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The most recent change and version is highlighted and listed first.  This is the version you should use in your delivery of the component.

	Version
	Effective Date
	Change

	04
	1st Sept 2022
	Minor reformatting, including inclusion of component version log. 
No change to content

	03
	1st Sept 2020
	Formatting only

	02
	1st Sept 2018
	Reformatting, no change to content





Introduction
This programme 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 Level 4 QQI Certificate.
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB’s programme descriptor for the relevant validated programme prior to delivering this programme module.
The programme module is structured as follows:
	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment
a. Assessment Technique(s)
b. Mapping of Learning Outcomes to Assessment Technique(s)
c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria


Integrated Delivery and Assessment
The teacher/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified.  This programme module will facilitate the learner to develop language, literacy and numeracy skills relevant to the themes and content of the module. 

Likewise the teacher/tutor 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 programme module.  The integration of the delivery and assessment of level 4 Communications and level 4 Mathematics modules with that of other level 4 modules is specifically encouraged. 
Structured communication and teamwork is encouraged between the teacher/tutor delivering this programme module and the language, literacy, numeracy and learning support teacher/tutor, as appropriate, to facilitate the learner in completing the programme module and achieving certification in the award.
Indicative Content
The indicative content in Section 10 does not cover all teaching possibilities. The teacher/tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher/tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.
Title of Programme Module
Word Processing
Component Name and Code 
Word Processing 4N1123

Duration in Hours
100 hours typical learner effort, to include both directed and self-directed learning

Credit Value
10 credits

Status
This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure

Special Requirements
None

Aim of the Programme Module
This programme module aims to equip the learner with the knowledge, skills and competence to use word processing applications to supervised employment standard.

Objectives of the Programme Module
· To explain and describe the primary functions involved in creating a Word processing document.

· To enable the learner to create documents in a word processing application, save the document, close, retrieve, make changes and save again.

· To describe the process involved in creating and naming files and saving these files to specified locations on your computer.

· To enable the learner to retrieve a document, revise text without retyping the entire document, move, copy delete, enhance and add to sections - ranging from words and sentences to paragraphs and pages, while displayed.

· To facilitate the learner to demonstrate skills in both character and paragraph forming.

· To facilitate the learner in the creating and inserting of objects such as tables.

· To facilitate the learner to work with images, reposition, resize and format the image.

· To facilitate the learner to use a range of editing tools before printing, use Spell & Grammar check, thesaurus, proof reading etc.

· To facilitate the learner to produce and print a range of documents, including letters, memos, tables and forms, to a mail-able or publishable standard, to change default printer, use different paper sizes, change orientation and adjust the margins settings on the document.

· To assist the learner to develop the language, literacy and numeracy skills related to Word processing through the medium of the module themes and content.

· To enable the learner to take responsibility for his/her own learning.

Learning Outcomes of Level 4 Word Processing 4N1123

Learners will be able to:
1. Outline typical word processing functions, to include document creation, saving and retrieving and enhance documents.
2. State the primary functions and processes involved in creating word documents.
3. Carry out common word processing functions including creating, naming and locating files and folders.
4. Use with confidence a word processing application to create and modify text including inserting, copying, cutting, pasting, deleting, finding and replacing.
5. Produce a range of printed documents by selecting different printers, changing paper size and orientation and adjusting document margins.
6. Demonstrate character and paragraph formatting skills to include font type, size, style, colour, tabs, indents, line spacing, alignment buttons, bullets, numbering, symbols, and special characters.
7. Complete object insertion skills including creating a basic table and locating, and aligning and re-sizing graphic images.
8. Carry out a range of editing operations on a document containing proof reader/s marks using the spell checker, thesaurus and grammar tools.
9. Produce a range of word processing documents including letter, memo and form, to a mail- able or publishable standard.
Indicative Content 
This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.
Understanding Word Processing
Facilitate the learner to describe:
Typical functions and processes involved in creating word documents for example:
· Using a computer to create, edit, and print documents.  To perform word processing, you need a computer, a special program called a word processor, and a printer. The great advantage of a word processor is it  enables you to create a document, store it electronically on a disk, display it on a screen, modify it by entering commands and characters from the keyboard, save it so you can access and edit it again and finally print it on a printer. 
Enable the learner to understand that some of the primary functions of word processing are: 
· Insert text: Allows you to insert text anywhere in the document. 
· Delete text: Allows you to erase characters, words, lines, or pages as easily as you can cross them out on paper. 
· Cut and Paste: Allows you to remove (cut) a section of text from one place in a document and insert (paste) it somewhere else.  Or indeed to paste into another document.
· Copy: Allows you to duplicate a section of text. 
· Page size and Margins: Allows you to define various page sizes and margins, and the word processor will automatically readjust the text so that it fits. 
· Search and replace: Allows you to direct the word processor to search for a particular word or phrase. You can also direct the word processor to replace one group of characters with another everywhere that the first group appears. 
· Word wrap: The word processor automatically moves to the next line when you have filled one line with text, and it will readjust text if you change the margins. 
· Spell check:  Allows the user to Spell and Grammar check the document before printing.
· Format and Enhance text:  Use for example: bold, underline, italic, font type and size to enhance the document.
· Save: At any stage throughout the process the user can save the document so that it can be retrieved and edited again.
· Print: Allows you to send a document to a printer to get a hardcopy
· Close:  Close the document

Creating a new Document.
For Example:
Performing and understanding the following, may be of benefit to the learner:
The layout of MS Word screen including the ribbon and the Quick Access Toolbar and how these can be customised to suit the user.
· Explore with the learner the layout of the screen.  Explaining such features as:
· The ribbon - Tabs- accessing all the options and features available within the programme by selecting different tabs on top of the ribbon.
· Customising the ribbon through Options, and Customise the ribbon to suit the learner.                                                                  
· The Quick Access Toolbar – How to customise for quick access to certain common features – explain how it can be displayed above or below ribbon.
· Explain different Views such as Print Layout, Full Screen Reading, Outline, Draft with regard to Document layout 
· Explain displaying the Ruler and its significance
· Zoom
· Print & Print options including using print properties.
· Closing a document – but not closing an application.
· Closing a document and closing the application.
For example, explore with the learner:            
· On opening MS Word a new blank document called Document 1 appears like a blank white sheet of paper. 
· Explore with the learner how to obtain a new sheet by using the New page option on the quick access toolbar.
· Explain the basics of document creation to include:
· Insertion point
· Entering text
· Enhancing and formatting text
· Saving the document to a specified location (perhaps creating a folder on a flash drive) using the learner’s name as the folder name.
· Name the document – explain the significance – for retrieval
· Retrieving the file – within the application:
· Open MS Word and using the Open option to find the file
· Retrieving the file – from the saved location:
· Open Computer – Locate flash drive – locate folder created on drive – and open the file within this folder.

For example explore with the learner and explain:                                                                                                                                      
· Saving an existing document under another name:  Using Save As
· Saving a document in Another File Type such as:
· Plain Text
· Rich Text format
· Web page
· Document Template

Explore with the learner:
· Opening more than one saved document at the same time
· Switching between open documents – 
· Displaying both at the same time for example using View – side by side

Using Word processing with confidence:
For Example:
Explore with the learner how to create a document to include:                                              
· Inserting text or data- the shape of the cursor – I beam – this is the insertion point where the text can be entered.  The default position of the new document is on the top left-hand side.  Using the keyboard to enter the text or numeric data. 
· Using the Undo and Redo commands – short cut to restore your document if you make a mistake.
· Selecting text or data – at times it will be necessary to manipulate the text you have typed, i.e. move or copy, change the appearance of it – firstly you must select the text to which the changes are to be applied:
· Different ways of selecting text.

· Copying or Duplicating: To copy or duplicate text, two separate actions are needed, copy and paste.  Explain the clipboard.
· Copying text within a document
· Copying text from one document to another, for example – using View – Arrange All to allow the user to see the two documents at the one time as the action is being performed.
· Cutting or Moving:  You can move text by cutting it from one place and pasting it in another within a document, or cutting and pasting from one document to another.
· Explain the difference between copy and paste and cut and paste giving practical examples.
· Deleting:  text can be deleted from your document:
· Explore different methods i.e.
· Character by character
· Selecting and using delete key on keyboard
· Backspace button
Find & Replace                                                                                                                                                                                                              
· Use Word’s Find tool to search your document for a particular word or phrase.
· Use the Replace tool to replace instances of a word or phrase with other text.
· Search for and delete text using the Find and Replace option.
· Use the more option in the Find and Replace box for more advanced searches.


Demonstrate character and paragraph formatting skills
When creating your documents in MS Word ensure that the learner understands and can use the following:
· Font type – alter the appearance of the text- use the font tool              
· Font size- alter the appearance of the text to make it larger for titles etc., or decrease the font size of the text.  Font is measured in points and the default set size in MS Word is 11.                                                                                                                                                                                                                   
· Subscript and Superscript –Used for reference numbers or scientific coding.  Subscript text appears smaller and slightly below the baseline
· Superscript text appears smaller and slightly above the baseline
· Font Style – Word comes with a collection of preset styles or you can customise the styles as well as creating your own style.                                
· Font Colour – Add colour to your word text to enhance the appearance of a document or to add emphasis to your text.                                                                                            
· Align Text - use Word’s alignment commands to change how text is positioned horizontally on a page.  By default text is aligned to the left.  Use centre, left and justify                                                                                                               
· Line Spacing – adjust the amount of spacing that appears between lines of text in your paragraphs.  Wider settings make the text easier to read.                                               
· Set Character spacing- Control the spacing that occurs between characters in your text.  For example:  You may want the title text of your document to appear stretched out across the top of your page or condense the spacing to make the title fit on one line.
· Indent text – Use as another way to control horizontal positioning of text.  Indents are margins that affect individual lines of text or paragraphs. Maybe used to distinguish paragraphs on a page.
· Tabs – used to create vertical aligned columns of text in your Word document. Explain pre-set tabs and setting quick and precise tabs.  Explain different tab types, i.e. Left, centre, right, decimal and bar tab.  Explain deleting tabs and the difference between tabs and indents.
· Join & Split paragraphs- for document editing and production
· Bullets and Numbered Lists – set of lists of information by using bullets or numbers.  Bullets add bullet dots in front of each list item.  Numbers add numbers in front of each list item – helps to organise information.                                                                                           
· Text Highlighter – make the text look like it was marked with a highlighter pen               
· Format painter – copy formatting and apply elsewhere                                                            
· Inserting Special Characters and Symbols: - Within a word processor there are many special characters and symbols available.  These include accents for different languages, special typesetting characters, copyright and registered symbols and lots more. 

Add extra touches: To enhance your Word document further, consider the following extra options:
· Add Borders – Use this option to add emphasis or make the document more aesthetically appealing.  Add a border to a paragraph to bring attention to the text or add a border to the entire document.
· Add Shading – Use this option to emphasis certain pieces of text.
· Create columns – to present your text in a format similar to a newspaper to magazine, perhaps you want to create a brochure or newsletter.
· Add Header and Footers – to add text that appears at the top or bottom of every page.  Useful for adding page numbers, document title, author name or date.
· Word Art – Decorative text to enhance the appearance of the document.

Draw a table
For Example, facilitate the learner to acquire the skills to:
· Create a customised table by drawing the table and controlling how the rows and columns appear.  Add numeric data to the table.  Adjust the column width or row height, add columns and rows, delete column and rows and resize and reposition the table.
· Use the Layout option to set the cell height and width, to merge and split cells and set the alignment of the text within the cells.
· Use the Design option to customise the “look” of the table, and use the shading and borders options to set line style and line thickness and colour of the borders that you draw for your table cells.

For Example, consider with the learner:                                                                                    
· Use the table created above to create a chart from the information contained within the table.
· Explain charts and chart options and chart types, how to manipulate the chart to move it to another location and explain how information can be displayed in different ways.

Working with Graphics
For example, facilitate the learner to:                                                                                                          
· Insert graphic images into a Word document either from Clip Art or Insert Picture option. (Perhaps using Google images to Save from and create a learner customised folder in My Pictures from which the learner can work with)
· Align the image using the alignment options available in Word
· Resize the image manually, explain how the image can become distorted and why.
·  Adjust the height and width using the Format option.
· Delete images 
· Picture borders and effects such as frames, shadows or glows can be applied to the image for extra effect.

Editing Operations:
Explore with the learner the following options and ensure that they acquire the skills to:                                                                                                                                                                              
· Check Spelling and Grammar in their document – by default Word automatically checks for spelling and Grammar problems.  Misspellings appear underlined with a red wavy line, potential grammar errors are underlined in green.  Right click to correct a single mistake, ignore or add to dictionary
· Run the Spell checker to active the spell and grammar check to correct the entire document.
· Explore with the learner the settings accessed through Options and Proof reading and how these options can be adjusted to suit.  Encourage the learner to read through the text to identify any errors that may have not been picked up by the Spell and Grammar check.
· Access the Thesaurus through the Review tab on the ribbon and explain its function to the learners.

Produce a range of Word documents to include: letter, memo, table and form
· Facilitate the learner to produce a range of documents that may be used for personal or work purposes for example: a letter, memo, table and form, other options that you may include are curriculum vitae, a poster, a menu, a newsletter or brochure or any other document that may be of interest to the learner.

While producing this range of documents the learner should take the following into consideration:                                                                                                                                            
· Paper size:  Facilitate the learner to understand the different paper sizes available and the suitability of these paper sizes when creating certain documents.  Explain orientation and its purpose and suitability for the creation of some documents.  E.g. A poster produced on A3, with a landscape layout.
· Explain the margins and defaults set by the application and how to adjust these margins for certain documents to enhance or use the space available.
· In a training room with more than one printer – explain the default printer and how this is set up; explain how to change the default printer.  Use print preview and explain its purpose. Select number of copies and range of pages.  Adjusting the setting s on the printer within the Properties options on the word processor including paper size, printing in Black and White and printing in colour.
· Perhaps explore with the learner how to print an addressed envelope.

Facilitate the learner to perform the following tasks:
· Produce a letter and explore the following options with the learner before he completes the task.
· Correct layout for a letter – formal or informal
· Style of letter – full block or modified block 
· Correct salutation 
· Punctuation – open or closed
· Spacing and how it is calculated
· Final layout – print preview – check top and bottom margins.

To enable the learner to produce good quality professional looking documents the following suggestions may be an option:
· Produce a Memo:                                                                                                                                    
· Use the Template option by accessing File and New to create a memo in MS Word
· Choose from the wide range of options available to produce the type of memo you want.              
· Select the memo and download to your computer, complete, print and save

· Produce a Form:                                                                                                                             
· Again use the Template option by accessing File and New to create a form in MS Word.
· Choose from the wide range of options available to produce the type of form you want.
· Select the form and download to your computer, complete, print and save.


Assessment
11a. Assessment Techniques
Examination – Theory 			20%
Examination - Practical			80%

11b.	Mapping of Learning Outcomes to Assessment Techniques
In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.

	Learning Outcomes
	Assessment Technique

	1. Outline typical word processing functions, to include document creation, saving and retrieving and enhance documents
	Examination- Theory

	2. State the primary functions and processes involved in creating word documents.
	Examination-
Theory

	3. Carry out common word processing functions including creating, naming and locating files and folders.
	Examination-
Practical

	4. Use with confidence a word processing application to create and modify text including inserting, copying, cutting, pasting, deleting, finding and replacing.
	Examination- Practical

	5. Produce a range of printed documents by selecting different printers, changing paper size and orientation and adjusting document margins
	Examination- Practical

	6. Demonstrate character and paragraph formatting skills to include font type, size, style, colour, tabs, indents, line spacing, alignment buttons, bullets, numbering, symbols, and special characters.
	Examination- 
Practical


	7. Complete object insertion skills including creating a basic table and locating, and aligning and re-sizing graphic images.
	Examination-Practical

	8. Carry out a range of editing operations on a document containing proof reader/s marks using the spell checker, thesaurus and grammar tools
	Examination- Practical

	9. Produce a range of word processing documents including letter, memo and form to a mail able or publishable standard.

	Examination- Practical






11c.  	Guidelines for Assessment Activities

The assessor is required to devise examination papers and marking schemes and outline solutions for Examination – Theory and Practical, for Word Processing Level 4 - 4N1123.  In devising the examination papers, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. 

Examination papers may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.

	Examination – Theory
	20%

	The learner should be allowed 45 minutes to complete this examination.  

	Word Processing

The learner must complete a theory examination that shows he/she understands and can describe the following:

· Typical Word Processing functions to include:

· Document creation
· Enhancing a document 
· Saving and Retrieving a document
· Altering and resaving
· Exiting the document correctly

· An understanding of the primary functions and processes involved in creating word documents.

The examination will consist of ten questions, all of which the learner must answer.

Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these.   Any audio, video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an assessment brief or examination paper.







	Examination – Practical
	80%

	The learner should be allowed a 2 hours to complete this examination.

	Word Processing:

The learner will complete a practical examination, requiring him to: 

· Create documents for personal or business requirements that should show he/she understands and can practically perform the following tasks:

· Create, save and name files.
· Save to different drives or locations within certain drives
· Use such editing tools as inserting and deleting text, cut, copy and paste, - within a document and from one document to another.
· Format text to join and split paragraphs, change font type, size and style, use colour, indents and tabs, line spacing, bullets and numbering, symbols and special characters.
· Object insertion to include Table creation & working with images to enhance the appearance of the document.
· Different paper sizes and their suitability, changing orientation and adjusting margins to suit the particular document being created.
· Print and print options, to include changing from the default printer, changing paper size, number and range of pages and working with colour options
· Some of the documents produced should be saved in different file formats.
· Proof read, spell check use the thesaurus and grammar tools. Close but do not close application.  Close the application and exit correctly.

All instructions for the learner must be clearly outlined in an examination paper.



Grading
Distinction: 	80% - 100% 
Merit:		65% - 79%
Pass: 		50% - 64%
Unsuccessful:	0% - 49%

At levels 4, 5 and 6 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.
	Word Processing
4N1123
	Learner Marking Sheet
20%
Examination - Theory



Learner’s Name: ________________________________
	Assessment Criteria
	Maximum Mark
	Learner Mark

	Demonstrate an understanding of how Word processing is used in organisations.

The learner will show evidence that he/she understands and can describe:

· Creating a document
· Enhancing a document
· Saving and reopening a document
· Altering and resaving the document
· Exiting the document correctly.

Total of 10 marks

The primary functions and processes involved in creating word documents.
· Name & describe 5 primary functions  of Word processing:

· ______________________________________
· ______________________________________
· ______________________________________
· ______________________________________
· ______________________________________

Total of 10 marks
	




2
2
2
2
2






2
2
2
2
2
	






	Total Mark
	       20
	



NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator’s Signature: 	_________________________		Date: ___________________

	Word Processing
4N1123
	Learner Marking Sheet
80%
Examination - Practical



Learner’s Name: ________________________________
	 Assessment Criteria
	Maximum Mark
	Learner Mark

	The learner will show evidence that he/she can create documents on a Word processer for personal or business use. While creating these documents the learner will demonstrate an understanding of common word processing features to include:
	



	

	1. Create, name and save a file to different drives or locations within certain drives.
	8
	

	2. Close, retrieve the document, make changes and close again.
	8
	

	3. Use save and save as and understand the difference. 
	8
	

	4. Use text editing tools such as cut, copy, paste, insert & delete.
	8
	

	5. Format tools to include join and split paragraphs, change font type, size and style, use colour, indents and tabs, line spacing, bullets and numbering, symbols and special characters.
	8
	

	6. Object insertion to include: Table creation & working with images to enhance the appearance of the document.
	8
	

	7. Different paper sizes and their suitability, changing orientation and adjusting margins to suit the particular document being created.
	8
	

	8. Print and print options: to include changing from the default printer, changing paper size, number and range of pages and working with colour options, saving documents in different file format.
	8
	

	9. Saving documents in different file formats
	8
	

	10. Proof read, spell check, use thesaurus and grammar tools, close but do not close application, close the application and exit correctly.
	8
	

	Total Mark
	80
	



NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet.

External Authenticator’s Signature: 	_________________________		Date: ___________________
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