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This unit aims to provide learners working at Entry 2 with the opportunity to have their
achievements recognised in relation to entering and editing text using ICT; for example, text
message, email or simple document.

Learning Outcomes

Assessment Criteria

Example of ways assessment
criteria could be met

The Learner will:

1 Be able to use ICT to enter
text

The Learner can:

1.1 Use appropriate ICT
application to enter text

The learner shows they can
use ICT to enter text by, for
example; using the keyboard in
a word processing program,
using the touch screen in
symbol based word processing
program, using the icons on an
ICT communication aid, using
the ‘keypad’ on a mobile phone

2 Be able to use ICT to edit
text

2.1 Review text for accuracy

2.2 Make required corrections

The learner is able to check
the text for accuracy by, for
example; reading the text,
using a digital speaking device
to read the text, asking
someone else to read the text.

The learner is able to correct
errors in the text by using the
mouse and editing keys; using
a touch screen and editing
icons; using switch controls to
operate cursor and editing
icons.

3 Be able to present
information in an
appropriate format

3.1 Provide information either
in hard copy or on screen,

as appropriate

The learner is able to present
information by, for example;
using icons and menus to print
out a hard copy, display the
information in full screen
format, display information on
an interactive whiteboard.
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~Assessment

This unit may be assessed using any method, or combination of methods, which clearly
demonstrate that the learning outcomes and assessment criteria have been met.

The assessment methods will be appropriate to the learner’s environment. The learner may use
specialist equipment to access ICT resources, such as touch screens, switches, symbol displays.

Possible ways of demonstrating that the assessment criteria have been met are provided in the
third column of the unit, these are examples only, learners may demonstrate their ability to meet
the criteria in many other ways.

Evidence requirements

The evidence must show that the learner is able to enter text, using input devices appropriate to
their needs, review it, make corrections and present the information. A draft copy and final copy of
the text should be submitted as evidence.

The Record of Assessment and Evidence for this unit must be completed in full and signed by the
assessor to confirm the evidence is authentic and meets the requirements of the learning
outcomes and assessment criteria. The completed Record of Assessment and Evidence, together
with any other appropriate form of evidence that has been generated for the unit, must be
submitted for moderation.
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