
[bookmark: _Hlk74833100]OCR Level 1 in IT User Skills ITQ
Evidence Checklist and Evidence Guide for:
Unit 77: Word Processing Software Level 1 (Credit Value 3)



	Candidate Name:
	     
	
	Centre Number:
	     




[bookmark: _Hlk73519722]© OCR June 2021 OCR Level 1 in IT User Skills ITQ	Evidence Checklist and Evidence Guide for: Unit 77: Word processing software Level 1 (Credit Value 3)	1
Completed evidence checklists must be submitted with candidate work for each unit. No substitute is permitted.

Centre assessors must assess the candidate’s work prior to submission.

Only units that have been achieved should be submitted for moderation.

Please note that where candidates are required to demonstrate amendments/replacements/moves/deletions, before and after evidence will need to be submitted.

All pages must be numbered and the page number referenced on this form.  The examples given are indicative of the learning context at each level and are not intended to form a prescriptive list for the purpose of assessment. However, Evidence requirements (in bold italics), must be followed.





	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	A1	Enter and combine text and other information accurately within word processing documents.
A1.1	Identify what types of information are needed in documents
	A1.1  List the types of information within a particular document.
Examples:  Types of information:  Text, numbers, images, other graphic elements (e.g. lines, borders).
	     

	A1.2	What templates are available and when to use them
	A1.2  Discuss two templates and when to use them
Examples:  Templates:  Blank documents; existing templates, working from an example document. 
	     

	A1.3	 Use keyboard or other input method to enter or insert text and other information
A1.4	Combine information of different forms or from different sources within a single document
A1.5	Enter information into existing tables, forms and templates
	A1.3, A1.4 & A1.5  Create document(s) combining information which must be a minimum of four paragraphs and combine information of different forms or from different sources. Enter information into at least one of each: existing tables, forms and templates
Examples:  Keyboard or other input method: Keyboard skills: using the full range of keys, typing accurately and efficiently, keyboard shortcuts.  Other input methods: voice recognition, touch screen.
Combine information: Combine: insert, size, position, wrap, order, group.  Copy information from a different source (e.g. an additional paragraph).
Existing tables, forms, templates:  e.g. memos, forms, job applications.
	     

	A1.6	Use editing tools to amend document content 
	A 1.6  Use a minimum of three different editing tools
Examples:  Editing tools: Editing tools appropriate to the type of information, for example: select, copy, cut, paste, undo, redo, drag and drop, find, replace, insert, delete, size, crop, position.
	     

	A1.7	Store and retrieve document files effectively, in line with local guidelines and conventions where available
	A1.7  There should be evidence of appropriate file management.
Examples:  Store and retrieve: files (e.g. create, name, print, save, save as, find, open, close).
	     




	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	A2	Structure information within word processing documents.
A2.1	Create and modify tables to organise tabular or numeric information.
	A2.1  Create a table and provide evidence of at least two modifications.
Examples:  Tables: Add table, insert and delete rows and columns, adjust column width.
	     

	A2.2 Select and apply heading styles to text
	A2.2  Apply heading styles to a document. 
Examples:  Styles: Pre-defined heading styles.
	     




	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	A3	Use word processing software tools to format and present documents.
A3.1	Identify what formatting to use to enhance presentation of the document
	A3.1  Using one document, list at least three formatting techniques that would enhance it.
Examples:  Format characters: Size, font style (typeface), colour, bold, underline and italic.
Format paragraphs: Alignment, bullets, numbering, line spacing, borders, shading.
	     

	A3.2	Select and use appropriate techniques to format characters and paragraphs
	A3.2  Use a minimum of three different techniques to format characters and paragraphs.
Examples:  Format characters: Size, font style (typeface), colour, bold, underline and italic.
Format paragraphs: Alignment, bullets, numbering, line spacing, borders, shading.
	     

	A3.3	Select and use appropriate page layout to present and print documents
	A3.3  Use a minimum of two different page layouts.
Examples:  Page layout: Size, portrait, landscape, margins, page breaks, page numbering; standard document layouts (e.g. letter, memo).
	     

	A3.4	Check documents meet needs, using IT tools and making corrections as necessary 
	A3.4  There should be evidence of checking documents.
Examples:  Check word processed documents: Spell check, grammar check, typeface and size, hyphenation, page layout, margins, line and page breaks, tables, print preview, accuracy, consistency.
	     


I state that the evidence for this unit is included on the specified printouts (or saved electronic files) indicated above.
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