
 

 

 
 
 
 

 

ACCREDITED Short Learning Programme:  

MS Word & MS PowerPoint 
 

 

 
 
 

  
 
 
 

 

 

  Course Outline  
 

Unit Standard Descriptions  NQF Level Credits 

 
SAQA ID: 117923:  
Use a Graphical User Interface (GUI)-based presentation application to 
prepare and produce a presentation according to a given brief: 

Persons credited with this unit standard will be able to:  

 Prepare and produce a presentation according to a specified brief. 

 Adjust settings to customise the view and preferences of the 
presentation application. 

 Work with multiple presentations. 

 Format a presentation. 

 Use special presentation effects. 

 Apply special formatting to a presentation. 

 Customise a presentation for a specified purpose. 

 Evaluate a presentation produced for a specified purpose. 
  

2 5 

SAQA ID: 116930: 
Use a Graphical User Interface (GUI)-based presentation application to 
enhance presentation appearance: 

 Persons credited with this unit standard will be able to: 

 Create a graph in a presentation. 

 Create an organisational chart in a presentation. 

 Create a drawing in a presentation. 

 Import images into a presentation. 

 Manipulate images and objects are in presentation. 

 Add and apply animation effects and transitions to a presentation. 

 Customise Master Slides within a presentation.  
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Duration of the course Cash Price 

R7,360 Course Fee 

R1,120 Registration Fee + R1,040 x 6 Months 

 

Part-time:  6 months 

Full-time:  to be confirmed 

SAQA ID No: 

 

 

 

Credits: 

 

 

Accredited Programme 



 

 
SAQA ID: 119078: 
Use a GUI-based word processor to enhance a document through the use of 
tables and columns: 

 Persons credited with this unit standard will be able to:  

 Create and edit a table. 

 Format a table according to given requirements. 

 Create and edit columns in a document. 

 Format columns in a document. 
  

3 5 

SAQA ID: 116942: 
Use a GUI-based word processor to create merged documents: 

 Persons credited with this unit standard will be able to:  

 Describe the uses of merged documents. 

 Create a merged document. 

  

3 3 

SAQA ID: 117924: 
Use a Graphical User Interface (GUI)-based word processor to format 
documents:  

 Persons credited with this unit standard will be able to:  

 Work with multiple documents. 

 Format text. 

 Format paragraphs. 

 Format pages. 

 Format a document. 

 Use and create templates. 
  

2 5 

 

If you require more information before deciding if this is the course for you, or if you would like to find out what other options 
we have available, please contact our call centre on: 

• Landline: 041 450 2550, or Mobile: 063 236 0351, or WhatsApp: 060 395 0525 

• E-mail: educol@iafrica.com 

 

If you have decided that this is the course for you, then please… 

• Complete the application form. 

• Pay the course fees in full or the deposit required. 

• Send all of the above documentation to: educol@iafrica.com 

 

We look forward to welcoming you as a student at Ed-U Options Academy. 
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