Evidence Requirements for Unit: Word processing software level 2

Please note: This Unit may be achieved via successful attainment of a Unit(s) from a validated qualification.
For level 2 you must provide evidence that you can use a range of word processing tools and techniques effectively to produce professional looking documents that communicate clearly and accurately.
This will involve you carrying out at least two comprehensive tasks by the use of a word processing software application that show you can:
· use appropriate techniques to handle, organise and save files

· combine information of different types by linking information within the same type of software; Adding information from one type of software to information produced using different software, such as a spreadsheet graph to a word processing document

· use a wide range of editing techniques appropriately, such as size and sort, inserting special characters, symbols and mail merge

· format text in word processing documents to make them look professional, using a wide range of tools and techniques, such as for: tabs, columns, styles, pages, files
· use appropriate tools and techniques for creating, editing and formatting professional looking tables, such as inserting tables, creating, adding and deleting columns, modifying column width and row height, adding borders and shading; Selecting, changing and using appropriate templates

· lay out and check text to make documents look professional, by for instance, using proof reading techniques; checking line, paragraph and page breaks fall in appropriate places, and checking that headings, subheadings and other formatting techniques are used appropriately
· improve efficiency by, for example setting up short cuts

Your evidence must also demonstrate that you:

· know how to produce information that is clear and appropriate and meets the needs of the business

· know how to produce professional looking word processing documents
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