Evidence Requirements for Unit: Word processing software level 3

Please note: This Unit may be achieved via successful attainment of a Unit(s) from a validated qualification.
For level 3 you must provide evidence that you can use a range of word processing tools and techniques efficiently to produce complex documents that communicate effectively.
This will involve you in assisting in the planning and carrying out at least three substantial and complex tasks by the use of a word processing software application to show you can:
· handle files and convert them, where necessary, to another suitable format
· combine information to create complex documents by, for instance, making references to external data, such as hyperlinks, object linking and embedding; by using advanced techniques for combing or merging versions of information from different users; exporting and importing, linking objects between different software
· edit text by using advanced editing techniques appropriately, such as, sorting and merging a data source with the main document; changing security, authoring tools, creating, modifying and merging different versions and improving efficiency for other users (eg hyperlinks)
· format text in complex word processing documents, effectively using appropriate tools and techniques, such as for, sections, and styles; using appropriate tools and techniques for creating, editing and formatting complex tables, such as converting text to tables and tables to text; creating suitable templates; changing document structure, such as headings, footnotes, bookmarks, watermarks, captions and numbered paragraphs; cross-referencing using indexes and tables of content

· lay out and check text in complex documents ensuring that structure, style and formatting are used to aid meaning in complex text

· improve efficiency, by for instance, customising menus and toolbars; automating common tasks such as by using macros

Your evidence must also demonstrate that you:

· know how to produce information that is well structured and fit for purpose

· know how to produce complex word processing documents.
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