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| & E Electrical Appliances

This Week’s Bargains

Family Size Dishwasher.
Variable Power Microwave.

Reverse Action Dryer.

Washing Machine with dual spin
Variable Power Shower Wave System.
Washer Dryer, 16 programmes

800W Microwave, Quartz Grill

Al the above by leading markets
Save €€eeee’s

Buy the best for less.

€159
€19

€130
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Auctioneers & Valuers

Mill View Place, Fermoy, Co Cork

Property List for November 2013

Property | Style Noof En Garden
Bedrooms | Suite

ERILGROVE | Semidershed| & T [Foma e

WoGDVEW | Detsched g T [Foma e

WILLHOUSE | Bungaow, g T [Farentrer

BELViEN | Bungsiow, g T [Sstind

CAODGE | Detsched g T [Fomea e

TARBOUR VIEW | Detaened g T [Fomaner
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ASSESSMENT: Examination 1
Module Title: 
Word Processing Level 5
Module Code:
5N1358
Assessment Technique: 
Examination 
Assessment Weighting:
44%
Duration: 
1.5 hours
Learning Outcomes:
3, 4, 5, 7, 9, 10 and 11
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Examination Date: 


Candidate Name:

PPSN:

Instructions to Candidates:

1. The total available marks for this assessment are 88.
2. There two documents in this assessment and you must answer all questions.  

3. You are asked to save your work using the file names as specified on the assessment paper.

4. You have been provided with a USB key.  Please save all work on the USB.
5. Save your work regularly to ensure you do not lose it.

I confirm that the work handed up is my own original effort:
Signed:





Date: 

Introduction

This examination involves the creation of two Word Processing documents – a Bargain List for a Electrical Business and a Property List.  
 Ensure the guidelines of the examination are followed carefully. 

1. The use of manuals and notes is forbidden.

2. At no time during the examination should any student look at the screen of another student.
3. You are asked to save your assignment using the file names as specified on the assessment paper.

Document 1 – Text Processing and Document Configuration
1. Text Processing
28 marks
You have been asked to create a sales poster for a local business.  Open a blank Microsoft Word Document and complete the following steps:
1. Create a new document and save it to the USB provided as This Week’s Bargains.
2. Set the margins to Moderate with the Top and Bottom set to 2.54cm and the Left and Right margins set to 1.91cm. 

3. Move the Top Margin to 3 cm.

4. Set the line spacing for the document to 2 lines (double line spacing). 

5. Add the title I & E Electrical Appliances to the document, centre align this text, make it bold and set it to Arial with font size 28.

6. Add light green shading to the title (ensure this is turned off for the rest of the document).
7. Include all the text as shown on the next page. 
8. Set this text ‘This Week’s Bargains’ to centre align, Arial, bold and size 24.

9. Include numbering where shown on each of the products.  

10. For the product list, set the alignment to left, font size 14 and with no bold. 
11. Add a right aligned tab, with leader dots at 15cm.

12. For the last three sentences turn off numbering, centre align the text and set the font to bold, size 14. 

13. Add a double line page border with a shadow to the document.

14. Copy the title ‘I & E Electrical Appliances’ and paste it to the bottom of the document (keep the formatting). 

15. Save this document again.

 

2. Document Configuration 
16 marks
1. Add a header to the This Week’s Bargains which includes your name.
2. Add a footer to the document which includes the page number and a date.

3. Ensure the paper size of the document is set to Letter 21.59 cm by 27.94 cm.

4. Ensure the orientation of the page is set to Portrait. 

5. Save the document to the USB as This Week’s Bargains.

6. Print the document. 

Document 2 – Use of Tables, Mark-up Facilities and Proofing Tools
3. Tables 
16 marks
You have been asked to create a property list for a business.  Open a blank Microsoft Word Document and complete the following steps:

1. Create a new document and save it to the USB as Property List.
2. The property list is shown on the next page. Add the text to the top of the page as shown. 
3. After the text, add a table with 5 columns and 9 rows. 

4. Change the height of the rows to 1.5 cm.

5. Merge the five columns of the top row and add the text as shown (size 16 and bold).
6. Centre align all the text in the top 2 rows.

7. Resize the column widths to appropriate sizes. 

8. Delete the 9th row which is empty.
9. Insert a blank row after the OAK LODGE row and add the property – 14 GREEN LANE, Detached, 3, 1, Front & Rear. 

10. Align the text in the columns, to the left and centre as shown in the table. 

11. Apply borders and shading to the table. 
12. Sort the rows 3 to 9 in the table by Property. 

13. Add a header to the document which includes your name.  

14. Save the document as Property List on the USB. 

15. Print the document. 


4. Mark-up Facilities
12 marks

You have emailed the property list to the manager and they have emailed you back and asked you to make changes.   Complete the following steps:

1. Turn on the Track Changes.
2. Set the Balloons to – Show Revisions in Balloons.
3. Ensure the tracking is set to Final Showing Markup.
Make the following changes to the Property List as requested by the manager.

4. On the second line of the property list change the text WOODVIEW to – BELL VIEW LANE.

5. Change the word Garden in the last column to – Garden / Land.
6. Delete the style - Detached from the last property and change it to Bungalow.
7. Add the following paragraph to the Property List after the table. 

Notice: The above information was correct at the time of printing (insert date).  
8. Turn off the Track Changes.

9. Save a second copy of the Property List using Save As and name it Property List with Track Changes.

10. Print the Property List showing the Mark-up. 

5. Proofing Tools 
16 marks
1. Spell check the Property List and correct any spelling mistakes. 

2. Use the thesaurus to find an alternative word for the following words and replace them in the Property List. 

· Partners
· Rear
· Style
3. Search the Property List for the word land and replace it with the word property. 

4. Save a third copy of the Property List using Save As and name it Property List with Thesaurus.

5. Print the Property List with the above changes. 
TOTAL: 88 marks




CANDIDATES:

· Please ensure you have answered every question accurately by re-reading the questions when you have finished. 
· Print every sheet you have created in this exam and submit with this signed paper. 

· A copy of your practical files must also be submitted electronically.  
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