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UNIT STANDARD 116942
Use a GUI-based word processor to create merged documents 
NQF Level

3

Credits
3

Specific Outcomes

Specific Outcome 1: Demonstrate an understand of the uses of merged documents
Assessment Criteria

· Describe how merging of documents works: Main document, data source, merged document
· Describe applications for merged documents 
· Describe the benefits of merged documents: At least three benefits giving reason for the benefit
Specific Outcome 2   Create a merged document
Assessment Criteria

· A data source is created and saved: Data source to contain at least 5 fields and 5 records
· A main document is created and saved: Main document to have: at least 4 of fields of the data source, one field to appear more than once
· A merged document is created and saved: At least two of: letters, labels, forms, envelopes using an existing data source within a word processor, using an external database
· Edit a data source: Add record, delete record, sort record, change record
Specific Outcome 3: Printing Merged Documents
Assessment Criteria

· A Merged documents are previewed
· Merged document are printed: At least two of: letters, labels, forms, envelopes
Critical Cross-field Outcomes (CCFO)

· Identify and solve problems in which responses display that decisions using critical and creative thinking have been made by effectively using merged documents 
· Organise and manage oneself and one’s activities responsibly and effectively by setting up the necessary files to merge document
· Collect, analyse, organise, and critically evaluate information by setting up the necessary files to merge documents
· Communicate effectively using visual, mathematical and/or language skills in the modes of oral and/or written persuasion when engaging with the subject by using merged documents
· Demonstrate an understanding of the world as a set of related systems by incorporating tables and graphics into a document
Formative Assessments

Formative assessment

Discuss how you will be able to use Mail Merge to your advantage at work and at home.  For example, discuss the advantages of mail merging envelopes for your Christmas cards or party invitations. 

Notes to facilitator: you will have to guide the learners through all the assessments, especially the practical ones.  Mail merge is very easy, but the learners may struggle to understand the concepts.

You will only need to print one set of merged documents with the entire class watching.  Learners can practice printing at home or at work, and then only about 4 or 5 documents.

Formative assessment

1. Design an agenda to a meeting to discuss the year end function of your college, place of work or sport/hobby club

Use the data source you created to do a mail merge

Follow the steps as discussed and create a mail merge e-mail

2. Design and create an invitation to the year end function of your college, place of work or sport/hobby club

Use the data source you created to do a mail merge

Follow the steps as discussed and create a mail merge document

Formative assessment

3. Set up a label mail merge for the agenda you developed during the previous assessment.  The labels will be used as name tags during the meeting

· Use the data source you created to do a mail merge

· Follow the steps as discussed and create a mail merge e-mail

4. Set up an envelope mail merge for the invitations you developed during the previous assessment.  The envelopes will be used to mail the invitations. 

· Use the data source you created to do a mail merge

· Follow the steps as discussed and create a mail merge document

End Of Training Assessment

	1. Give a short explanation of the purpose of mail merge.  (3)

	

	2. Name three things you need to create when using Mail Merge.  (3)

	

	

	

	3. Explain three ways that mail merge will benefit you at work.  (3)

	


Work Sample
	1. Type the following in Document 1:

	A number of claims have been put forward as to who developed the first digital computer.

The best known claim is made on behalf of the Harvard Mark 1 which was built by H. H. Aiken with financial assistance from IBM. This computer was completed in 1944. The calculator was electro‑mechanical and was 15 metres long and 2 metres high. It took the Mark 1 about 4.5 seconds to multiply two numbers, each containing 23 digits.

A physicist, Dr John V Atanasoff, made an important contribution to the continued development of the computer. In collaboration with Clifford Berry, he built the first completely electronic digital computer (The ABC ‑ Atanasoff Berry Computer). This computer was, however, only used as a prototype.

The ENIAC (Electronic Numerical Integrator and Computer) was developed in 1946. The ENIAC is regarded as the first successful electronic digital computer. It was more powerful than the other machines which had been built up to that point and was so fast that it could do, in one day, electronic calculations which would have taken 300 days by hand. It had the disadvantage that it did not use an internal stored programme. (5)

	2. Use the document created to create a merged document.  The document must be sent to at least four people.  (6) 

	

	3. Create a new data source to add at least three recipients. (2) 

	

	4. Add at least the following fields:  title, first name, last name, address.  (4) 

	

	5. Create envelopes for the recipients.  (8)  .

	

	6. Sort and edit the data in your data source.  Call the facilitator to observe this.  Sort the data alphabetically and edit one name in the data source.  (2)  

	

	7. View your document in preview. (2). Call the trainer when performing these tasks


TOTAL: 38

Workplace Project and Work Sample

SO1, 2, 3

Do the following at your place of work.  If you are not employed, volunteer at a local community centre, sport club or church.
1. Investigate instances where mail merge could benefit the organisation, e.g. sending out notifications of specials or sales.  Type a memo to your supervisor suggesting using mail merge in future to perform these tasks.  In the memo you have to explain the benefits of mail merge.

2. Create a mail merge document or e-mail to send to more than one recipient.  Make sure that one copy is sent to your facilitator or attach copies of the document/e-mail to your assignment.

3. Create a label mail merge.  Print one page of labels and attach this to your assessment.
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	Date
	Mentor/supervisor signature

	
	
	
	


Declaration Of Authenticity Of Evidence

	I (Initials and Surname) 

	ID No: 

	declare/certify that the learning activities completed in the learner activity workbook in its entirety is my own original and authentic work (interpreter declaration to be completed where necessary)  I acknowledge that should it come to the attention/reported to the training provider/ SETA or relevant authorities, and there is sufficient evidence to prove that there is an irregularity regarding the authenticity of this submission the necessary steps will be taken against me which can result in the one or more of following decisions being taken: 

	· A criminal case being opened,

· Learner achievement certificate cancelled, withdrawn

· Non processing of learner achievement submissions to the SETA pending the outcome of an investigation

· De-registration as an assessor/moderator (where unauthorised assistance is provided by the assessor/facilitator)

· Investigation into the accreditation status of the training provider if there is an irregularity on the part of the training provider

	I know and understand the contents of this declaration:  I have no objection to signing the prescribed declaration, The declaration was also explained to me by the training provider/facilitator

	Signature of Learner:


	Date

	Signature of facilitator/assessor: 


	Date
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	Unit Standard Title
	116942 Use a GUI-based word processor to create merged documents 

	ASSESSMENT DECISION
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	NYC
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	Demonstrate an understand of the uses of merged documents
	
	
	

	Create a merged document
	
	
	

	Printing Merged Documents
	
	
	

	Overall Assessment Decision
	

	Comments
	

	Date 
	

	
	

	Signature of Assessor
	Signature of Candidate


Moderator's Report
	Moderator's Name
	
	Reg. No.
	

	Assessor's Name
	
	Reg. No.
	

	Candidate's Name
	
	ID No.
	

	Unit Standard Title
	116942 Use a GUI-based word processor to create merged documents 

	MODERATION DECISION

	Specific Outcome
	C
	NYC
	Comments

	Demonstrate an understand of the uses of merged documents
	
	
	

	Create a merged document
	
	
	

	Printing Merged Documents
	
	
	

	Overall Moderation Decision
	

	Feedback to Assessor
	

	Action Required 
	

	Date of Moderation
	

	Signature of Moderator
	

	Signature of Assessor
	

	Signature of Candidate
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