Word Processing Deliverable

Duration: 10 hours

Participants in this course can anticipate having to download a document that has minimal formatting and some intentional grammatical, spelling and formatting errors.  These errors will require them to apply formatting skills, spell and grammar check, and help to identify new formatting options. 

Participants will also create their own text which will render each product personalized and unique from all others and submit their final product as two different file formats (their application’s default format and rich text format – rtf.) to their course/program mentor using CTAP Online’s document sharing tool.

All activities associated with this course will be accomplished within the use of the 040_template.doc that can be downloaded on the beginning page of the online course content. 

CTC Standards Alignment
Participants successfully submitting the deliverable for this course will cover the standards below.

Skill key:

A — denotes active demonstration of skill

P — denotes passive demonstration of skill

N — denotes standards that are non-demonstrable or covered in Level II professional proficiency activity

Each subcategory has three levels of proficiency: 

Intro — Introductory 

Inter — Intermediate 

Prof — Proficient

	Subcategory — General Knowledge and Skills

	Intro
	P — Identifies word processing terms (e.g., word processing, cursor, styles, etc.)
A — Opens, saves, prints and deletes a document

	Inter
	A — Navigates in a large document
A — Accesses and uses Help
A — Previews document to identify layout problems 
A — Uses basic proofing tools (e.g. spell check, grammar check)

	Prof
	A — Finds and replaces text
A — Saves word processing documents in other file formats
P — Retrieves documents with the find file command

	Subcategory — Communication through Printed Media

	Intro
	A — Types, selects, corrects, deletes, text within a document 

A — Adjusts tabs and margins 
A — Applies and changes font, character and paragraph formatting
P — Changes on—screen view mode and magnification

	Inter
	A — Copies, pastes text within and between documents
A — Uses styles to change the appearance of paragraphs and outlines
A — Uses templates
A — Applies borders
A — Creates numbered and bulleted lists
A — Adds and deletes page breaks, and creates headers and footers
A — Creates tables using built—in software assistance

	Prof
	N — Uses word processors to create lesson plans, articles, reports, etc.
N — Enhances documents by inserting graphics
N — Incorporates drawing tools
N — Resizes and relocates graphics within a document
N — Creates templates
N — Formats text in columns with different fonts and colors


