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(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 

	All MIMLOs
	All content relevant to these MIMLOs
	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.


	All MIMLOs
	All content relevant to these MIMLOs
	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.

	All MIMLOs
	All content relevant to these MIMLOs
	https://www.youtube.com/watch?v=Cw6a3b5QoAs

	All MIMLOs
	All content relevant to these MIMLOs
	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.

	All MIMLOs
	All content relevant to these MIMLOs
	https://support.google.com/docs/topic/9046002?hl=en&ref_topic=1382883&sjid=13972030502522489324-EU

	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
	“Word Processing in the Digital Age" by Geraldine P. Thomas

	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
	"Microsoft Word 365 and Word 2021: The Complete Guide" by Kevin Wilson



Indicative Content
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 e.g. 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 e.g. 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

	
	
	



