Evidence Requirements for Unit: Word processing software level 1

Please note: This Unit may be achieved via successful attainment of a Unit(s) from a validated qualification.
For level 1 you must provide evidence that you can use word processing tools and techniques to produce appropriate basic documents.
This will involve you carrying out at least two straightforward tasks by the use of a word processing software application that show you can:
· handle files by using basic file handling techniques for the software, such as create, open, save (as) and print

· combine information by using basic techniques, such as insert, size and position

· edit text using basic editing techniques appropriately, such as insert, delete, cut, copy, paste, drag and drop, find and replace

· format text in basic word processing documents by using appropriate tools and techniques, such as for: characters, paragraphs, lines and pages 

· lay out and check text in basic documents by for instance, creating simple tables and adding data to them; entering text into existing templates, such as for letters, envelopes and faxes; Using the spell check, grammar check and word count to check the accuracy of basic text
Your evidence must also demonstrate that you:

· know how to produce information that communicates effectively
· know how to produce basic word processing documents
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