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Element |
Element 2

Results:

Unit Standard 111
Use a word processor to produce documents

Describe the basic principles, terminology and techniques used for word processing.
Apply the basic principles, terminology and techniques used for word processing t
documents.

Element 1

Describe the basic principles, terminology and techni
processing. Basic principles and terminology for word
creation, naming, storing, retrieval, editing, formatting, previ
the techniques — customising formats, and manipulating i nce with
the system requirements.

1.1

Basic principles, terminology, and techniques used for w are described

in terms of their function and use in the production of inf

document creation

naming,

storing,

retrieval.

editing.

formatting

previewing

printing

customising forma

Element 2

es, terminology and techniques used for word
uments.

2.1

2.2

O| 0|0 |0o0o0o0|o|o|jo|o|o|o

ed, formatted, manipulated, and printed in accordance with
and output required.

format paragraph,
rmat document, Evidence of three format techniques reqd.

at tabulation

format font selection

manipulation — move

manipulation — copy

manipulation — insert

manipulation — delete

manipulation — restore Evidence of three manipulation reqd.

manipulation — find and replace

manipulation — set language

manipulation — check spelling & grammar

Oo|o|o|o|o|o|o

manipulation — customise dictionary
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2.3

System features are used to identify and manipulate screen display options and
controls.

maximise

minimise,

and page view

layout view

normal view

evidence of four features is required

print preview

zoom %,

ruler

tool bars

Oooooooooo| O

help;

2.4

Data security procedures and file management techni ccording to the
word processing program in use and organisational ri

name

save

copy

files

password

save as new file

rename file

locate files

O0O|o|o|o/o|o|o|o

display folder co
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Task 1 Practical Test

Create a new Word Document

Save the document as Ford End of Season Run Out.doc in a folder named 111. O

Type the text on the attached page

Insert the sentence Popular models and specials are as follows at the
end of the first paragraph O22M

In the Fiesta paragraph, delete the text , with all round visibility, easy O22M
Put your teacher’s name as a header O
Put your name as a footer O
Print a copy of your document O
Save and close the document O
Reopen the document O
Move the Focus heading and paragrap, ndeo heading, adjusting
spacing as necessary O22M
Apply Arial 12 font to the whole d O22F
Format the main heading to A ) nd centered O22F
Apply bold to the Fies 20 headings O22F
Apply bold to the tabula O22F
O22F
O
O

endialogue box to create a copy of the file called Ford End of Season Run Out.doc in the
r. Name the copy Ford End of Season Run Out - August deals.doc 024

ve the Fiesta heading and paragraph, adjusting spacing as necessary O22M
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Delete the information on Fiesta from the tabulated columns and change the remaining prices as follows.

Model Engine Size Sales Period Priced from
Focus 2000 Ends 31 August $30,249
Mondeo 2000 Ends 31 August $34,499

Print a copy of your document

O
Close the document without saving \z

Task 2 Observation

Show me each of where each of your documents are saved on yo 024
Show me how you would attach a password to either of fil 024
Open the document Ford End of Season Run Out - A 024

Ky
g
()Q
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Foro End of Season Run Out
Few car manufacturers offer a range of cars as exciting as the curvent wodels available from Ford. The

superb Buropean designs ave as at home in the city as they are on the open road making them a true
pleasure to drive. Take advantage of the bargain offers curvently available to allow you to feel

difference of driving a fantastic New Zealand new Forol.
st Laing
Th ne

Flesta
The 5 door Flesta is a fun hatchback that offers both powerful performance and
experience. The car is easy to drive and, with all vound \/LsLbLL’L’cg, easy to park.
offers Lively acceleration together with the safety of ABS brakes and dual airb

Mowndeo

Available tn six stylish body styles the Mondeo deserves its reputatio beater.
Completely remodeled for 2007 with improvements to the chassis thi Pear®nat is fun to
drive.

Focus

Madle famous through the World Rally Champlonshi
n both 2007 and 200€. The Focus covmbines sleek Euro
englneering.

the manufacturers champlonship
ing with quality German

Moolel Sales Perlod Priced from

Flestn Ends 30 June £20,999
Focus Ends 31 July £20,499
Mowdeo Ends 31 July 435,990

* ncludes veoy d costs.
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Task 3 Observation

Show me & describe how you would create a document
What is the function of creating a document?

Show me & describe how you would name a document
What is the function of naming a document?

Show me & describe how you would store a document
What is the function of storing a document?

Show me & describe how you would find a previously saved document

Q.

What is the function of retrieving a document?

Show me & describe how you would edit a document
What is the function of editing a document?

Show me & describe how you would format a dogument
What is the function of formatting a docum
Show me & describe how you would iew

What is the function of print previewin ment?

Show me & describe how you a d document as rich text format
ment as rich text format?

What is the function of

Show me & describe h d save a word document as a read only document

O O O o o o 0o oo o o o o

What is the n of savin ord document as a read only document?

Tas stration

u would maximise and minimise your documents 2.2

ow you would print preview your documents 022

S me how you would zoom to 66 %, 022

Show me how you would display and hide the ruler Oo2.2

Show me how you would display and restore the formatting tool bar o222

Show me how you would switch the page view between layout view & normal view o222
7
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Assessment Guide

Elements and
Performance Criteria

Evidence Statements

Judgement Statement
(quality and quantit

1.1 Basic principles,
terminology, and techniques
used for word processing are
described in terms of their
function and use in the
production of information.

Task 3 Verbal answers.

See suggested answers attached.

The learner must 3
tasks correctly.

Learner responses are 0
depth and the

2.1 Keyboard and/or
mouse commands are used in
accordance with program
features and requirements.

Task 3 Observation and demonstration

See suggested answers attached.

sponses may differ
the suggested answers
roviding the task is achieved.

2.2 Documents are
created, formatted,
manipulated, and printed in
accordance with information
provided and output required.

Task 1 Practical Test
Season ut.doc.

Popular models and

ws is added at the

adjusted as necessary
esta heading and paragraph,
d spacing adjusted as necessary

* Whole document formatted to
Arial 12 font (format Document & font)

« Main heading formatted to Arial
16 font bold and centered (format line)

» Bold applied to the Fiesta, Focus &
Mondeo headings

» Bold applied to the tabulated
column headings

» Tabulated text formatted to 1.5
spacing (format tabulation & paragraph)

» Ford End of Season Run Out.doc &
Ford End of Season Run Out— August
deals.doc printed

See suggested answers attached.

The learner must complete at
least three manipulation and
three formatting tasks correctly.

Learner responses are identical
to the suggested answers.

Both documents are printed
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2.3 System features are
used to identify and
manipulate screen display
options and controls.

Task 4 Demonstration
The learner can;
* maximise and minimise their
documents
* print preview their documents
e zoom to 66 %,
« display and hide the ruler
« display and restore the formatting
tool bar
 switch the page view between
layout view & normal view

The learner must complete four
of the feature tasks correctly.

2.4 Data security
procedures and file
management techniques are
used according to the word
processing program in use
and organisational
requirements.

Task 2 Observation
The learner shows

» Each of their documents are sav
on their network drive in a folder na
111.

¢ The two documents are
Ford End of Season Ru
End of Season Run
deals.doc
* how they would

Out - August deals.doc
o locate & display the
ir 111 folder

ocuments must
he students network
Ider named 111.

¢ The documents must be
named Ford End of Season Run
Out.doc & Ford End of Season
Run Out- August deals.doc.

¢ The new file Ford End of
Season Run Out- August
deals.doc must be created as a
copy of Ford End of Season Run
Out.doc and renamed.
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Task 3 Observation

Show me & describe how you would create a document
For example by pressing Ctrl N, file new or clicking on the New Blank Document Icon

What is the function of creating a document?
For example to start a new blank page with nothing else already written on it

Show me & describe how you would name a document 1.

For example by using the file, Save As option

O
What is the function of naming a document? Q
For example to allow you to easily find documents in future

1.1

Show me & describe how you would store a document 014
For example by using the file, Save As option and navigating to the approp
the learner’s area of the network
What is the function of storing a document? a1
For example to create a permanent copy of the document for fut
Show me & describe how you would find a previously [
For example by using the file, Open option or windows igating to the
appropriate file on the network.
What is the function of retrieving a docume [
For example to print another copy, to alt nt, to continue work started on
another occasion.
Show me & describe how you wi ument O1.1
For example by using the bac te keys,
What is the function of editi 7 0141
For example to make parts of a document no longer required. To
reword parts of a doc es better sense.
011
ences and using the Format Font and Paragraph functions.
s on the formatting toolbar. By pressing Ctrl B, |, U.
011
hange the appearance of sections of the text to make items stand out
escribe how you would print preview a document O1.1
le using the File, Print Preview function. By using the Print Preview buttons on
tandard toolbar.
What is the function of print previewing a document? [
For example to see what a document will look like when it is printed so that you can
check that it as you want. To avoid printing documents that are not as you want them
and avoid wasting paper and toner.
Show me & describe how you would save a word document as rich text format [

For example by using the file, Save As option and selecting ritf from the drop down menu
11
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in the Save as type option box.

What is the function of saving a word document as rich text format?
For example to enable the file to be opened by other programs other than Microsoft Word.
To enable the file to be opened by non windows computers such as MACs.

Show me & describe how you would save a word document as a read only document
For example by saving the document and then right clicking on the file, choosing
properties and checking the read only box. By choosing Tools, Options, Security and
checking the read only box.

What is the function of saving a word document as a read only document?
For example to prevent the document from accidentally being overwritten. To preven
the document from accidentally being altered. To keep a master copy of the docu

QA
g
QQ
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Ford End of Season Run Out.

Ford End of Season Run Out

Few car manufacturers offer a range of cars as exciting as the current models av
from Ford. The superb European designs are as at home in the city as they are o
open road making them a true pleasure to drive. Take advantage of the bargain of
currently available to allow you to feel the difference of driving a fantastic Ne aland
new Ford. Popular models and specials are as follows.

Fiesta
The 5 door Fiesta is a fun hatchback that offers both powerful perf a
passionate driving experience. The 1.6 litre engine offers lively together with

the safety of ABS brakes and dual airbags.

Focus
Made famous through the World Rally Championship
championship in both 2007 and 2008. The F
quality German engineering.

won the manufacturers
eek European styling with

Mondeo
Available in six stylish body style
beater. Completely remodele
car that is fun to drive.

deserves its reputation as being a world
provements to the chassis this is a family

7 wi

Model Sales Period Priced from
Fiesta 00 Ends 30 June $20,999
Focus 2000 Ends 31 July $30,499
Mo 2300 Ends 31 July $35,990
stration and on road costs.
13
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Ford End of Season Run Out — August Deals.

Ford End of Season Run Out

Few car manufacturers offer a range of cars as exciting as the current models av
from Ford. The superb European designs are as at home in the city as they are o
open road making them a true pleasure to drive. Take advantage of the bargain of
currently available to allow you to feel the difference of driving a fantastic Ne aland
new Ford. Popular models and specials are as follows.

Focus
Made famous through the World Rally Championship where Ford facturers
championship in both 2007 and 2008. The Focus combines sl n styling with
quality German engineering.

Mondeo
Available in six stylish body styles the Monde r utation as being a world
beater. Completely remodeled for 2007 with o the chassis this is a family

car that is fun to drive.

Model Sales Period Priced from
Focus Ends 31 August $30,249
Mondeo Ends 31 August $34,499
* Includes registratignan road costs.
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