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Laois and Offaly ETB
Programme Module for 

Word Processing
leading to 

Level 6 QQI  

Word Processing 6N4977

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 6 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB 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 the academic and vocational 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 6 Communications and level 6 Mathematics modules with that of other level 6 modules is specifically encouraged, as appropriate. 

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.
1. Title of Programme Module

Word Processing

2. Component Name and Code 

Word Processing 6N4977

3. Duration in Hours

150 hours

4. Credit Value

15 Credits 

5. 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

6. Special Requirements

Word Processing Software Packages, Computer

7. Aim of the Programme Module

This programme module aims to equip the learner with the knowledge, skill and competence to use a word processing application to produce complex documents within a range of specific contexts working independently and or taking responsibility for the work of others.

8. Objectives of the Programme Module

· Acquire an in-depth working knowledge of word processing software.
· Develop advanced document management techniques. 

·  Develop the skills of personal initiative and resourcefulness.

·  Develop good work practices in relation to the use of the computer, printer and materials.

· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Word Processing Level 6 through the medium of the indicative content. 

· To enable the learner to exercise substantial personal autonomy and responsibility.
9. Learning Outcomes of Level 6 Word Processing 6N4977
Learners will be able to:

1. Manage a word processing application to include customising menus and toolbars and automating common tasks by using macros
2. Utilise advanced file handling techniques to include, converting files to suitable format, creating files and folders, advanced search functions and extracting data as appropriate
3. Generate complex documents using tools and techniques to create tables and texts to include creating templates, inserting headings, footnotes and endnotes, watermarks and numbered paragraphs, indexes, tables of contents and cross-references
4. Organise information of different types within a document to include exporting and importing objects between different software, and reference external data using hyperlinks and embedded documents

5. Format complex documents using tools and techniques for characters, paragraphs, sections and columns, format text in different sections and create and modify styles
6. Edit complex documents using advanced editing techniques and tools to include changing security settings, authoring tools, modify different versions and sort and merge a data source with a main document and for the generation of labels
7. Prioritise efficient work practices in relation to the use of the computer, printer and materials
8. Take responsibility for own work and or the work of others while planning and adhering to timelines within a supervisory capacity.
10. 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.

Learning Outcome 1
· Display and hide toolbars

· Add toolbars to carry out specific functions e.g. to create macros

· Use the customise options function to set e.g. colour scheme, formatting marks, spelling and grammar, save options, date and time, custom dictionary etc

· Create, edit and remove the following advanced editing functions such as autocorrect, auto text, auto complete, auto format, etc

· Set the following defaults, file locations, paragraph styles etc

· Create a macro

· Edit, copy, rename and delete a macro

· Assign a macro shortcut to a toolbar

Learning Outcome 2
· Convert files to suitable format e.g. pdf, rtf, other Word document, txt, csv

· Create files e.g. blank documents, blog posts

· Create and organise folders to show layouts in various panes

· Copy contents of files and folders

· View previous versions of files and folders

· Search for files and folders using various criteria e.g. author, type, size, date, Advanced Search Functions

· View files side by side

· Extract file statistics

Learning Outcome 3
· Input and edit text.

· Apply and customise bullet options

· Apply and customise numbering options to include numbered paragraphs, outline numbering

· Set and apply tabs

· Create and modify tables

· Convert text to tables

· Perform calculations in tables

· Apply various text orientation to tables

· Sort data in tables

· Merge and Split cells

· Apply borders and shading to tables

· Apply a range of column options eg add/delete and adjust column width

· Create different column layouts on the same page

· Create and modify templates

· Create and edit a form

· Apply form field options.

· Create field code functions

· Update, link and lock field code functions

· Restrict editing on forms

· Apply and manipulate header and footer options

· Insert bookmarks, footnotes and endnotes

· Insert and manipulate objects for e.g. watermark, autoshape, graphics

· Create: an index, table of contents, cross reference

Learning Outcome 4
· Import and export objects, graphics, and external data from and to another package

· Create hyperlinks to a specific location

· Edit and remove existing hyperlinks 

· Create embedded objects within existing documents

Learning Outcome 5
· Enhance text e.g. colour, fonts, highlight, animation

· Hide and display text

· Apply border and shading options e.g. to word, paragraphs, page

· Track changes

· Create a document summary

· Insert accented upper and lower case characters

· Insert subscript, superscript and special characters using character codes.

· Insert page, column and section breaks.

· Create apply, copy and link styles

· Select various view options e.g. normal, web, outline

· Sort paragraph

· Apply text flow and wrapping options.

· Select appropriate format and layout for a range of documents e.g. thesis or report

· Use a range of proofing tools e.g. spell check, find and replace 

· Create and edit a master document and sub-documents

Learning Outcome 6
· Utilise advanced editing techniques to include: restrict formatting and editing of a document, protect document

· Compare and modify different versions of a document

· Manage authoring tools

· Create and edit a main document

· Create and edit mail merge data source

· Apply sort and filter to mail merge data

· Import an external data source

· Merge document and data source

· Create and customise labels
Learning Outcome 7
· Use a range of print features e.g. print properties, print selected pages, print on both sides, print options, Advanced print options

· Apply various page setups e.g. margins, layout

· Switch between paper size, paper source

Learning Outcome 8
· Plan and adhere to timelines provided by tutor
· Produce evidence of timelines achieved
· Present a collection of work to a professional standard e.g. bound or folder evidence
· Ensure all files related to this collection of work have been saved to a portfolio folder
11. Assessment

11a.
Assessment Techniques

Portfolio/Collection of Work
100%

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 Outcome
	Assessment Technique

	1. Manage a word processing application to include customising menus and toolbars and automating common tasks by using macros
	Portfolio/Collection of Work 

	2. Utilise advanced file handling techniques to include, converting files to suitable format, creating files and folders, advanced search functions and extracting data as appropriate
	Portfolio/Collection of Work

	3. Generate complex documents using tools and techniques to create tables and texts to include creating templates, inserting headings, footnotes and endnotes, watermarks and numbered paragraphs, indexes, tables of contents and cross-references
	Portfolio/Collection of Work

	4. Organise information of different types within a document to include exporting and importing objects between different software, and reference external data using hyperlinks and embedded documents
	Portfolio/Collection of Work

	5. Format complex documents using tools and techniques for characters, paragraphs, sections and columns, format text in different sections and create and modify styles
	Portfolio/Collection of Work

	6. Edit complex documents using advanced editing techniques and tools to include changing security settings, authoring tools, modify different versions and sort and merge a data source with a main document and for the generation of labels
	Portfolio/Collection of Work

	7. Prioritise efficient work practices in relation to the use of the computer, printer and materials
	Portfolio/Collection of Work

	8. Take responsibility for own work and or the work of others while planning and adhering to timelines within a supervisory capacity.
	Portfolio/Collection of Work


11c.  
Guidelines for Assessment Activities

The assessor is required to devise assessment briefs and marking schemes and outline solutions for the assignments in the portfolio/collection work. In devising the assessment briefs for the portfolio/collection of work, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. Assessment briefs 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.

	Assignment (Portfolio/ Collection of Work)
	100%

	The Tutor will devise an appropriate time frame for the completion of Learning Outcomes 1-8.

	The assignment/s will allow learners to demonstrate a knowledge of LO’s 1-8
LO 1

The tutor will devise a brief that requires learners to demonstrate their ability to manage a word processing application to include the following 

· Display and hide toolbars

· Add toolbars to carry out specific functions e.g. to create macros

· Use the customise options function to set e.g. colour scheme, formatting marks, spelling and grammar, save options, date and time, custom dictionary etc

· Create, edit and remove the following advanced editing functions such as autocorrect, auto text, auto complete, auto format, etc

· Set the following defaults, file locations, paragraph styles etc

· Create a macro

· Edit, copy, rename and delete a macro

· Assign a macro shortcut to a toolbar

Printscreens may be used as proof of learning.  Evidence will be presented in a hard and soft copy.  All instructions for the learner must be clearly outlined in the assessment.

LO 2
The tutor will devise a brief that requires learners to complete various tasks to include the following: 
· Convert files to suitable format e.g. pdf, rtf, other Word document, txt, csv

· Create files e.g. blank documents, blog posts

· Create and organise folders to show layouts in various panes

· Copy contents of files and folders

· View previous versions of files and folders

· Search for files and folders using various criteria e.g. author, type, size, date, Advanced Search Functions

· View files side by side

· Extract file statistics

A practical exercise will be devised allowing the learner to demonstrate their knowledge of the criteria above. Printscreens may be used as proof of learning.

Evidence will be presented in a hard and soft copy.  All instructions for the learner must be clearly outlined in the assessment.

LO-3
The tutor will devise a brief that requires learners to complete various tasks to include the following:

· Input and edit text.

· Apply and customise bullet options

· Apply and customise numbering options to include numbered paragraphs, outline numbering

· Set and apply tabs

· Create and modify tables

· Convert text to tables

· Perform calculations in tables

· Apply various text orientation to tables

· Sort data in tables

· Merge and Split cells

· Apply borders and shading to tables

· Apply a range of column options e.g. add/delete and adjust column width

· Create different column layouts on the same page

· Create and modify templates

· Create and edit a form

· Apply form field options.

· Create field code functions

· Update, link and lock field code functions

· Restrict editing on forms

· Apply and manipulate header and footer options

· Insert bookmarks, footnotes and endnotes

· Insert and manipulate objects for e.g. watermark, autoshape, graphics

· Create: an index, table of contents, cross reference

Evidence will be presented in a hard and soft copy.  All instructions for the learner must be clearly outlined in the assessment.

LO 4

The tutor will devise a brief that requires learners to demonstrate their ability to organise information of different types within a document to include the following:

· Import and export objects, graphics, and external data from and to another package

· Create hyperlinks to a specific location

· Edit and remove existing hyperlinks 

· Create embedded objects within existing documents

Evidence will be presented in a hard and soft copy.  All instructions for the learner must be clearly outlined in the assessment.

LO-5

The tutor will devise a brief that requires learners to complete various tasks to include the following:
· Enhance text e.g. colour, fonts, highlight, animation

· Hide and display text

· Apply border and shading options e.g. to word, paragraphs, page

· Track changes

· Create a document summary

· Insert accented upper and lower case characters

· Insert subscript, superscript and special characters using character codes.

· Insert page, column and section breaks.

· Create apply, copy and link styles

· Select various view options e.g. normal, web, outline

· Sort paragraph

· Apply text flow and wrapping options.

· Select appropriate format and layout for a range of documents e.g. thesis or report

· Use a range of proofing tools e.g. spell check, find and replace 

· Create and edit a master document and sub-documents

Evidence will be presented in a hard and soft copy.  All instructions for the learner must be clearly outlined in the assessment.

LO 6

The tutor will devise an assessment brief that allows the learner to display their knowledge of LO 6 as follows: A practical exercise will be devised allowing the learner to demonstrate their knowledge of editing complex documents and the use of advanced functions in mail merge and label production.

Part 1:

The mail merge exercise will require learners to include the following:

· Create a standard letter

· Sign the letter

· Date and reference the letter

· Create and save a data file with at least 5 records

· Sort and edit a data file on specific criteria

· Filter the document

· Merge the document

· Create and customise data labels

Part 2:

Edit a document using advanced editing techniques to include changing security settings, authoring tools and modifying different versions.

Evidence will be presented in a hard and soft copy.  All instructions for the learner must be clearly outlined in the assessment.

LO7

The tutor will include in assessment of LO’s 1-6 a range of print options that the learner is required to produce for each assignment, these may include items from the following list:

· Use a range of print features e.g. print properties, print selected pages, print on both sides, print options, Advanced print options

· Apply various page setups e.g. margins, layout

· Switch between paper size, paper source

Evidence will be presented in both a hard copy.  All instructions for the learner must be clearly outlined in the assessment.

LO8

The tutor will outline to the learner and supervise a timeline for completion of LO’s 1-7.  The learner will ensure that this timeline is met and will take responsibility for their own work and or the work of others.  All assignments produced by the learner will be presented to the tutor within a required timeframe.

· Plan and adhere to timelines provided by tutor
· Produce evidence of timelines achieved
· Present a collection of work to a professional standard e.g. bound or folder evidence
· Ensure all files related to this collection of work have been saved to a portfolio folder
Evidence will be presented in both a hard and a soft copy.  All instructions for the learner must be clearly outlined in the assessment.




12. 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 6N4977
	Learner Marking Sheet

Portfolio/Collection of Work 100%


Learner’s Name: ________________________________

	Assessment Criteria
	Maximum Mark
	Learner Mark

	1. Managed a word processing application including customising menus and toolbars and automating common tasks by using macros
· Demonstration of effective skills

· Understanding and knowledge clearly demonstrated
	10
	

	2. Utilised advanced file handling techniques including, converting files to suitable format, creating files and folders, advanced search functions and extracting data as appropriate
· Understanding and knowledge clearly demonstrated

· Relevant information appropriately presented
	10
	

	3. Generated complex documents using tools and techniques to create tables and texts including creating templates, inserting headings, footnotes and endnotes, watermarks and numbered paragraphs, indexes, tables of contents and cross-references
· Demonstration of effective skills

· Understanding and knowledge clearly demonstrated 

· Relevant information appropriately presented
	20
	

	4. Organised information of different types within a document including exporting and importing objects between different software, and referencing external data using hyperlinks and embedded documents

· Software used successfully and confidently 

· Relevant information appropriately presented 
	10
	

	5. Formatted complex documents using tools and techniques for characters, paragraphs, sections and columns, format text in different sections and create and modify styles
· Understanding and knowledge clearly demonstrated

· Software used successfully and confidently 
· Relevant information appropriately presented 
	20
	

	6. Edited complex documents using advanced editing techniques and tools including changing security settings, authoring tools, modifying different versions and sorted and merged a data source with a main document and for the generation of labels
· Software used successfully and confidently 

· Understanding and knowledge clearly demonstrated
·  Relevant information appropriately presented 
	15
	

	7. Prioritised efficient work practices in relation to the use of the computer, printer and materials
· Demonstration of effective skills 

· Understanding and knowledge clearly demonstrated
	10
	

	8. Responsibility taken for own work while planning and adhering to timelines.
	5
	

	TOTAL MARKS
	100
	


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: ...............................
Doc No: 6N4977-02
Effective Date: 1st September 2020 
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