivity Tools - Desktop 
Publishing (Creating, 
Managing and Navigating): 
Created publications from 
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scratch and built-in templates; 
practiced navigation controls, 
saving with Save As, and 
retrieving saved files.

Grade 
10 ICT

Productivity Tools - Desktop 
Publishing (Editing and 
Formatting): Edited text and 
images; formatted fonts, 
colours, and page layouts, and 
arranged inserted graphic 
elements.
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Productivity Tools - Desktop 
Publishing (Sharing Hard 
Copies and PDFs): 
Configured printer settings to 
produce hard copies; exported 
publications to PDF and shared 
files via email and Google 
Drive.
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Productivity Tools - Desktop 
Publishing (Integration, 
Mail Merge and Creation): 
Imported Word content; linked 
Excel data sources to execute 
mail merge and generated 
various customized 
publications.
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