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	Name
	

	Contact Address
	

	Telephone (H)
	

	Telephone (W)
	

	Facsimile
	

	Cellular
	


Assessment Process Flow


Agreed Assessment Plan

	Candidate's Name: 
	

	Assessor's Name:
	

	Standard Title:
	Use a Graphical User Interface (GUI)-based word processor to format documents 

	EVENT
	DATE, TIME AND LOCATION
	RESOURCES REQUIRED
	EVIDENCE TO BE GENERATED

	Attend Training
	
	Training material, equipment as specified 
	Attendance Register

	Complete formative assessment
	
	Formative workbook
	Completed formative workbook

	Complete summative assessment
	
	Summative workbook, computer, Ms Office 2010
	Completed knowledge questionnaire


Signature of Candidate: 
______________________________

Signature of Assessor: 
______________________________


Date: 



______________________________


INSTRUCTIONS TO THE LEARNER

· You must complete the classroom activities whilst facilitation is taking place. The facilitator may stop at regular intervals to give you time to complete the activities.

· Please complete all work in blue or black pen. The assessor will not assess the evidence if completed in pencil. 

· You are not allowed to copy from another learner. Any plagiarism committed will be viewed in a serious light and disciplinary action may be taken against you. Your work must be authentic i.e. your own work.  Group work is allowed in certain activities but your answers must be your own original work after discussions in the group.

· You must sign the declaration contained in the assessment preparation and planning document declaring that all work is your own. If you so not sign this declaration, the assessor will not proceed with assessment and your results will be delayed.

· Please do not use any correction fluid i.e. tippex. Rather cross your work out and write next to your mistakes.

· The proficiency level required for each unit standard in the cluster is 50% per specific outcome per unit standard. If you are deemed Not Yet Competent in a unit standard, you will only be required to redo (remediate those sections in that unit standard.

· Any remediation must be submitted within 30 working days after you gave received feedback

· If you have achieved any unit standards in this skills programme via another provider, please neatly draw a line through the section and indicate that a certified certificate has been submitted and is included in your administration section.
· Please include dates on all extra evidence that you will submit in your portfolios
· Answer section A and Section B.

A. FORMATIVE ASSESSMENT
Answer all questions in this section

Question 1 (SO 3, AC 5)

Explain the difference between numbered text and outline numbered text in terms of their use. (4)

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 2 (SO 5, AC 1)

Identify and explain 3 methods of automatically formatting documents


(6)

	

	

	

	

	

	

	

	

	

	

	

	


B. PRACTICAL ASSESSMENT
Attempt the following tasks

Project 1 (SO 1, AC 1, AC 2, AC 3)
You are required to have 2 Ms Word documents saved on your desk top. The documents must not be less than 5 pages. Ask your assessor or facilitator for assistance. Demonstrate the following;
	NO.
	ITEMS TO BE EVALUATED

	1
	Open the two documents in order to switch control them.

	2
	Resize the two documents so that they can be seen clearly.

	3
	Copy one paragraph from one document and paste on the other.



Project 2 (SO 2, AC 1, AC 2, AC 3, AC 4, AC 5, AC 6, AC 7, AC 8)
Use one of the documents that you used on project 1 to demonstrate the following;

	NO.
	ITEMS TO BE EVALUATED

	1
	Open the saved document

	2
	Add borders to the text: 3-D

	3
	Remove the borders

	4
	Shade text in any 3 paragraphs.

	5
	Remove shading in 2 paragraphs above

	6
	Add current date and time.

	7
	Add any 2 symbols to your text

	8
	Activate and apply hyphenation to the document.

	9
	Add animation to the document: use clip art

	10
	Change character spacing of the document to 2.

	11
	Save the changes

	12
	Close the document


Project 3 (SO 3, AC 1, AC 2, AC 3, AC 4, AC 6, AC 7, AC 8, AC 9; SO 4, AC 1, AC 2, AC 3, AC 4)




Use one of the documents that you used in project 1 to demonstrate the following;

	NO.
	ITEMS TO BE EVALUATED

	1
	Open the saved document

	2
	Set right tab, left tab, and centre tab on text.

	3
	Add bullets to any paragraph in the document.

	4
	Change the format of the bullets

	4
	Remove bullets from the paragraph

	5
	Add numbering to any paragraph.

	6
	Change the numbering formats added in 5.

	7
	Remove numbering from the paragraph

	8
	Add shadow borders to the whole document.

	9
	Change paragraph spacing (12pt before and 10 pt after).

	10
	Change page orientation from portrait to landscape for selected pages.

	11
	Insert a page break in the text.


	12
	Delete a page break in the text

	13
	Save and close the document


Project 4 (SO 5, AC 2, AC 3, AC 4, AC 5, AC 6, AC 7)
Use the document that you used in project 2 to demonstrate the following;

	NO.
	ITEMS TO BE EVALUATED

	1
	Open the saved document

	2
	Add the following header: computers the future 

	3
	Add the following footer: practical assessment

	4
	Remove the header and the footer.

	5
	Add page numbers.

	6
	Split the document into two sections.

	7
	Add any end notes to the document

	8
	Add any footnotes to the document

	9
	Add section break to any part of the document

	10
	Delete the section break

	11
	Save and close the document


Project 5 (SO 6, AC 1, AC 2, AC 3)
The assessor or facilitator shall provide you with a word template e.g template of a policy, registration form. Using the template demonstrate the following;

	NO.
	ITEMS TO BE EVALUATED

	1
	Create a document using the template

	2
	Save the document as a new template with the name assessment template.



	NAME: …………………………………….….
SURNAME: ……………………………….…
COMPANY……………………………….…..

ID……………………………………………...

	EVALUATION CHECKLIST

DATE:

TIME: 




	EVALUATION CRITERIONS
	MET REQUIREMENTS
	DID NOT MEET REQUIREMENTS
	COMMENTS OR ACTION REQUIRED

	PROJECT 1 
	
	
	

	
	
	
	

	2 Ms Word documents are opened in the same window
	
	
	

	The documents are resized 
	
	
	

	Information is copied from one opened document to another.
	
	
	

	PROJECT 2 
	
	
	

	3 D borders are added to the whole document
	
	
	

	Borders are removed 
	
	
	

	Text is shaded and removed   
	
	
	

	Date and time is added to the whole document
	
	
	

	2 symbols are added to the document
	
	
	

	Hyphenation is applied to the document
	
	
	

	Animation is added to the document
	
	
	

	Character spacing is changed to 2
	
	
	

	PROJECT 3 
	
	
	

	Right tab, left tab and centre tab are set
	
	
	

	Bullets are added to a paragraph 
	
	
	

	Bullets format is changed   
	
	
	

	Bullets are removed from the paragraph
	
	
	

	Numbering is added to a paragraph
	
	
	

	Numbering format is changed
	
	
	

	Numbering style is changed
	
	
	

	Numbering is removed
	
	
	

	Shadow borders are added
	
	
	

	Paragraph spacing is changed (12pt before and 10 pt after)
	
	
	

	Page orientation of selected pages is changed from portrait to landscape
	
	
	

	Page break is inserted
	
	
	

	Page break is deleted
	
	
	

	PROJECT 4 
	
	
	

	Header titled computer the future is added
	
	
	

	Footer titled practical assessment is added 
	
	
	

	Header and footer are removed   
	
	
	

	Add page numbers to the whole document
	
	
	

	Split the document into two sections
	
	
	

	end notes and footnotes are added
	
	
	

	Section break is added to the document
	
	
	

	Section breaks are deleted
	
	
	

	PROJECT 5
	
	
	

	A document is created using a template
	
	
	

	Document is saved with the name assessment template 
	
	
	

	
	
	
	

	GENERAL COMMENTS:

	

	Date……………………..
	Time started………………..
	Time completed……………….



	FACILITATOR NAME

………………………………
	FACILITATOR SIGNATURE

…………………………………….
	ASSESSOR ENDORSEMENT

(SIGNATURE)

………………………………….



USE A GRAPHICAL USER INTERFACE (GUI)-BASED PROCESSOR TO FORMAT DOCUMENTS


UNIT STANDARD ID


117924


NQF LEVEL: 4


CREDITS: 5


NOTIONAL HOURS 50








ASSESSMENT INSTRUMENT








Assessment Plan agreed by candidate & completed by the assessor before the actual assessment





Knowledge Questionnaire conducted as per the Assessment Plan





Observation conducted as per the Assessment Plan





Portfolio of Evidence compiled as per the Assessment Plan








A detailed Assessor Report compiled & forwarded for Moderation





Record of Learning Updated





Appeal form completed by the candidate in the event of dispute





Feedback Report Completed by Assessor & individual feedback given to the candidate





Assessment Results Moderated





Action Plan Completed by Assessor





All records & evidence filed





Completed Assessor Report / Moderator Report / Record of Learning 





Approval & Certification obtained 





Certificate of Competencies issued to successful candidates





Register candidates on the Learner Record Database





Portfolio of Evidence submitted as per the Assessment Plan
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