Classroom-based Interactive Learning
Programme  Workplace Learning
Structure:  On-the-Job Coaching & Mentoring
Theoretical Agsessment & Practical Workplace Observation

Qualification ~ End User Computing NQF Level 3is intended for learners already employed or new learners entering the workplace,
Target Group: requiring End User Computing skills.

Accesstoacomputerin an office environmentwith MS Office (Word, Excel, PowerPoint, Outlook, Access)
Workplace  Access to thelnternet
Requirements:  Access to Customers
An allocated Workplace Mentor / Supervisor




Unit Standard Type Unit Standard ID

Core
Core

Core

Core

Core

QUALIFICATION ROLL-OUT

117924
116942
119078

117923

116930

Unit Standard Title

Useagraphical userinterphase (GUI)- based word processor to format documents
Use a GUI- based word processor to create merged documents
Use a GUI-based word processorto enhance adocument through the use of tables
and columns

UseaGraphicalUserInterphase (GUI)-based presentationapplicationto prepare
and produce a presentation according to a given brief

Use a Graphical User Interface (GUI)-based presentation application to enhance
presentation appearance

NQF Level

Credits

Core

Core

Core

116937

116943

116940

Use a Graphical User Interphase (GUI)-based spreadsheet application to create and
edit Spreadsheets

Using a Graphical User Interphase (GUI)-based spreadsheet application, enhance the
functionality and apply graph/charts to a spreadsheet

Use a Graphical User Interphase (GUI)-based spreadsheet application to solve a
given problem

Core

Core

Core

Core

Core

Core

Core

Elective

Elective

Elective

Elective

116945 Use electronic mails to send and receive messages 2 2
116935 Enhance, edit and organise electronic messages using a Graphic User Interphase 2 2
(GUI)-bases messaging application.
116931 Use a Graphical User Interface (GUI)-based web —browser to search the Internet 2 4
115391 Demonstrate an understanding of the principles of the internet and the world —wide- 4 3
web
114076 Use computer technology to research a computer topic 4 3
116936 UseaGraphical UserInterface (GUI)-based database applicationtowork with simple 3 3
database
117925 Describe the concepts ofinformationand communication Technology (ICT)and the 2 3
use of its components in a healthy and safe manner
114636 Demonstrate an understanding of preventative maintenance, environmental and 3 6
safety issues in a computer environment
14947 Describe data communications 3 4
14912 Investigate the use of computer technology in an organisation 3 6
117928 Describe the application and effect of Information and Communication Technologies 4 5

(ICT) onsociety

Elective
Elective
Elective

Core

258877
258898
7785
13931

Demonstrate knowledge of and manipulate masterand subdocumentsina Graphical
Review and create documents using a Graphical User Interface (GUl) based word
Function in a business environment

Monitor and control the maintenance of office equipment

w ow w N

A~ AN B>

56 Credits (Fundamental Communication and Mathematics) to be acquired by using the Credit Allocation Transfer based on Entry Level Criteria



