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Appendix A: Material to support delivery 
(these resources will be hosted in the ETBI Digital Library and will be updated on an ongoing basis)

Suggested Resources
	MIMLOs
	Module Content  
Topics/ units of learning 
	Suggested resources 

	Resources for Low-literacy learners and/or those new to the digital world
These websites can serve as an introduction to the keyboard, the mouse, word processing terms and word processing features and functions.
All resources listed can be adapted or substituted as needed to suit the specific requirements of individual learners.

	TypingClub - https://www.typingclub.com/
Mouse Practice - http://www.pbclibrary.org/mousing/mousercise.htm
NALA www.learnwithnala.ie Learn for free Reading, writing, maths, computers and more
QUIZLET - Microsoft Word Basic Vocabulary – Flash Cards https://quizlet.com/366907198/microsoft-word-basic-vocabulary-flash-cards/
GCFGlobal - https://edu.gcfglobal.org/en/topics/computers/
Digitallearn.org https://www.digitallearn.org/courses/microsoft-word - includes videos and supporting text
Educoot
https://educoot.org/qqi-resources


	All MIMLOs
	All content relevant to these MIMLOs
	GCFGlobal.org
https://edu.gcfglobal.org/en/word/


	All MIMLOs
	All content relevant to these MIMLOs
	Microsoft
https://support.microsoft.com/en-gb/word


	All MIMLOs
	All content relevant to these MIMLOs
	Skills Factory – Microsoft Word – Tutorial for Beginners
https://www.youtube.com/watch?v=GBHUBEOTdcA


	All MIMLOs
	All content relevant to these MIMLOs
	Kevin Stratvert - Microsoft Word Tutorial
https://www.youtube.com/watch?v=Cw6a3b5QoAs

	All MIMLOs
	All content relevant to these MIMLOs
	Book - "Microsoft Word 2019 Bible" by Lisa A. Bucki

	All MIMLOs
	All content relevant to these MIMLOs
	Book - "MOS Study Guide for Microsoft Word" by Joan Lambert

	All MIMLOs
	All content relevant to these MIMLOs
	Book - "Microsoft Word 2019 Step by Step" by Joan Lambert.

	All MIMLOs
	All content relevant to these MIMLOs
	"Mastering Google Docs: A Comprehensive Guide" by Michael Miller

	All MIMLOs
	All content relevant to these MIMLOs
	Monaghan Institute
https://miitnotes.weebly.com/5n1358-word-processing.html

	5
	All content relevant to this MIMLO
	File Management Essentials in Microsoft Word | Noble Desktop

	5
	All content relevant to this MIMLO
	www.t4.ie
File Management.pub

	5
	All content relevant to this MIMLO
	mnl.mclinic.org
File Management Step-by-Step Guide




Indicative Content
MIMLO 1: Illustrate the common functions, features and processes involved in word processing.
Word Processing includes a variety of functions and features that facilitate the creation, editing, formatting, and management of documents.  To facilitate the Learner to illustrate the following for example (this list is just a suggestion, any functions, features and processes that are relevant can be used)
· Document Creation, character and paragraph formatting and manipulation, object insertion, document layout, review and edit, collaborate and receive feedback, finalise, save and publish.
· Identify and utilise frequently used toolbar icons.
· Use of the Quick Access toolbar and ability to customise this toolbar.
· Cloud-Based vs Desktop applications: define, overview, compare features, e.g. accessibility, collaboration, storage, security, internet requirement.

MIMLO 2: Create a broad range of publishable and specific documents using up–to-date software, tools and skills
AND
MIMLO 3: Modify documents using up-to-date software to demonstrate a specialised knowledge and use of word processing features, functions and tools
· Character and Paragraph Formatting:  Enhance text using advanced character and formatting options: font style, colour, size, format painter, align text, copy/cut and paste, find and replace, line spacing, spacing before and after paragraphs, indentation, tabs, borders and shading, numbering and bullets (customised), styles.
· Page setup:  Size, Orientation, Margins, Columns, Headers/footers, Page numbering, Page breaks, watermarks, page colour/borders.
· Tables
· Insert table
· Table Layout: add/delete and adjust the size of rows and columns, merge and split cells and align text within cells.
· Table Design: adjust the appearance of tables to apply table styles, shading and borders.
· Table Data: Sort table content, convert between tables and text.
· 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
· Links:  create, edit and remove links
· Templates:  use existing templates.
· References and Citations: 
· Table of Contents:  automatically generate a table of contents.
· Footnotes and Endnotes:  add footnotes or endnotes for additional information or citations.
· Bibliography:  create a bibliography or works cited page.
· Accessibility Features
· Dictate:  automatically types while user dictates.
· Screen Readers:  Support for users with visual impairments.
· Keyboard Shortcuts:  Enhancements for efficient navigation and editing.
· 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.
· Comments:  comments to provide feedback or notes.
· Editor:  checks for spelling, grammar and writing suggestions. 
· Spell Check and Grammar Check:  Automatically check for spelling and grammatical errors.

MIMLO 4: Utilise additional resources and specific word processing features for a variety of scenarios
Facilitate the learner to use relevant and specific resources for a variety of uses.  The following list is not meant to be prescriptive but identifies a variety of specific features/tools which can be introduced at this level.  Prioritise those elements which are relevant to the learner cohort and their vocational area.

· Mail Merge
· Use datafile – use different types of data sources.
· Create source document – may include letter, email, newsletter.  Option to include individual merge fields as well as collection of merge fields, such as an address block.
· Complete the merge – may include sort/filter of datafile.
· Macros: automate repetitive tasks by recording and running macros.
· Translation and Language Tools: Translate text or entire documents into different languages and check spelling and grammar in multiple languages.
· Templates: create template relevant to vocational area.
· Drawing Tools
· Text facilities: quick parts, Signature line, Date and Time.
· Document Design: Themes, Document Styles and Style sets.
· Import and Exporting to other applications and/or mediums.
· Help/Search facility


MIMLO 5: Apply file management and distribution features using appropriate software, skills and tools
· Creating Folders: create and structure folders and subfolders.
· Saving and Naming Files: save and name files as appropriate to the task.
· File Formats: save documents in various formats.
· Compatibility: ensure compatibility with existing and other software by saving in widely accepted formats.
· Using Cloud Storage: save documents to cloud storage services for easy access from any and collaborate in real-time.
· File Management Tools: 
· Rename files and folders.
· Delete files and folders.
· Search and Sort files and folders.

	
	
	



