Programme Module Title:

Using a Word Processing Application
Component Title and Code:

Word Processing 3N0588

Level: 




Level 3

Assessment Technique:


Skills Demonstration

Weighting:



40%

Title: 




Modifying a Letter of Complaint
Guidelines:

The Learner will:

· Access the Microsoft Word application on their computer and open the document called letter.doc on the memory stick

· Make changes to the document as per those outlined on the attached sheet

· Proof read the document and use the spell check and grammar check facility and make any appropriate changes

· Adjust the margins of the document to Narrow (Top 1.27cm, Bottom 1.27cm, Left 1.27cm, Right 1.27cm)

· Save the document as newletter.doc 

· Preview the document and then print it
· Close the document and the software application

Assessment Criteria:
Learners will be assessed on the following:

· Explaining a range of the file handling and text formatting icons and their related functions by using the icons when completing this skills demonstration

· Using the keyboard and/or the mouse to enter text, numeric data and symbols
· Using the Caps Lock, keyboard shortcuts and the arrow keys to move the cursor

· Applying formatting to the text

· Using text editing features 

· Adjusting the margins of the document

· Using the spell check and grammar check facility in the software

· Using the print preview facility before printing the document
Date of Skills Demonstration: ________________


Duration: 30 minutes
I, ________________________________, confirm that this is my own work.

Signed:
____________________________


Date: ________________________
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| am writing this letter regarding a new washing machine that | purchased in your shop. | used it for

the first time on the morning of the 14™ May. I turned on the washing machine when | was leaving

the house to go and do some shoping and when | returned 2 hours later, my kitchen floor was

flooded.
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Upon inspection it appears that the seal is missing from around the door of the washing machine <— SthP

—darmaged- hefefore. 4
fone | Not only do | now have a faulty washing machine but the timber floor in my kitchen is also seriousﬂ
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1 would like a full refund for the washing machine and | would also like you to replace or repair my
kitchen floor. ¥ NWou &nlence. hee
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This is a sample brief and should not be used for the purposes of assessing learners


