	Project - Word Processing 6N4977
	40 % 

	Note to educator: This sample assessment brief is designed to assess the ability and skills of the learner to create complex, customised documents using advanced tools and techniques while enhancing work practices.

Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible. 

Assessment title:  Project 40%

Overview: In this assessment, you will have the opportunity to show evidence of the achievement of MIMLOs 1, 2 and 3.

MIMLOs covered by this assessment:
· MIMLO 1:  Enhance work practices by customising and managing word processing features
· MIMLO 2: Create a broad range of complex documents using advanced word processing tools and techniques
· MIMLO 3: Modify existing word-processed documents using specialised editing and formatting tools and techniques to efficiently organise information

Assessment Details:
As a supervisor in your organisation, you are responsible for creating professional templates and documents for internal and external communication. Your task is to ensure consistency in fonts, styles, themes, graphics, and overall layout to maintain a professional and cohesive appearance. Additionally, you must develop a macro to automate a repetitive task within the document, improving efficiency and streamlining the document creation process.

Assessment Criteria - Your project will be evaluated based on the following criteria: 
	Task
	Max Mark

	Project design
	10

	Use of Graphics
	7

	Use of Templates
	10

	Use of advanced formatting features
	10

	Create Macro
	3



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: 
1:1 feedback will be offered on the dates below.  You are encouraged to avail of these feedback sessions.
· **/Mar/2026
· **/Apr/2026
 
Assessment Instructions:  

You will create at least 2 professional documents relevant to your vocational area using word processing software (e.g., Microsoft Word), The documents must meet professional standards.  

Prior to creating these documents, you must provide evidence of your project plan/design
· Project Design
· A concise description of your project
· Identify the documents you are creating and the reason you chose these documents
· Provide a concise description of the graphics, templates, and style guides you will be using to create these documents
· A description of the proposed macro

The documents produced must ensure that a broad selection of advanced word processing tools and features are utilised:  These will include:
· Use of graphics (charts, logos, icons, images, etc.) 
· Import pictures/graphics
· Insert Illustrations eg Shapes, Icons, SmartArt
· Create a group
· Use of Text features
· Manipulate/Format any/all of the above
· Templates (either pre-existing and manipulated or custom-designed)
· 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)
· Use of advanced formatting features for consistency
· Creation/Modification of Font Styles
· Creation/Modification of Style Sets & Themes
· Additional and relevant word processing editing and formatting features
· A macro 
· Create a macro that automates a repetitive task within the document
· Assign to a shortcut key/menu/tab 

These documents should be tailored for a professional environment, demonstrating your ability to efficiently create and customise publishable documents.

Examples could include: (E.g. vocational area: Office/Business)
· Business Letters / Headed paper
· Business Reports (e.g. Financial Report, Management Report)
· Transactional Documents
· Community Development Report
· Email signature

Sample Document – Management Report
A sample Management Report with supporting documents could include the following:
· Set Up the Report Layout:
· Use and customise Templates to suit your needs
· Create a Title/Cover Page
· Use Styles for Consistency:
· Use Word’s built-in and customise, or create your own document styles, themes, font styles to ensure consistency. 
· Add Examples and Visuals:
· Include visuals to enhance documents – ensure consistency throughout Insert/import images, shapes, SmartArt, charts, links, text items (eg; text box, quick parts, wordart, signature line, date and time, objects symbols).
· Manipulate any of the above used to suit documents styles.
· Define the Sections and/or breaks as appropriate:
· Common sections in a report could include: 
· Title: Clearly states the purpose of the report.
· Executive Summary: A brief overview of the report’s key points, including major findings and recommendations.
· Objectives: Outlines the goals and objectives of the report.
· Methodology: Describes the methods used to gather and analyse data.
· Data Analysis: Presents the data collected, often using charts, graphs, and tables for clarity.
· Findings: Summarizes the main findings from the data analysis.
· Recommendations: Provides actionable suggestions based on the findings.
· Conclusion: Wraps up the report, summarizing the key takeaways.
· Appendices: Includes any additional information or data that supports the report but is too detailed to include in the main sections
· Create a Table of Contents/Bibliography/Table of Figures/Index:
· Insert any or as many of the above that are appropriate. This will help users navigate the document easily.
· Review and Revise:
· Proofread the document and make sure all guidelines are clear and concise. Get feedback from others if appropriate.


 
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.  
  






