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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 in Laois and Offaly Education and 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




Integrated Delivery and Assessment 
Where this module is delivered as part of a major or special purpose award the educator is encouraged to integrate the delivery of content where an overlap between MIMLOs of this module and one or more modules is identified. 
 
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 4N1123
3. Credit Value
10 Credits	
4. Duration in Hours
100 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
None
7. Aim of the Module
This module aims to equip the learner with the knowledge, skills and competence to use word processing applications effectively in a structured work or learning environment, with limited supervision.
8. Objectives of the Module 
· To explore with the learner the primary functions, features and processes involved in creating and modifying a word processing document. 
· To enable the learner to use basic file and folder management techniques when creating, editing, and saving a word processing document.
· To support the learner in demonstrating word processing skills in character and paragraph formatting.
· To enable the learner to create, insert and format objects and images.
· To enable the learner to use a range of reviewing and proofing tools.
· To support the learner in creating, printing and sharing a range of publishable documents.
· To assist the learner to develop the language skills associated with word processing.
· To enable the learner to take responsibility for their own learning.

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 4 Word Processing
	Mapped to QQI component specification for the minor award

	1. Illustrate the common features, functions, and processes involved in word processing.
	LO 1 & LO 2

	2. Apply file management features using appropriate skills and tools
	LO 3

	3. Create documents using a moderate range of word processing features, functions and tools.
	LO 4, LO 5, LO 6, LO 7, LO 8 & LO 9

	4. Modify existing documents using common word processing formatting and editing tools.
	LO 4, LO 6, LO 7 & LO 8




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 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. 

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.  
[bookmark: _Hlk183525476]
MIMLO 1:  Illustrate the common functions, features and processes involved in word processing.
Word Processing includes a variety of functions and processes that facilitate the creation, editing, formatting, and management of documents.  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):
· Introduction to Word Processing: What is a word processor?  Commonly used word processing software, commonly used words/phrases, build a word bank
· Functions/Processes: Document Creation, character and paragraph formatting, object Insertion, document layout, proofing tools, saving, sharing, printing.
· Features: Title bar, ribbon, quick access toolbar, document area, status bar, scroll bars, ruler, search/help textbox. 

MIMLO 2:  Apply word processing file management skills using appropriate features and tools.
Applying file management skills in a word processing application involves several key tasks and tools to ensure documents are well-organised, easily accessible, and secure.  Enable the learner to:
· Apply the basics of file management:
· create, name, save documents efficiently.
· open documents
· understand file locations and folder management
· create folders and subfolders as appropriate.
· search for files

MIMLO 3: Create documents using a moderate range of word processing features, functions and tools.
AND
MIMLO 4: Modify existing documents, to a mailable and publishable standard, using common word processing formatting and editing tools.

Facilitate the learner to create and modify a range of documents to a publishable/mailable standard for example, letter, report, poster, flyer, timetable, instructions for recipe, DIY assembly, etc.  

· Basic Computer Skills: turn a computer on and off safely, use mouse/touchpad correctly, access word processing application, use keyboard effectively
· Inserting and Editing Text: Insert text, apply correct spacing, punctuation and capitalisation to text, Insert Special Characters and Symbols, Find and Replace, Cut, Copy, and Paste, Undo and Redo.
· Basic Text Formatting: Bold, Italic, Underline, Subscript and Superscript, Font Style and Size, Text Colour, Text Highlighting, Format Painter.
· Keyboard shortcuts: For basic formatting, e.g. select all, bold, italic, underline, cut, copy, paste.
· Paragraph Formatting: Join and Split paragraphs, Alignment, Line Spacing, Indentation, Tabs.
· Lists: Bulleted Lists, Numbered Lists.
· Tables: 
· Insert Tables
· 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 shading and borders.
· Graphics & Links
· Insert Pictures: add pictures to document from device or online sources.
· Image Formatting: resize, crop, wrap text, position, and apply styles to images.
· Shapes, Text boxes
· Hyperlinks: create links.
· Page Layout: margins, orientation, page size.
· Proofreading and Checking Work
· Spell Check and Grammar Check
· Readability & Accessibility: using simple and clear language, enlarging text for visibility, using text-to-speech tools
· Saving and Exporting: different file formats, device and cloud-based saving.
· Printing and Sharing
· Print Options:  configure settings for printing documents.
· Sharing Features: directly share documents via email or links.
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
· Supportive tutorials
· Formative assessments with feedback
· Blended Learning (subject to local governance)
· Other suitable and creative methodologies adapted to suit the learner cohort
Combining these (and other appropriate) methodologies will ensure learners develop the theoretical understanding alongside the technical skills to navigate word processing applications. 

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 Step by Step" by Joan Lambert.  This book provides a clear and concise approach to learning Microsoft Word 2019, focusing on tasks and techniques that can be applied to the QQI Level 4 Word Processing module.  It's beginner-friendly but also covers more advanced topics.
· "Word 2019 For Dummies" and "Google Docs: The Ultimate Beginner's Guide" by Dan Gookin.  A part of the popular "For Dummies" series, these books offer simple instructions, making it ideal for beginners and intermediate users. 
· “Microsoft Word in Easy Steps” by Scott Basham.  This book is a user-friendly guide designed to help beginners and intermediate users learn how to use Microsoft Word effectively.  The book provides clear, step-by-step instructions on the core features and tools of Word, making it accessible to people with varying levels of experience.
· "Google Docs in 30 Minutes" by Ian Lamont.  This book is designed for beginners and offers a concise, step-by-step guide to mastering Google Docs.  It covers everything from creating and formatting documents to collaborating with others and sharing files.

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 
To be confirmed 

	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


	Educoot
	Resources for Word Processing Level 4 
	https://educoot.org/qqi-resources


	GCFGlobal.org
	Resources Word Processing
	https://edu.gcfglobal.org/en/word/


	Microsoft
	Microsoft Word Resource
	https://support.microsoft.com/en-gb/word


	Skills Factory
	Microsoft Word - Tutorial for Beginners
	https://www.youtube.com/watch?v=GBHUBEOTdcA


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

	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.





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		70%
2. Examination – Practical		30%

The rationale for the selection of the assessment techniques is:
· Collection of Work:  A Collection of Work allows learners to demonstrate their understanding and application of the word processing software’s features, functions, and processes over time.  This assessment method aligns with Universal Design for Learning (UDL) principles, offering an alternative for learners who face challenges with examinations to demonstrate their abilities more effectively.  A Collection of Work can facilitate integration with other modules, promoting a more cohesive learning experience.  Additionally, this approach fosters a more natural and structured approach to file management.

· Examination – Practical:  An examination assesses a learner’s confidence and ability to perform under the time constraints commonly found in professional environments.  It also evaluates their capacity to work independently, drawing exclusively on their knowledge and skills without relying on notes or examples.

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 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.
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 from taking an integrated approach to assessment. 

	Minimum Intended Module Learning Outcome 
	Assessment technique/s

	1. Illustrate the common features, functions and processes involved in word processing.
	Collection of Work

	2. Apply file management features using appropriate skills and tools 
	Collection of Work
Examination – Practical

	3. Create documents using a moderate range of word processing features, functions and tools.
	Collection of Work

	4. Modify existing documents using common word processing formatting and editing tools.
	Examination – Practical




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 

	Assessment Technique 1: 
Collection of Work – 70%

Guidelines for assessors:
The assessor is required to devise assessment brief(s) 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, 2 and 3.  

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 develop their skills. 

The Collection of Work will assess the following:
· File Management
· Creating error-free documents to insert and format text, graphics and tables to a publishable standard.
· Primary functions and Processes

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 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.  

Assessors are also 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. 

A Suggested Approach:
Task 2 – 4 as outlined below will include the saving, printing/sharing of documents.  The assessor is advised to vary the printing/sharing options where possible.  Should printing/sharing not be available to the learner at the time of assessment, the learner can prepare the document for print and choose “Adobe pdf” (or similar) option.

TASK 1 – The learner will be required to prepare the folder structure for the Collection of Work
· Suggested structure:
· Main folder named “Collection of Work – Learner Name”
· Create subfolders for TASKS  

TASK 2 – The learner will be required to create a minimum of two documents to incorporate character formatting features, paragraph formatting features and document review techniques:
(E.g. Letter, Report, CV, minutes of meeting, recipe, instructions for DIY assembly, etc.)
· page set-up, for example:
· page margins, paper size, page orientation
· character formatting features, for example:
· insert, delete, cut, copy, paste, find and replace text 
· Font: style, size, colour, special characters
· paragraph formatting features, for example:
· Bullets, Numbering, Symbols, Indents, Line spacing, Alignment
· document review techniques, for example:
· Spell checker, Thesaurus, Grammar, Speech, Editor, Accessibility

TASK 3 – The learner will be required to create a document using a range of graphics (pictures, shapes, etc.)
(E.g. Poster, Flyer, etc.)
· Insert a range (a minimum of two and a maximum of four) of graphics, arrange on the page, crop/resize and apply appropriate styles
· Utilise additional features, functions and processes such as inserting and formatting text, adjusting page layout, etc. to enhance the overall appearance and purpose of the document.

TASK 4 – The learner will be required to create a document using tables
(E.g. Timetable, etc.)
· Insert/create a table, merge/split cells, resize the table, adjust the column width/row height, apply shading and borders to the tables/cells
· Utilise additional features, functions and processes such as inserting and formatting text, adjusting page layout, etc. to enhance the overall appearance and purpose of the document.

TASK 5 – The learner will be required to illustrate the use of common features, functions and processes.
· Illustrate their understanding of a range (a minimum of five and a maximum of eight) of key features, functions, and processes of the word processing application, drawing on the knowledge and skills they have developed throughout the delivery of the module. 

Task 5 in the Collection of Work may include evidence in the form of written, oral, graphic, audio, visual or any combination of these. Any digital evidence must be provided in a suitable format. 


	Assessment Technique 2: 
Examination – 30%

Guidelines for assessors:
The assessor is required to devise assessment instruments and marking schemes for the Examination.  In devising the assessment instruments care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of MIMLO 2 & 4. 

Where possible, the assessor is encouraged to include any elements which may have been excluded from the Collection of Work tasks.  For example:  functions such as delete, cut, copy, paste, find and replace text may be more applicable when modifying a document.

Duration of Examination: 1hr 15 mins

The assessor shall prepare a word-processed file for the learner to recall.  The recalled document should have sufficient content (with errors) to allow the learner to carry out the following tasks:
· Page Setup
· Modify document to insert additional text
· Character and Paragraph formatting
· Insert object(s) (E.g. table, image, shape)
· Format object(s)
· Use review tools to correct any errors and check accessibility
· Save in different formats to specified location(s)



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 4N1123
	Learner Name: 


	Assessment Technique:  
Collection of Work 70%
	Maximum Mark 
	Learner Mark 

	Assessment Criteria:
	
	

	File Management 
· Created and managed an organised folder structure
· All documents saved with appropriate filenames and to specified location(s) 
	
	

	Document Creation - Text 
· Text inserted accurately
· Characters and paragraphs formatted 
· Document reviewed for errors and accessibility 
· Additional relevant elements (i.e. page setup, printing) appropriated applied  
	
	

	Document Creation – Graphics 
· Graphics (images, shapes, etc) inserted and formatted 
· Additional relevant elements (i.e. text formatting, page setup) appropriated applied 
	
	

	Document Creation – Tables 
· Tables inserted and formatted 
· Additional relevant elements (i.e. text formatting, page setup) appropriated applied 
	
	

	Primary functions and processes 
· Clearly illustrated key features, functions and processes within word processing application 
	
	

	Total Mark 
	70
	 

	External Authenticator’s Signature:
	
	Date:

	






	
Individual Learner Marking Sheet 
Word Processing 4N1123
	Learner Name: 


	Assessment Technique: 
Examination 30%
	Maximum Mark 
	Learner Mark 

	Assessment Criteria
	
	

	· Page Setup configured correctly 
	
	

	· Text accurately inserted 
	
	

	· Characters and paragraphs formatted correctly 
	
	

	· Object(s) inserted and formatted effectively 
	
	

	· Document reviewed for accuracy, errors, and accessibility considerations
	
	

	· File Management 
· File located successfully
· Files saved in different formats to specified location(s)  
· File printed/shared appropriately 
	
	

	Total Mark 
	30
	 

	External Authenticator’s Signature:
	
	Date:
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