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Introduction 
This module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a QQI major or special purpose award.  

The educator[footnoteRef:2] should familiarise themselves with the information contained Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme prior to delivering this module.  [2:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


The module is structured as follows: 
	1. Title of Module 

	2. QQI Component Title and Code 

	3. Credit Value of module

	4. Duration in hours

	5. Status 

	6. Special Requirements 

	7. Aim of the Module 

	8. Objectives of the Module 

	9. Minimum Intended Module Learning Outcomes (MIMLOs)

	10. Content
a. Indicative Content
b. Suggested Methodologies for Delivery
c. Suggested Resources

	11. Assessment 
a. Assessment Techniques 
b. Mapping of MIMLOs to Assessment Techniques 
c. Guidelines for Assessment Activities
d. Eligibility for Certification

	12. Grading 

	13. Learner Marking Sheet(s) 
       Assessment Criteria

	Appendices
a) Suggested Content for Delivery
b) Sample Assessment
c) Assessment Rubric



Integrated Delivery and Assessment 
Where this module is delivered as part of a major or special purpose award the educator[footnoteRef:3] is encouraged to integrate the delivery of content where an overlap between MIMLOs of this module and one or more modules is identified.  [3:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 

 
Likewise, the educator is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one module. 
1.	Title of Module
Word Processing
2.	Component Name and Code 
Word Processing 6N4977
3.	Credit Value
15 Credits	
4.	Duration in Hours
150 hours (typical learner effort includes both directed and self-directed learning)
5.	Status
This module can be delivered as a stand-alone minor award or as part of a relevant full CAS major or special purpose award.  

In some major and special purpose awards this module is mandatory and in others it offered as an elective. Educators should check Laois and Offaly Education and Training Board’s programme descriptor for the relevant validated programme to confirm the status. 
6.	Specific Validation Requirements
Access to Word Processing software packages and computers
7.	Aim of the Module
This programme module aims to equip the learners with the knowledge, skills, and competence needed to effectively use a word processing application to create complex documents in various contexts. Learners will master the ability to work independently and/or support others in a supervisory role.
8.	Objectives of the Module 
· To equip learners with practical skills to gain a comprehensive understanding of word processing software.
· To enhance proficiency in advanced document management techniques.
· To foster personal initiative and resourcefulness.
· To promote best practices in the use of computers, printers, and related materials.
· To support the development of academic and vocational language skills relevant to Word Processing Level 6 through the course content.
· To enable learners to exercise significant personal autonomy and responsibility.

9.	Minimum Intended Module Learning Outcomes (MIMLOs)
On completion of this module learners will be able to: 
	Minimum Intended Module Learning Outcomes (MIMLOs) of Level 6 Word Processing
	Mapped to QQI component specification for the minor award

	1. Enhance work practices by customising and managing word processing features
	LO 1, LO 7 & LO 8

	2. Create a broad range of complex documents using advanced word processing tools and techniques
	LO 3, LO 5 & LO 8

	3. [bookmark: _Hlk184985181]Modify existing documents using specialised editing and formatting tools and techniques to efficiently organise information
	LO 4, LO 5 & LO 6

	4. [bookmark: _Hlk184984631]Apply advanced file management techniques to create, retrieve and manipulate data, files and folders 
	LO 2




10a.	Indicative Content  
 
The indicative content in Section 10 does not cover all teaching/instructing possibilities and is not intended to be prescriptive.  The educator [footnoteRef:4]is encouraged to be creative in devising and implementing other approaches, as appropriate.  The use of examples is there to provide suggestions.  The educator is free to use other examples, as appropriate.  The indicative content ensures all MIMLOs are addressed but it may not follow the same sequence as that in which the MIMLOs are listed in Section 9.  It is the educator's responsibility to ensure that all MIMLOs are included in the delivery of this module.  [4:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


Educators delivering this module as part of a CAS Major or special purpose award should ensure that the content is focused on the specific vocational field of learning of the target award.  


MIMLO 1 Enhance work practices by customising and managing word processing features
· Customise Menus and Toolbars: Display/hide toolbars, customise Quick Access Toolbar and customise Ribbon with new Tabs and Groups
· Macros
· Create, edit, delete, rename and copy a macro
· Assign a macro to a toolbar/shortcut
· Document Protection: Advanced protection tools eg Digital Signature, passwords to Open and modify documents, mark documents as final
· Text features: Quick parts, Signature line, Date and Time
· Use Advanced Word Options
· Use a range of print features: normal and advanced print features

MIMLO 2: Create a broad range of complex documents using advanced word processing tools and techniques 
AND
MIMLO 3: Modify existing documents using specialised editing and formatting tools and techniques to efficiently organise information
· Character Formatting: Enhance text using advanced character and formatting options: font style, colour, size, format painter, align text, copy/cut and paste, insert special characters, text effects
· Paragraph and Editing Formatting: Enhance text using advanced paragraph formatting: line spacing, spacing before and after paragraphs, indentation, tabs, borders and shading, numbering (including outlining) and bullets (customised), styles (apply, create, copy, link), themes, hide/display text
· Editing Formatting: advanced find and replace, restrict formatting and protect documents,
· Page layout: Size, Orientation, Margins, Columns, Headers/footers (advanced – different header footers in different sections), Page numbering (advance page numbering – different numbering in different sections, no number on first page, etc.), Page breaks, column and section breaks, watermarks, page colour/borders, appropriate format/layout for a range of documents
· Tables
· Insert and modify tables
· Table Layout: add/delete and adjust the size of rows and columns, merge and split cells and align text/text orientation within cells
· Table Design: adjust the appearance of tables to apply table styles, shading, borders
· Table Data: Sort table content, convert table to text and text to table
· Create Forms:  adding form controls, customise form fields, protect the form
· Templates: use exiting templates, create and save templates to reuse design and formatting for similar documents
· Graphics (E.g. pictures, shapes, textboxes, SmartArt, etc.)
· Insert Graphics: add a variety of different graphics to document from device or online sources
· Image Formatting: Resize, crop, wrap text, arrange, and apply styles to images
· Accessibility: Alt Text
· Import/Embed objects: insert external content such as files, images, spreadsheets, charts, or other objects into your document
· Links: create, edit and remove links
· Bookmarks: Create Bookmarks for text and objects and navigate to Bookmarks
· Cross References: Create Cross references for text and objects and navigate to specific sections or elements within the document
· Index: create an index to quickly locate information in a document
· References and Citations: 
· Footnotes and Endnotes: add footnotes or endnotes for additional information or citations.  Show notes and change options for footnotes and endnotes
· Bibliography: create a bibliography or works cited page
· Table of Contents: automatically generate a table of contents
· Accessibility Features
· Dictate: automatically types while user dictates.
· Screen Readers: Support for users with visual impairments.
· Keyboard Shortcuts: Enhancements for efficient navigation and editing.
· Alt Text
· Collaboration, review and proofing
· Advanced Find and replace
· Thesaurus, Synonyms
· Sharing: share document with others for collaborative editing
· Track Changes: track edits made to the document and review changes
· Mark up:  show, filter, review and set up advanced markup options
· Comments: comments to provide feedback or notes
· Compare/Combine: review and merge different versions of a document. Track changes, compare edits, and merge content, especially in collaborative environments
· Editor: checks for spelling, grammar and writing suggestions
· Spell Check and Grammar Check: Automatically check for spelling and grammatical
MIMLO 4: Apply advanced file management techniques to create, retrieve and manipulate data, files and folders
· Creating Folders: create and structure folders and subfolders to show various layouts
· Saving and Naming Files: Save and Name files as appropriate to the task 
· File Formats: save documents in various formats
· Compatibility and Versions: ensure compatibility with existing and other software by saving in widely accepted formats.  Be able to view previous versions
· Using Cloud Storage: save documents to cloud storage services for easy access and collaborate in real-time
· File Management Tools: 
· Rename, delete, copy  and move files and folders
· Search and Sort files using various criteria eg author, type, size, date and advanced search functions
· View/recognise file extensions
· View files side by side
· Extract data as appropriate e.g. File/Folder Properties
10b. Suggested Methodologies for Delivery 
· Face to face classes
· Practical demonstrations
· Directed Learning
· Classroom based learning activities
· Project based learning
· Simulated work environment
· Self-directed learning with resources
· Learning through problem-solving//troubleshooting
· Research Activity/Real World Examples
· Video/Digital Medias/Podcasts
· Supportive tutorials
· Formative assessments with feedback
· Other suitable and creative methodologies adapted to suit the learner cohort
Combining methodologies will ensure learners master the technical skills required to confidently navigate word processing applications and the practical expertise to execute complex tasks (and support others) in professional environments.

Universal Design for Learning (UDL)
Educators are encouraged to embed Universal Design for Learning (UDL) principles throughout the delivery and assessment of this module, ensuring diverse means of engagement, representation, and expression.  By incorporating varied and creative content, flexible teaching methodologies, and inclusive assessments, all learners can effectively access, engage with, and demonstrate their understanding of the material.

When delivering the module content and devising assessment material, consider incorporating differentiated approaches to effectively support learners with literacy difficulties, functional challenges, and/or those new to ICT:
· Sentence Starters & Word Banks - Offering suggested phrases or vocabulary within documents
· Simplified Interfaces & Assistive Tools - Using tools that reduce distractions and simplify navigation
· Provide existing documents with suggested layout for letters, reports, or posters with key elements already in place.
· Visual Aids & Icon-Based Instructions - Using visuals instead of text-heavy instructions.
· Collaborative & Hands-On Learning - Encouraging paired or group work to reinforce learning
· Step-by-step Scaffolded tasks - Breaking tasks into small, achievable steps
10c. Suggested Resources 
Suggested books 
· Further Education Support Service and Education and Training Boards Ireland (2019) Referencing handbook for the FET sector. Available from
https://www.fess.ie/images/stories/ResourcesForTutors/Referencing_Handbook_files/Referencing_Handbook_February_2019.pdf  [accessed 10 June 2024]
· Further Education Support Service and Education and Training Boards Ireland (2019) Academic writing handbook for learners in the FET sector. Available from
https://fess.ie/images/stories/ResourcesForTutors/AcademicWritingHandbookForLearnersInTheFETSector.pdf [accessed 10 June 2024]. 
· "Microsoft Word 2019 Bible" by Lisa A. Bucki.  This is a detailed and comprehensive guide covering all features of MS Word, from basic functions to advanced tools.  It also includes tips for formatting, collaborating on documents, and using Word's more complex functions like Mail Merge and reviewing tools. 
· “Word Processing in the Digital Age" by Geraldine P. Thomas.  This book provides both a theoretical and practical approach to word processing, covering core concepts and offering exercises that develop key skills.  It includes tips for using Word in professional settings, preparing reports, and other business documents.
· "Microsoft Word 365 and Word 2021: The Complete Guide" by Kevin Wilson.  This guide covers both Word 2021 and the cloud-based Word 365, which can be especially beneficial in a work or academic setting where the use of the cloud is common.  The book includes all the essential features, from basic to advanced tasks, and offers practical examples and tips.
· "Google Docs Quick Reference Guide" by TeachUcomp.  This guide offers a concise yet comprehensive overview of Google Docs. It covers the key features such as document formatting, inserting images and tables, collaboration tools, and working across devices.
· "Mastering Google Docs: A Comprehensive Guide" by Michael Miller.  This book provides a thorough walkthrough of Google Docs' tools and features, including document creation, sharing, and collaborative functions.  It also addresses formatting, editing, and customisation options.
· "Pages for Mac: The Missing Manual" by Josh Clark.  This book provides an in-depth look at Apple Pages, Apple’s word processing software for MacOS and iOS.  It covers everything from document creation to formatting and page design, with a focus on using Pages' unique features.
· "OpenOffice Writer 4.1: The Complete Guide" by Peter G. Wood.  Apache OpenOffice Writer is another popular open-source word processor, and this guide covers everything from simple document creation to more complex tasks like mail merges, formatting, and managing styles.
· "Word Hacks: Tips & Tools for Taming Your Text" by Andrew Savikas. Word Hacks assumes a solid working knowledge of the application and focuses on showing exactly how to accomplish pressing tasks, address frequent annoyances, and solve even most complex problems.  Explores efficiency hacks, keyboard shortcuts, and advanced templates.

Suggested web resources 
	Organisation / Author 
	Resource
	Web location  

	ETBI Library 
	Referencing guide
	https://library.etbi.ie/referencing 

	ETBI Library 
	Academic integrity guide 
	https://library.etbi.ie/ld.php?content_id=34423196 

	ETBI Library 
	Support material for Laois and Offaly module 
	Insert link to appropriate page on ETBI library 

	ETBI Library
	Universal Design in Learning and Assessment
	https://library.etbi.ie/library/UDL

	ETBI Library
	Teaching and Learning 
	https://library.etbi.ie/library/teaching


	GCFGlobal.org
	Resources Word Processing
	https://edu.gcfglobal.org/en/word/
This platform offers free tutorials on various word processing software, including advanced topics like mail merge, track changes, and complex formatting.

	Microsoft
	Microsoft Word Resource
	https://support.microsoft.com/en-gb/word
Microsoft offers a comprehensive suite of tutorials and guides covering advanced features of Word, including formatting, collaboration tools, and automation techniques.

	Kevin Stratvert
	Microsoft Word Tutorial
	https://www.youtube.com/watch?v=Cw6a3b5QoAs

	Lumen Learning
	Advanced Word Processing Skills
	https://courses.lumenlearning.com/englishcomp1/chapter/word-processing-skills/
Provides educational content focusing on advanced word processing skills, including formatting, page layout, and creating bibliographies.

	Google Docs
	Google Docs support guides
	https://support.google.com/docs/topic/9046002?hl=en&ref_topic=1382883&sjid=13972030502522489324-EU

	YouTube – https://www.youtube.com
Vast array of video tutorials for learning MS Word, Google Docs, LibreOffice Writer, Zoho Writer, Apple Pages, etc.

	LinkedIn Learning – https://www.linkedin.com/learning
LinkedIn Learning offers courses on word processors. It provides detailed lessons, often created by experts, that range from basic to advanced skills.

	LibreOffice - English documentation | LibreOffice Documentation - LibreOffice User Guides
LibreOffice provides extensive documentation and user guides for Writer, its word processing application. These resources cover advanced topics such as styles, templates, and macros.





11a. 	Assessment Techniques 
To demonstrate that learners have reached the standards of knowledge, skill and competence identified in all the MIMLOs, the following assessment techniques are used to assess learners:

1. Collection of Work – 		60%
2. Project –			 40%

The rationale for the selection of the assessment techniques is 
· Collection of Work:  This approach enables the assessment of a broad range of skills, including advanced document editing and formatting, reflecting real-world applications.  This assessment technique approach enables learners to showcase their progression over time, ensuring a well-rounded evaluation of their competencies.  A Collection of Work promotes a more organic approach to structured file management and can also facilitate integration with other modules, promoting a more cohesive learning experience.   

· Project:  The project provides learners with the opportunity to independently apply the skills they have mastered throughout the module.  It’s an engaging and practical method that reflects how tasks are typically approached and solved in professional environments.  The learners will be tasked with creating complex documents, demonstrating their understanding of functions and features most suitable for the task.  The learner will need to manage their time efficiently to ensure that the final documents are completed to a professional standard within an agreed timeframe.  It also supports independent learning, personal initiative and responsibility aligning with the module’s objectives.

Learners need to be provided with the opportunity to complete the assessments, and it is the assessor's responsibility to devise assessment instruments (e.g. project and assignment briefs, examination papers, etc.), and marking schemes, consistent with the assessment techniques and assessment criteria identified below.

Where this module is being delivered as part of a CAS major or special purpose award, the educator [footnoteRef:5]is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one module. [5:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 



11b. 	Mapping of MIMLOs to Assessment Techniques 
To ensure that the learner is facilitated to demonstrate the achievement of all MIMLOs, each minimum intended learning outcome is mapped to one or more assessment technique(s). This mapping should not restrict an educator [footnoteRef:6]from taking an integrated approach to assessment.  [6:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


	Minimum Intended Module Learning Outcome 
	Assessment technique/s

	1. Enhance work practices by customising and managing word processing features
	Collection of Work
Project

	2. Create a broad range of complex documents using advanced word processing tools and techniques
	Project

	3. Modify existing word-processed documents using specialised editing and formatting tools and techniques to efficiently organise information
	Collection of Work  
Project


	4. Apply advanced word processing file management techniques to create, retrieve and manipulate data, files and folders
	Collection of Work  




The original learning outcomes, outlined in the component specification have been mapped to the Minimum Learning Outcomes (MIMLOs) listed above.  Therefore, learners will be assessed on, and must achieve these MIMLOs, rather than the original learning outcomes.


11c.   	Guidelines for Assessment Activities 

	Assessors are encouraged to integrate assessments and adapt tasks to align with interdisciplinary projects or cross-module themes, fostering deeper connections between modules and enhancing learner engagement. By designing assessments that incorporate skills and knowledge from multiple disciplines, learners can develop a more holistic understanding of concepts and apply their learning in meaningful ways. 

Assessment Technique: 
Collection of Work 60%

Guidelines for assessors:
The assessor is required to devise assessment briefs and marking schemes for the Collection of Work.  In devising the assessment briefs care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of MIMLOs 1, 3 & 4.  

The Collection of Work will be carried out at appropriate intervals throughout the duration of the course, assessing the knowledge and competence of the learners as they master their skills.

The Collection of Work will assess the following:
· The effective use of advanced file management tools and techniques
· Customise menus and toolbars
· Recall and modify documents to a professional standard using a range of specialised editing and formatting tools and techniques including but not limited to: 
· Inserting and formatting tables with advanced design and layout options 
· Creating and modifying forms with a comprehensive set of form elements 
· Reviewing documents using efficient editing, collaboration, and organisational tools 
· Managing citations and references effectively
· Utilising advanced word processing tools to manage document revisions and changes efficiently
· Embedding and accessing external objects and data
It is expected that learners will use proofing tools to produce error-free, accessible documents.

Please note: The collection of work may be divided into individual tasks, as outlined in the suggested approach below.  The assessor is expected to use their professional judgment to determine the most effective way to organise the assessment criteria, ensuring that it aligns with the needs and vocational area of the learner cohort.  The volume of evidence is at the discretion of the assessor.  This flexibility allows the assessment to be tailored in a way that supports the learners while maintaining the integrity of the award.

A Suggested Approach:

TASK 1 – The learner will be required to create a filing structure and utilise advanced file handling techniques. 
· Create folders and subfolders to store all tasks with appropriate files names within the collection of work
· Advanced Search/sort files, copy/move contents of files and folders, extract data as appropriate, recognise different file extensions, view files side by side

TASK 2: – The learner will be required to modify complex documents using advanced tools and techniques for the insertion/modification of tables and forms.
· Tables
· Insert and modify table layout
· Advanced formatting of tables (font, shading, borders, alignment and orientation of text)
· Use of bullets/numbering/symbols within tables
· Tabs
· Converting between tables and text
· Forms
· Create and edit a Form
· Update, link and lock form field codes
· Set restrictions on a form

TASK 3 – The learner will be required to manage a word processing application to customise menus and toolbars.
· Display/hide toolbars
· Add options to the Quick Access Toolbar
· Create and add functions to tabs and groups

TASK 4 – The learner will be required to produce high-quality, well-supported documents using appropriate referencing, citation, collaboration and proofing tools.
· Document editing, collaboration and organisation: Advanced find and replace, insert footnotes and endnotes, track changes, include comments, generate and update a table of contents, and insert/update an index
· Bibliography and Citation Management: Create, manage, and update references, citations, and bibliographies using different styles and formatting
· Proofing and Review: Utilise proofing tools (Editor, spell & grammar check, translation) and check for document issues (inspect, accessibility, compatibility)

TASK 5 – The Learner will be required to use advanced word processing tools to manage document revisions and changes efficiently
· Compare document versions to highlight the differences, for example, insertions, deletions, formatting changes, and comments
· Combine/merge changes of documents into one, consolidating edits made in both

TASK 6 – The learner will be required to organise information with a word-processed document by using specialised tools to import objects and reference external data
· Import objects, graphics, and external data from another package/location
· Create links to a specific location
· Edit and remove existing hyperlinks
· Create embedded objects within existing documents

	Assessment Technique: 
Project 40%

Guidelines for assessors:
The assessor is required to devise assessment briefs and marking schemes for the Project.  In devising the assessment briefs care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of MIMLOs 1, 2 and 3.  

The project brief will require learners to independently design, implement and modify complex documents using advanced word processing tools and techniques, relevant to their vocational area.  

Sample Scenario: the learner in a supervisory role within their organisation and has the responsibility for creating professional templates and documents for internal and external communication.  Their task is to ensure consistency in fonts, styles, themes, graphics, and overall layout to maintain a professional and cohesive appearance.  Additionally, the learner must develop a macro to automate a repetitive task within the document, improving efficiency and streamlining the document creation process.

On completion, the documents must meet professional standards and include (but not limited to) the following elements:
· Project Design 
· Project design clearly described
· Identify chosen documents and reason for selection
· Detailed specification for graphics, templates, font styles, style sets, themes and macro
· Timeline for producing material

· Use of graphics (charts, logos, icons, images, etc.) 
For example:
· Import pictures/graphics
· Insert Illustrations e.g. Shapes, Icons, SmartArt
· Create a group
· Use of Text features
· Manipulate/Format any/all of the above

· Use of Templates (either pre-existing or custom-designed)
For example:
· Open, modify and save a Template(s)
· Apply styles created in Template(s) to Normal Template
· Copy/move/delete styles from Template(s)
· Automatically update styles from Template(s)
· Creation/Modification of Font Styles, Style Sets and Themes 
For example:
· Font Styles: create custom or modify existing font styles, including variations in font type, size, colour and effects (bold, italic, etc.)
· Style Sets: modify an existing style set or create a new one that ensures uniform formatting across different document elements (e.g., headings, subheadings, body text).
· Themes: design and apply a custom theme, incorporating font styles, colour schemes, and effects
· Macro 
· Create a macro that automates a repetitive task within the document
· Assign to shortcut key/menu

These documents should be tailored for a professional environment, demonstrating the learner’s ability to efficiently create and customise publishable documents. 

Examples may include: 
· Office Environment: Business letters, business reports (eg financial report, management report), business proposal, meeting minutes, invoices
· Healthcare Sector: Patient reports, prescription forms, medical bills/invoices, consent forms, appointment letters
· Education Sector: Lesson plans, student reports, letters to students/parents
· Legal Sector: Contracts and agreements, invoices, case summaries
· Finance/Accounting: Financial statements, budgets, audit reports, tax documents
· Human Resources: Employee contracts, performance review, training materials



11d.   Eligibility for Certification

The learner is eligible for certification because they have demonstrated achievement of all MIMLOs.
12.	Grading 

Distinction:  		80% - 100%  
Merit:  			65% - 79% 
Pass:  	 		50% - 64% 
Unsuccessful: 	 	0% - 49% 
 
At levels 4, 5 and 6 CAS major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards
13. Assessment Criteria - Learner Marking Sheet(s)
	Individual Learner Marking Sheet 
Word Processing 6N4977
	Learner Name: 


	Assessment Technique: 
Collection of Work 60% 
	Maximum Mark 
	Learner Mark 

	Assessment Criteria:
	
	

	Apply File Management techniques
· Created and managed filing structure
· Utilised advanced file handling techniques
	
	

	Manage tables & forms
· Table(s) inserted, modified and formatted using advanced design and layout options
· Functional form created/manipulated implementing a broad range of form elements
	
	

	Customise Menus & Toolbars
· Menus and toolbars customised to improve user efficiency
	
	

	Reference, Citate, Collaborate, Review & Proof
· Demonstrated effective editing, collaboration and organisation of document
· Citations and references appropriately created and managed.
· Utilised advanced proofing and reviewing tools to produce an error-free, accessible document
	
	

	Manage document versions
· Demonstrated efficient and confident use of relevant tools to successfully compare, combine and review document versions
	
	

	Embed objects and link to external data
· Utilised relevant tools to access external objects and data
· Relevant information appropriated presented
	
	

	Total Mark 
	60
	 

	External Authenticator’s Signature:
	
	Date:
	




	Individual Learner Marking Sheet 
Word Processing 6N4977
	Learner Name: 


	Assessment Technique: 
Project 40% 
	Maximum Mark 
	Learner Mark 

	Assessment Criteria: 
Ensure all practical elements are implemented in line with the specified project design
	
	

	Project Design 
· Project clearly described 
· Document selection identified and justified
· Design specifications clearly presented
· Timeline outlined
	
	

	Use of Graphics
· Appropriate graphics inserted and formatted to enhance the overall appearance 
· Advanced skills and techniques used
	
	

	Use of Templates
· Complex templates created and managed
· Advanced styles created and consistently applied.
	
	

	Use of advanced Formatting Features
· Appropriate font styles, style sets and themes created and/or build-in updated
· Additional complex formatting features applied to ensure consistency throughout project 
	
	

	Create Macros
· Macro successful created and shortcut/menu/tab assigned
	
	

	Total Mark 
	40
	 

	External Authenticator’s Signature:
	
	Date:
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