
INF1030: WORD PROCESSING 1 SOFTWARE SKILLS CHECKLIST
	INF1030: Word Processing 1
Students develop skills in the proper use of word-processing software, including document creation, editing, formatting, and printing documents.
	Mastery

I know how to use word-processing software to create documents and I can teach someone else.
	Competent

I know how to use word-processing software to create documents but sometimes I may need help.


	Limited

I still need practice using word-processing software to create documents.

	Create and customize documents for personal use applications

	One-page letters 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Documents with graphics
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Memos 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Reports
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Tables and lists
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1. Software commands

	1.1.1. create/open document
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.1.2. navigate a document
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.1.3. enter text in a document
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.1.4. select, replace, and delete text
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.1.5. save and edit document
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.1.6. print
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.1.7. close
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. Lay out documents

	2.1.1. using and changing margins and tabs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.1.2. alignment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. Format content 
	
	
	

	3.1. format text and paragraphs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.1.1.  modify font, style, size and colour
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.1.2.  modify paragraph spacing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.1.3.  creating numbered and bulleted lists
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.1.4.  setting  indentations; e.g., first line, hanging indent, negative, both sides
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.2. manipulate text
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.3. control pagination
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.3.1.  number pages
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.3.2.  insert page breaks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. Work with visual content 
	
	
	

	4.1. insert illustration; e.g.,  pictures, clip art
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.2. format text graphically; e.g., WordArt
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. Organize content 
	
	
	

	5.1. use tables and lists to organize content
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.2. modify tables; e.g., merge/split cells, shading, insert rows/columns
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. Review documents
	
	
	

	6.1. navigate documents
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.1.1. scroll
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.1.2. zoom 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.2. preview documents
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

I can easily demonstrate all learning objectives. I am ready for the final project.


I can demonstrate all learning objectives but should review before attempting


the final project.


I still need more practice, and will develop an action plan with my instructor. 



	Action Plan

Student Signature
Instructor/Facilitator Signature


	
	Time to Reflect


	
	What are three things I learned in this course that I could see myself using in the future?



Answer:

	


	
	What are two things I liked to do in this course?



Answer:

	


	
	What is one thing I would like to find out more about?



Answer:

	


