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This unit has 2 learning outcomes. 
 

LEARNING OUTCOMES  ASSESSMENT CRITERIA  

The learner will:  The learner can:  

1. Be able to input and organise 
information using specialist or bespoke 
applications. 

1.1 Input relevant information into 
existing templates and/or files in 
specialist or bespoke applications 
ready for processing. 

1.2 Store data in specialist or bespoke 
applications. 

1.3 Retrieve data from specialist or 
bespoke applications. 

1.4 Follow guidelines and conventions 
relevant to specialist or bespoke 
applications. 

2. Be able to use tools and techniques to 
edit, process, format and present 
information in specialist or bespoke 
applications. 

2.1 Use appropriate tools and 
techniques to process, edit and 
format information in specialist or 
bespoke applications. 

2.2 Check information in specialist or 
bespoke applications meets needs, 
making corrections as appropriate. 

2.3 Use appropriate methods and 
accepted layouts to present 
information from specialist or 
bespoke applications. 

 
 
Assessment Guidance: 

NA 

 
Additional Information: 

NA 

 


