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	Note to educator[footnoteRef:2]: This sample assessment brief is designed to assess the knowledge of the common features, functions, and processes involved in word processing, common file management techniques and the creation of documents using a broad range of word processing features, functions, and tools [2:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 

Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible. 
Assessment title:  Collection of Work
Overview: In this assessment, you will have the opportunity to show evidence of the achievement of MIMLOs 1, 3 & 4
MIMLOs covered by this assessment:
· MIMLO 1:   Enhance work practices by customising and managing word processing features
· [bookmark: _Hlk184985181]MIMLO 3:   Modify existing documents using specialised editing and formatting tools and techniques to efficiently organise information
· [bookmark: _Hlk184984631]MIMLO 4:   Apply advanced file management techniques to create, retrieve and manipulate data, files and folders
Assessment Details:
The Collection of Work is divided into six individual tasks as listed below:  
· Task 1	File Management: (MIMLO 4) setting up the appropriate filing structure and utilise advanced file handling techniques
· Task 2	Manage Tables and Forms: (MIMLO 3)  modify complex documents using advanced tools and techniques for the insertion/modification of tables and forms
· Task 3	Customise Menus and Toolbars: (MIMLO 1) manage a word processing application to customise menus and toolbars 
· Task 4	 Reference, Citate, Collaborate, Review & Proof: (MIMLO 3)  produce high-quality, well-supported documents using appropriate referencing, citation, collaboration and proofing tools.
· Task 5	Manage Document Versions: (MIMLO 3)  use advanced word processing tools to manage document revisions and changes efficiently
· Task 6	 Import, Export and Links (MIMLO 3)  organise information with a word-processed document by using specialised tools to import objects and reference external data

Assessment Criteria:
Your collection of work will be evaluated based on the following criteria:
	Task
	Max Mark

	Task 1 – File Management
	5

	Task 2 – Manage Tables and Forms
	15

	Task 3 – Customise Menus and Toolbars
	5

	Task 4 –  Reference, Citate, Collaborate, Review & Proof
	20

	Task 5 – Manage Document Versions
	5

	Task 6 – Import, Export and Links
	10



Assessment Submission: All files to be uploaded to your designated space on TEAMS by **/Apr/2026 @17:00
Assessment Grading: 
Distinction:  		80% - 100%  
Merit:  			65% - 79% 
Pass:  			50% - 64% 
Unsuccessful: 	0% - 49%

Further notes for learners: 
Read all questions carefully and ensure all evidence is saved to the specified location with the correct filename.  
1:1 feedback will be offered on the dates below.  You are encouraged to avail of these feedback sessions.
· **/Nov/2025
· **/Feb/2026
Assessment Instructions:  All instructions are available in the attached sheets
Note: WWETB promote academic integrity in all our work.  Plagiarism and academic misconduct will not be tolerated and can have serious consequences for you in achieving your award.  Ensure that all sources are properly cited and referenced according to academic conventions. 
This referencing guide will support you in ensuring that your work is to the highest academic integrity standard. 



