
 

 

 

 

 

 

 
 

eDigital Competence Certificate 
Assessment Form 

 

1. Create New Document and Adjust Settings 
a. Create a new document. 
b. Give the document two columns and set the 

gutter width. 
c. Set all of the page margins. 

 

2. Add and Adjust Margins and Guides 
a. Adjust the left and right margins using the 

appropriate dialogue box. 
b. Add a guide where you would like your first 

heading to start. 

 

3. Add Text 
a. Import text from a document in another 

format. 
b. Ensure the text flows into the second column. 

 

     
4. Set Paragraph Style 

a. Create a new style sheet, setting the font and 
tracking. 

b. Apply this to two paragraphs. 

 

5. Format Heading 
a. Add a heading to your first paragraph. 
b. Set a space after the heading. 

c. Left indent the heading 

10.Check Proof and Print 
a. Check proof. 
b. Make any necessary corrections. 
c. Print out the final document and label it Print 

out 2. 
d. Write your name on both print outs. 

 

9. Create a Proof 
a. Spell-check your document. 
b. Look over your document and make any layout 

adjustments you think necessary. 
c. Print out a proof and label it Print Out 1. 

 

7.Use Snap to Guides 
a. Check that Snap to Guides is turned on. 
b. Align the top of the text box with the guide 

you created earlier. 
c. Align the text box with the left and right 

margins. 

 

6.Change Paragraph Attributes 
a. Change the leading of one of the paragraphs. 
b. Add a rule above and below the paragraph 

 

 

8. Format Image 
a. Create a picture box and import an image. 
b. Position the box so that text flows around it to 

the right. 
c. Create white space of 10pt around the top, 

bottom and right hand margins  
d. Scale the picture in proportion so that it is an 

appropriate size 
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The Assessor should tick the square in the bottom right hand corner of each task box when the candidate has finished that task correctly. Complete the information 
below in PRINTED CAPITALS and finally, all sign. 

Candidate’s Surname  ........................................................................... First Name  .............................................................  

Candidate’s Signature  .......................................................................... Date of Birth …………………………………………………………. 

Candidate’s Email address ………………………………………………………………………………………………………………….    M □ F □ please tick 

Name of Centre ……………………………..…………………………………….    Centre I.D. ……………………………………..  Date ……………………….  

Name of Assessor ……………………………..………………………………...   Assessor's Signature ……………………………………………………………....                                                         

By giving By giving us your email address you consent to us sending information and updates about the eDCC certificate scheme to such email addresses. We do not pass your information to any other organisations other than to administer the 
account. You may opt out from receiving such information by email at any time by emailing: edcc@princes-trust.org.uk. You can visit our website at www.princes-trust.org.uk/edcc for full details of our privacy policy. 
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