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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 GUI-based word processor to enhance a document through the use of tables and columns 

	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, Microsoft word 2010, computer, magazine or newspaper article.
	Completed knowledge questionnaire


Signature of Candidate: 
______________________________

Signature of Assessor: 
______________________________


Date: 



______________________________


Instructions to 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

· For practical assessments you need a computer, Ms Office and the assessor

· Answer section A and Section B

A. FORMATIVE ASSESSMENT
Instruction

· Answer all questions in the presence of the assessor.

· Read each question carefully

Question 1 (SO 1, AC 1)

Draw a table with 4 rows and 3 columns.







(6)
Question 2 (SO 2, AC 1)

Name the steps of changing the width of a column in a table. The columns must have fixed width.   (4)

	

	

	

	

	

	

	


Question 3 (SO 2, AC 10)

Name the steps of sorting a tables’ data numerically, alphabetically in an ascending or descending order.












    (5)
	

	

	

	

	

	

	


B. PRACTICAL ASSESSMENT
Instruction

· Ms Word application; a magazine or newspaper article (Hard copy) is required for these practical Assessments

· Answer all questions in the presence of the assessor.

· Read each question carefully

Project 1 
(SO 1, AC 1, AC 2, AC 3, AC 4, AC 5, AC 6, AC 7; SO 2, AC 1, AC 2, AC 3, AC 4 , AC 5, AC 6, AC 7, AC 8, AC 9, AC 10, AC 11)
The following are marks for 5 students who set for different computer tests.



· Obakeng got
75% (subject A), 70 % (Subject B), 50 % (Subject D) and 60% (Subject C)

· Thabo
got 80%, 60% (subject A), (Subject C) 90% (Subject D) and 76% (subject B),

· Lebogang got 50% (subject B), 55% (subject A), 90% (Subject D)   and 50% (Subject C)

· Lionel
got 60% (subject A), 67% (subject B),, 70% (Subject D)   and 90% (subject C),

· Memory got 68% (subject A),72% (subject C),, 78% (subject D), and 100% (subject B),

Using the above information demonstrate the following;
Note:   
ROWS: names
COLUMN: subject marks

	NO.
	ITEMS TO BE EVALUATED

	1
	Open Ms Word 2010 application.

	2
	Create a table and meaningfully enter the above results for different subjects against their respective learners.

	3
	Select Thabo’s mark for subject C

	4
	Delete Memo’s mark for Subject A

	5
	Insert a cell to record Lionels mark for subject E 80%

	6
	Copy Obakeng’s row and paste it on Lebogang’s

	7
	Remove Lionel’s name and past it on Daniel.

	8
	Increase the width of all the columns

	9
	Change the height of all the rows

	10
	Align all Subject A’s marks to the centre, and Subject C’s mark to the left.

	11
	Add borders to Thabo’s marks

	12
	Change the background shading of the table to red

	13
	Change the text colour for the name “Memo” to blue

	14
	Change border style for Thabo’s marks.

	15
	Change the text font for Lionel

	16
	Sort the names in the table in alphabetical order

	17
	Add two columns to the table and merge them

	16
	Add the total mark for Memo for the 4 subjects.

	17
	Close Ms Word 2010 application.


Project 2 (SO 3, AC 1, AC 2, AC 3; SO 4, AC 1, AC 2, AC 3) 
You are required to work with columns. Note columns here are not those in a table. Columns found in a newspaper can be a good example. 
Pick any magazine or newspaper article and rewrite it using at least three columns. Demonstrate the following;

	NO.
	ITEMS TO BE EVALUATED

	1
	Open Ms Word 2010 application

	2
	Insert document column (at least three)

	3
	Pick any news paper or magazine article and rewrite it using at least three columns

	4
	Change the size of the column

	5
	Insert a column break

	6
	Delete column break

	7
	Add a heading to a column- article for assessment

	8
	Add a text box inside each column and write the statement:  my most favourate article

	9
	Link text boxes between different columns


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

ID……………………………………………...

	EVALUATION CHECKLIST

DATE:

TIME: 




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

	PROJECT 1 
	
	
	

	
	
	
	

	Ms word 2010 application is opened
	
	
	

	A table with 5 rows and 4 columns is created 
	
	
	

	Thabo’s mark for subject C is selected
	
	
	

	Memo’s mark for subject A is deleted
	
	
	

	A cell to add Lionel’s mark for subject E is added
	
	
	

	Obakeng’s row is copied and pasted on Daniel’s column
	
	
	

	The width of all column is increased
	
	
	

	The height of all rows is reduced
	
	
	

	All marks for subject A are aligned to the centre and marks for subject C are aligned to the left.
	
	
	

	Thabo’s marks are in a border
	
	
	

	The background shading for the table is changed to red
	
	
	

	The text colour for Memo is changed to blue
	
	
	

	The border style for Thabo is changed
	
	
	

	Names in the table are sorted in alphabetical order
	
	
	

	Two columns are added and merged
	
	
	

	Numeric calculations are calculated
	
	
	

	PROJECT 2 
	
	
	

	Ms Word 2010 application is opened
	
	
	

	At least 3 document columns are inserted 
	
	
	

	A newspaper or magazine article is entered in the columns   
	
	
	

	The size of the column is changed
	
	
	

	A column break is inserted
	
	
	

	A column break is deleted
	
	
	

	A heading is added to the column
	
	
	

	A text box is inserted inside each column
	
	
	

	Textboxes are linked
	
	
	

	
	
	
	

	GENERAL COMMENTS:

	

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



	FACILITATOR NAME

………………………………
	FACILITATOR SIGNATURE

…………………………………….
	ASSESSOR ENDORSEMENT

(SIGNATURE)

………………………………….



SETA





Register candidates on the Learner Record Database





ASSESSMENT INSTRUMENT








Approval & Certification obtained 





Completed Assessor Report / Moderator Report / Record of Learning 





All records & evidence filed





Action Plan Completed by Assessor





Assessment Results Moderated





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





Appeal form completed by the candidate in the event of dispute





Record of Learning Updated





A detailed Assessor Report compiled & forwarded for Moderation





Portfolio of Evidence compiled as per the Assessment Plan








Certificate of Competencies issued to successful candidates





Observation conducted as per the Assessment Plan





Knowledge Questionnaire conducted as per the Assessment Plan





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





USE A GUI-BASED WORD PROCESSOR TO ENHANCE A DOCUMENT THROUGH THE USE OF TABLES AND COLUMNS


UNIT STANDARD ID: 119078


NQF LEVEL: 3


CREDITS: 5


NOTIONAL HOURS: 50











Portfolio of Evidence submitted as per the Assessment Plan
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