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THE OPEN UNIVERSITY OF KENYA

DESIGN PLAN

The Design Plan presented below reflects the CUE suggested Plan but goes beyond that to specify how each outcome will be handled. All modules are based on this Design Plan.
Note: The principle of constructive alignment informs this Design Plan.


	Programme title
	BACHELOR OF TECHNOLOGY EDUCATION

	Course title
	CIT 122 Computer Applications

	Learning Module number
	CIT 122-04

	Learning module title
	Graphics and Multimedia in Word Processor

	Module Developer
	Dr. Mary Mwadulo

	Module duration in hours
	6 Hours

	Instructional Hour Equivalent (Divide duration by 2)
	

	Reviewed by
	

	Vision
	The innovative university for inclusive prosperity

	Audience description
	The audience for this module includes individuals or teams who use word processors for document collaboration and management in various professional contexts, such as business teams, undergraduate students’, remote workers, researchers, content creators, project teams, educators, and legal teams. They may have intermediate to advanced level proficiency in using word processing software and are seeking to enhance their skills in collaborating and managing documents efficiently within a word processor environment.

	Instructions to learners
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	Designer:Provide an audio with  the followed prerecorded informations 
Welcome to Graphics and Multimedia in word processor module! As your facilitator, I'm here to guide you through this learning experience.
Here are some instructions to help you get started:
1. Familiarize yourself with the course materials: Ensure you understand what you'll be studying in this module, what the learning outcomes are, and how the course is structured.
2. Manage your time effectively: Set aside a specific amount of time each day or week to work on this module. Make a schedule that works for you, and stick to it as much as possible.
3. Stay organized: Keep track of your progress by taking notes, using a planner, or using an online tool to keep track of your assignments and deadlines.
4. Participate in the online discussions: Take advantage of any online forums or discussion boards that are available to you. Engage with your fellow learners, ask questions, and share your own experiences and insights.
5. Complete all assignments: Make sure you complete all the assignments and quizzes associated with this module. This will help you reinforce what you've learned and prepare you for any assessments that may be required.
6. Seek help when needed: If you're struggling with any part of the module, don't hesitate to reach out to your facilitator or the support team for help. They're there to assist you and help you succeed.

Remember, learning is a process, and everyone learns at their own pace. Don't be discouraged if you encounter challenges along the way. With persistence and effort, you can master the material and achieve your learning goals.

 Good luck!


	Learning module description
	This learning module provides participants with the knowledge, skills, and best practices to effectively collaborate and manage documents using word processors, enhancing their productivity, efficiency, and professionalism in collaborative document workflows. 
Teaching Methodology
· Step-by-step demonstrations and tutorials for using word processing software.
· Hands-on practice exercises to reinforce learning.
· Real-world examples and scenarios to illustrate practical applications.
· Interactive discussions and Q&A sessions to clarify concepts.
· Supplemental resources, such as cheat sheets and quick reference guides, for further learning.
Target Audience
· This learning module is designed for individuals or teams who use word processors for document collaboration and management in various professional contexts, such as business teams, remote workers, researchers, content creators, project teams, educators, and legal teams. It is suitable for participants with intermediate to advanced level proficiency in using word processing software, who are seeking to enhance their skills in collaborating and managing documents efficiently within a word processor environment. 
Duration
· The module can be completed in approximately 6 hours, depending on the pace of the learners and the depth of content covered.


	Module objectives:

	The module seeks to facilitate learning about:

1. Various types of multimedia that can be embedded in a word processor, such as images, videos, and audio files. 
2. Purpose and importance of using graphics, tables, and multimedia in documents to enhance visual communication and convey information effectively.
3. Ability to insert, modify, and delete graphics, tables, and multimedia in a word processor using the available tools and commands.
4. Critical thinking skills by analyzing and selecting appropriate graphics, tables, and multimedia to effectively communicate information in a word processor.

	Module learning outcomes:


	By the end of the module  you should be able to:

1. Explain the various types of multimedia that can be embedded in a word processor, such as images, videos, and audio files. 
2. Discuss the purpose and importance of using graphics, tables, and multimedia in documents to enhance visual communication and convey information effectively.
3. Demonstrating the ability to insert, modify, and delete graphics, tables, and multimedia in a word processor using the available tools and commands.
4. Develop critical thinking skills by analyzing and selecting appropriate graphics, tables, and multimedia to effectively communicate information in a word processor.

	Planned Learning Resources
	A Computer, course modules, online based materials, virtual lab, recorded lecturers, assessment tools, online videos, case studies, LMS, eBooks, books, interactive quizzes, Smart phones, virtual tools such as Zoom , google meet

	ACTIVITY 1: INTRODUCTION
VIDEO 1: Pre-recorded lecture on topic emphasizing LEARNING OUTCOME 1:
 Factual knowledge.
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	Designer: Provide a video with  the following prerecorded information

Multimedia in word processor refers to the use of various types of media elements, such as images, videos, audio files, animations, and interactive elements, to enhance the visual and interactive aspects of a document. Multimedia elements can be inserted or embedded directly into a word processor document, allowing for the integration of different media types to create dynamic and engaging content

Examples of multimedia that can be embedded in a word processor
1. Images: Word processors allow for the insertion of various image formats such as JPEG, PNG, GIF, BMP, and more. Images can be used to enhance visual communication, convey information, and add visual appeal to documents. They can be inserted as standalone images or integrated into other document elements, such as charts or diagrams.
2. Videos: Word processors may support the embedding of video files, such as MP4, AVI, or MOV, allowing for the inclusion of multimedia presentations, instructional videos, or demonstrations within a document. Videos can be played directly within the document or linked to external video hosting platforms.
3. Audio files: Word processors can also support the insertion of audio files, such as MP3, WAV, or AAC, enabling the inclusion of audio clips, voice recordings, or background music. Audio files can be played within the document or linked to external audio hosting platforms.
4. Animations: Some word processors may support the inclusion of animated graphics, such as GIFs or SWF files, which can add dynamic visual elements to a document. Animations can be used to illustrate concepts, demonstrate processes, or create interactive content.
5. Interactive elements: Word processors may also allow for the inclusion of interactive multimedia elements, such as interactive charts, maps, or quizzes. These interactive elements can enhance user engagement, facilitate learning, and provide dynamic content within the document.
6. Hyperlinks: While not traditional multimedia, hyperlinks are also a form of embedded content in a word processor that can link to external websites, documents, or resources. Hyperlinks can be used to provide additional information, references, or sources within a document, enriching the content and providing access to external multimedia resources.
It's important to note that the specific multimedia types and features supported may vary depending on the word processor software being used, as different word processors may have different capabilities and compatibility with multimedia formats.

Graphics in a word processor refer to visual elements, such as images, illustrations, diagrams, charts, and other visual representations, that can be inserted or embedded into a document to enhance its visual appeal, convey information, and improve overall communication. Graphics in a word processor can be created using built-in drawing tools, inserted from external sources, or copied and pasted from other documents or applications. Here are some key points about graphics in a word processor:
Inserting graphics: Word processors typically provide options to insert graphics from various sources, such as from local files, online sources, or from clip art galleries. Graphics can be inserted into a document by selecting the appropriate insert option and navigating to the desired file or source.
Formatting graphics: Graphics in a word processor can be formatted and customized to suit the needs of the document. Formatting options may include resizing, rotating, cropping, applying borders and shading, adjusting brightness and contrast, and more. These formatting options can be accessed through the graphics editing tools provided by the word processor.
Graphic file formats: Graphics in a word processor are typically saved as image files in common formats such as JPEG, PNG, GIF, BMP, TIFF, and more. The supported file formats may vary depending on the word processor software being used, and it's important to ensure that the chosen file format is compatible with the word processor and can be displayed accurately in the document.
Graphic placement: Graphics in a word processor can be placed inline with the text, floated to one side of the page, anchored to a specific paragraph or location, or positioned relative to other elements in the document. Word processors typically provide options to control the placement and alignment of graphics within the document.
Accessibility considerations: When using graphics in a word processor, it's important to consider accessibility for users with visual impairments. This may include providing alternative text descriptions (alt text) for images, ensuring proper color contrast for readability, and using other accessibility features provided by the word processor to ensure that the document is accessible to all users.
Copyright and permissions: It's important to adhere to copyright laws and obtain appropriate permissions when using graphics in a word processor. This may include using royalty-free or licensed graphics, providing proper attribution, and obtaining necessary permissions for use of copyrighted materials.

Commonly supported graphics file formats in word processors include JPEG (Joint Photographic Experts Group), PNG (Portable Network Graphics), GIF (Graphics Interchange Format), BMP (Bitmap), and TIFF (Tagged Image File Format).
These file formats are typically used for static images, such as photographs, illustrations, and diagrams, and can be inserted into a word processor document to enhance visual communication and convey information.
Graphics file formats may vary depending on the word processor software being used, and it's important to ensure that the chosen file format is compatible with the word processor and can be displayed accurately in the document.

Overall, graphics in a word processor can enhance the visual appeal and effectiveness of a document by conveying information, illustrating concepts, and improving overall communication. It's important to use graphics judiciously, follow best practices for formatting and accessibility, and adhere to copyright laws and permissions when incorporating graphics into a word processor document.

Tables:
Tables in a word processor are a powerful tool for organizing and presenting data in a structured and visually appealing format. Tables can be used to create grids of cells that can contain text, numbers, or other types of data. Here are some key points about tables in a word processor:
Creating tables: Word processors typically provide options to create tables from scratch or by using pre-designed table templates. Tables can be inserted into a document by selecting the appropriate insert option and specifying the desired number of rows and columns.
Formatting tables: Tables in a word processor can be formatted to customize their appearance and layout. Formatting options may include adjusting column widths and row heights, applying cell borders and shading, changing fonts and colors, and more. These formatting options can be accessed through the table editing tools provided by the word processor.
Adding content to tables: Once a table is created, content such as text, numbers, or other data can be added to the cells of the table. Tables can be used to create various types of data representations, such as lists, schedules, comparisons, and more.
Sorting and filtering data: Tables in a word processor often provide options to sort and filter data within the table. This can be useful for organizing and analyzing data within the table based on specific criteria, such as sorting data alphabetically or numerically, or filtering data based on certain conditions.
Accessibility considerations: When using tables in a word processor, it's important to consider accessibility for users with visual impairments or other disabilities. This may include using appropriate table headers, providing alternative text descriptions (alt text) for table elements, and using other accessibility features provided by the word processor to ensure that the table is accessible to all users.
Copying and pasting data: Tables in a word processor can be easily copied and pasted from other documents or applications, or from external sources such as spreadsheets or databases. This can be useful for transferring data between different documents or integrating data from multiple sources into a single table.
Editing tables: Word processors typically provide options to edit tables after they have been created, allowing for modifications to the table layout, content, formatting, and other properties. Table editing tools may include options to add or delete rows and columns, merge or split cells, resize cells, and more.
Word processors typically support the creation and editing of tables within documents, allowing for the organization and presentation of tabular data.
Tables in word processors are typically created using the built-in table creation tools or by pasting tabular data from other sources, such as spreadsheets or databases.
Tables in word processors can be formatted and customized to include various table styles, cell merging, cell shading, and other formatting options to suit the needs of the document.
Tables in word processors can be saved as part of the document file and are typically compatible with other common word processing file formats, such as DOCX (Microsoft Word Document), ODT (OpenDocument Text), and RTF (Rich Text Format).

Overall, tables in a word processor are a versatile tool for organizing and presenting data in a structured format. They can be used for a wide range of purposes, from simple lists to complex data representations, and offer numerous formatting and editing options for customization. It's important to use tables effectively, consider accessibility, and format them appropriately to enhance the readability and usability of the document.


	
	Click the link below to watch the three videos Tables, Graphics and multimedia. Write your own notes to summarize what you have watched. This notes will guide you in responding to the questions that follow.

Video 1
Title: Microsoft Word Tutorial: Using Tables in Word
Video Link: https://youtu.be/FcVEVmY7tBk
Source: Simon Sez IT
Time taken to watch the video (minutes: seconds): 15:34

Video 2
Title: Insert Graphics into a Microsoft Word Document
Video Link: https://youtu.be/ykxc6udhMAY
Source: CT State Teaching and Learning
Time taken to watch the video (minutes: seconds): 3:36

Video 3
Title: Inserting Audio and Video in a Word Processor
Video Link: https://youtu.be/lga054KZuqA
Source: TALP Karnataka English Video
Time taken to watch the video (minutes: seconds): 8:09


	ACTIVITY 2: READING
READING MATERIAL 1
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	1. Access the reading material below on Tables, Graphics and multimedia. 
2. Make your own notes as they will guide you in answering the questions that follow.

Title: What is a hyperlink or link
Link: https://www2.unbc.ca/sites/default/files/sections/web/links.pdf

Title: Tips for using Photos in Word Document
Link: https://www.partnersinsalford.org/media/tx4cbjpv/tips_for_using_one_page_profile_templates.pdf

Title: Tables in Microsoft Word
Link:http://cre8te.co.uk/wp-content/uploads/2016/10/Lesson-5-Tables-in-Microsoft-Word.pdf


Title: Word Processing Graphics
Link: https://static.libnet.info/images/pdfs/geneva/Class%20Handouts/WordProcessingGraphics.pdf


Title: How to insert Audio Files into Microsoft Word
Link: https://erinwrightwriting.com/audio-files-in-microsoft-word/

Designer: avail the reading materials for the learner

	ACTIVITY 3:  Comprehension questions:
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1. Having watched the videos and read the book chapter on, Tables, Graphics and multimedia, attempt ALL of the following multiple choice questions. 
2. You are expected to get at least eight questions correct in order to proceed to the next activity.
3. This Activity will be graded


Questions

Which feature in a word processor allows you to organize and display data in rows and columns?
a. Tables
b. Graphics
c. Visuals
d. Audio

What is the purpose of using graphics in a word processor document?
a. To add visual appeal
b. To enhance readability
c. To add audio elements
d. To organize data

Which of the following is NOT a type of visual element that can be inserted in a word processor document?
a. Charts
b. Images
c. Videos
d. Audio clips

What is the primary function of audio elements in a word processor document?
a. To enhance visual appeal
b. To organize data
c. To add audio effects
d. To convey information through sound

How can you modify the appearance of a table in a word processor document?
a. Change the font style
b. Adjust the table borders
c. Resize the table
d. All of the above

Which of the following is NOT a common format for graphics in a word processor document?
a. JPEG
b. MP3
c. PNG
d. GIF

Which feature in a word processor allows you to add alternative text to graphics for accessibility purposes?
a. Table of contents
b. Caption
c. Alt text
d. Hyperlink

Which of the following is NOT a common use of visual elements in a word processor document?
a. Creating infographics
b. Adding illustrations
c. Enhancing readability
d. Playing audio clips

What is the purpose of using audio elements in a word processor document?
a. To add visual appeal
b. To enhance readability
c. To add audio effects
d. To convey information through sound

Which of the following is NOT a common use of tables in a word processor document?
a. Organizing data
b. Creating schedules
c. Adding audio effects
d. Creating forms
Designer: What is highlighted in red is the correct answer. Each question carries one point. If a learner does not get atleast eight correct answers then the learner should be referred back to watch the videos and re read the book chapter


	LEARNING OUTCOME 2: Conceptual knowledge


ACTIVITY 4: Video to be used.

	1. Click the link below to watch the two videos on the purpose and importance of using graphics, tables, and multimedia in documents to enhance visual communication and convey information effectively.
2. Write your own notes to summarize what you have watched. This notes will guide you in responding to the questions that follow.
Video 1
Title: 
Video Link: 
Source: 
Time taken to watch the video (minutes: seconds): 


Video 2
Title: 
Video Link: 
Source: 
Time taken to watch the video (minutes: seconds): 


	CASE 1:
[image: Shape

Description automatically generated with low confidence]
	3. Read the case scenario below the purpose and importance of using graphics, tables, and multimedia in documents to enhance visual communication and convey information effectively.
1. Write your notes to summarize what you have understood from the case scenario. These notes will guide you in responding to the questions after the case.
2. Respond to the questions after the case
3. Each question carries one point
4. Upload your answers to the LMS.
5. Each answer you  give should not exceed twenty (20) words

Case Scenario
Suppose you are a student working on a research paper about the history of the internet. Your goal is to create a document that not only presents the information you've gathered but also engages your readers and helps them understand the material more easily.
Hyperlinks: You can use hyperlinks to link to relevant websites or sources of information that support your points. For example, you might link to the website of Tim Berners-Lee, the inventor of the World Wide Web, or to a video that explains how the internet works. By using hyperlinks, you can provide your readers with additional resources that expand on your topic and help them gain a deeper understanding of the subject.
Tables: You might also want to use tables to present data related to your research. For example, you might create a table that shows the growth of internet usage over time or the number of websites that exist today. By using a table, you can organize your data in a clear and concise way that is easy for readers to understand.
Graphics: Finally, you can use graphics, such as images or charts, to help illustrate your points visually. For example, you might include a timeline of the history of the internet or a chart that shows the different types of internet connections that exist. By using graphics, you can make your document more engaging and help your readers retain the information more effectively.
In summary, using hyperlinks, tables, and graphics in a word processor can enhance the presentation and understanding of information in a document, making it easier for readers to engage with the material and gain a deeper understanding of the subject matter.
Bottom of Form


1. After reading the case scenario on the role of computer input devices in the process of data entry and interaction with computer system, answer the questions below.
2. The write-up of your answers should not be more than 200 Words
3. Upload the write-up of your answers on to your E-Portfolio on  the LMS 

Questions 
1. Explain how hyperlinks enhance the information presented in a document, and its potential drawbacks to using them?
2. Explain the benefits of using tables to present data in a research paper, and can it make the information easier to understand?
3. Explain how graphics, such as images and charts, help to illustrate complex concepts or data in a research paper, and some best practices for incorporating them into a document?


	[bookmark: _Hlk131239802]ACTIVITY 5: READING MATERIAL 
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	1. Click the link below to access the reading material on the role of computer input devices in the process of data entry and interaction. 
2. Summarize your understanding of the read material and post it on the blog. 
3. The write-up should not be more than 500 characters.
4. Upload the write-up on the LMS 

Title:  Shabiralyani, G., et al.,(2015). Impact of Visual Aids in Enhancing the Learning Process Case Research: District Dera Ghazi Khan. Journal of Education and Practice
Link: https://files.eric.ed.gov/fulltext/EJ1079541.pdf
Title: What Is the Advantage of a Table in Word Document?
Link: https://www.techwalla.com/articles/what-is-the-advantage-of-a-table-in-word-document


Title:
Link:

Designer: Download and make the reading material accessible to learners. 


	ACTIVITY 6: ONLINE DISCUSSION
[image: Shape

Description automatically generated with low confidence]

	1. Join and participate on this discussion forum on the role of computer input devices in the process of data entry and interaction with computer system
2. Form groups of five learners
3. Select one data entry tasks or scenario from the list provided below
4. 
5. Identify the most appropriate computer input device to use for the above selected scenario, considering factors such as the type of data, input speed, accuracy, ease of use, and ergonomic considerations.
6. Present  your rationale for the selected input device, and discuss on the pros and cons of different input devices for specific data entry tasks
7. Ensure you post your discussion on the forum and critique at least two posts posted by other learners.
8. Your answer should be brief and to the point, not more than 50 words per answer
9. This activity will be graded.

Discussion Questions
1. Discuss any accessibility concerns to consider when using hyperlinks, tables, and graphics in a document, and how they can be addressed to ensure that all readers can access the information presented?
2. Discuss how using hyperlinks, tables, and graphics improve the overall quality of a research paper, and what are some tips for balancing these elements effectively?
Top of Form


Designer: Create a discussion forum and Provide a mechanism to award points to those who participate in this discussion. Award  five points for participation


	 LEARNING OUTCOME 3: PRACTICAL SKILLS
VIDEO 3: 
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	1. Click the link below to watch the three videos on how to insert, modify, and delete graphics, tables, and multimedia in a word processor using the available tools and commands.
2. Based on what you have watched, write your own short notes. These notes will guide you in performing the task that follow.

Video 1
Title: Word 2016 Tutorial Deleting Cells and Tables Microsoft Training
Video Link: https://youtu.be/kCAvRCK2YLE
Source: TeachUComp
Time taken to watch the video (minutes: seconds): 2:36

Video 2
Title: How to Insert a Hyperlink in a Word Document
Video Link: https://youtu.be/J63yPl4BGH4
Source: Microsoft Office and Canvas Video by Debra Sayble
Time taken to watch the video (minutes: seconds):  5:39


Video 3
Title: How to insert and edit images in Microsoft Word
Video Link: https://youtu.be/T3gxV0uyFqg
Source: Two minutes Tech Tutorial
Time taken to watch the video (minutes: seconds):  2:14


	
ACTIVITY 7: Learner practice sessions
	1. After watching the videos on how to on how to insert, modify, and delete graphics, tables, and multimedia in a word processor using the available tools and commands, practice the skills learnt by performing the tasks below.
2. You will be required to self-recorded yourself as you perform the tasks
3. Ensure you explain the activity as you conduct it
4. The self-recorded video should not exceed 180 seconds 
5. Upload the self-recorded video showing you, performing the tasks to your E-Portfolio
6. This activity will be graded.

Task (Tables)
1. Create a table with five rows and three columns.
2. Name the column heading to Student_Name, Test 2 and Test 3 respectively
3. Enter data into the table
4. Add a column before Test 2 and label it Test one

Task (Hyperlinks)
1. Find a section within your Word document that you would like to link to from a different document or webpage. Create a hyperlink to that section and test it to ensure that it works correctly.
Task (image)
1. Find an image of interest to you. Insert it into the document and experiment with resizing and positioning it.
2. Try using the "Wrap Text" feature to adjust how the text in your document flows around the image. Experiment with different text wrapping options and find the one that works best for your document.
3. Use the "Picture Styles" feature to apply different visual effects to your image, such as shadows or reflections. Experiment with different styles to find one that enhances your image.
4. Add alt text to your image to make it accessible to readers with visual impairments. Make sure the alt text accurately describes the content and purpose of the image.



	ASSESSMENT OF PRACTICAL SKILL:

	Marking scheme for the practical
· Award one point for following instructions.
· Award three points to each practical task. 

	LEARNING OUTCOME 4: KEY/TRANSFERABLE SKILLS
	Click the link below to access the reading material on selecting appropriate graphics, tables, and multimedia to effectively communicate information in a word processor.

Title: Word: 5 Things You Should Know About Hyperlinks
Link: https://itstraining.wichita.edu/word-5-things-you-should-know-about-hyperlinks/


Title: Some Guidelines for Creating Tables Using Microsoft Word 
Link: https://bpb-us-e1.wpmucdn.com/wordpressua.uark.edu/dist/3/599/files/2019/09/Table-guidelines.pdf

Designer: Make the reading materials accessible to the learner

	ACTIVITY 8
	This activity aims to demonstrate transferable skills on selecting appropriate graphics, tables, and multimedia to effectively communicate information in a word processor.
1. You are  required to carry out the tasks given below
2. You will need a computer with word processor software
3. Your response to the task should not exceed 500 words
4. Upload your response to your E-Port folio
5. The Activity will be graded

Task
Explain factors to consider when selecting table format, type of hyperlink and images to include in a word document

	QUIZZ: 
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	Having watched videos read materials, responded to a case study and performed practical exercise. Undertake the following quiz to test your knowledge and skills acquisition on this module.

Quizz

1. How do you insert an image in a Word document?
a) By selecting "Insert" from the ribbon menu and choosing "Image"
b) By copying and pasting the image into the document
c) By dragging and dropping the image into the document
d) All of the above

2. How do you delete an image from a Word document?
a) By selecting the image and pressing the "Delete" key on the keyboard
b) By right-clicking the image and selecting "Delete"
c) By selecting the image and clicking the "Delete" button on the ribbon menu
d) All of the above

3. How do you insert a table in a Word document?
a) By selecting "Insert" from the ribbon menu and choosing "Table"
b) By copying and pasting a table from another document or program
c) By converting text into a table using the "Convert Text to Table" feature
d) All of the above

4. How do you delete a table from a Word document?
a) By selecting the table and pressing the "Delete" key on the keyboard
b) By right-clicking the table and selecting "Delete"
c) By selecting the table and clicking the "Delete" button on the ribbon menu
d) All of the above

5. How do you insert a hyperlink in a Word document?
a) By selecting the text or image to be hyperlinked, right-clicking, and selecting "Hyperlink"
b) By selecting "Insert" from the ribbon menu and choosing "Hyperlink"
c) By typing the web address directly into the document and letting Word convert it into a hyperlink
d) All of the above

6. How do you delete a hyperlink from a Word document?
a) By right-clicking the hyperlink and selecting "Remove Hyperlink"
b) By selecting the hyperlink and pressing the "Delete" key on the keyboard
c) By selecting the hyperlink and clicking the "Remove Hyperlink" button on the ribbon menu
d) All of the above


Designer: What is highlighted in red is the correct answer. Each question carries one point. If a learner does not get atleast four correct answers then the learner should be referred back to watch the videos and re read the materials provided


	TAKE HOME MESSAGE
	On the blog, post your take home message about this module

	Reference list
	1. Lambert, J. (2023). Microsoft Word Step by Step. ISBN-13: 978-0137522729

2. Zeldovich, B. (2022). Microsoft 365 2023 Edition. ISBN: 979-8363221682
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