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Examination Marking Sheet - LO’s 3, 4, 5, 7, 9, 10 and 11
Candidate should have created a Bargain List and a Property List as required by the exam.  Skills demonstrated in the documents should be: Text Processing and Document Configuration, Use of Tables, Mark-up Facilities and Proofing Tools. 
	Candidate Name:
	
	Total:
	        / 88

	
	

	Practical Skills Assessed
	Maximum Mark
	Candidate Mark

	DOCUMENT 1 – Bargain List 

	Text Processing
· Document created and saved to USB as Bargain List.
· Set the margins to Moderate with the Top, Bottom, set to 2.54cm and the Left and Right margins each set to 1.91cm. (2)
· Move the Top Margin to 3 cm. (2)
· Set the line spacing for the document to 2 lines. (2)
· Add the title – I & E Electrical Appliances to the document, centre this text, and set it to Arial with font size 28. (2)
· Add a light green shading to the title. (2)
· Text Included is error free (remove 0.5 for each input error) (4)

· Set the text This Week’s Bargins to centre align, Arial, Bold and size 24. (2)
· Include numbering where shown on each of the products. (2)

· For the product list, set the alignment to left, font size 14 and with no bold. (2)
· Add a right aligned tab, with leader dots at 15cm. (4)
· Add a double line page border with a shadow to the document. (2)
· Copy the title I & E Electrical Appliances and paste it to the bottom of the document (keep the formatting). (2)

	28
	

	
	Sub-total
	

	Document Configuration
· Add a header to the document which includes your name. (2)

· Add a footer to the document which includes a page number and a date. (2 footer) (4 date.)
· Ensure the paper size of the document is Letter 21.59 cm by 27.94cm. (3)
· Ensure the orientation of the page is set to Portrait. (3)
· Save the document to the USB as This Week’s Bargains. (1)
· Print the document. (1)

	16
	

	
	Sub-total
	


	DOCUMENT 2 – Property List 

	Tables
· Create a new document and save it to the USB as Property List. 
· Add the text to the Property List and copy the formatting as shown.
· Add a table with 5 columns and 9 rows. (1)
· Change the height of the rows to 1.5 cm. (1)
· Merge the five columns of the top row and add the text as shown (size 16 and bold). (2)
· Centre align all the text in the top 2 rows. 
· Add the following information into the table as shown (remove 0.5 for each input error). (1)
· Resize the column widths to appropriate sizes. (1)
· Delete the 9th column which is empty. (1.5)
· Insert a blank row after OAK LODGE and add the property – 14 GREEN LANE, Detached, 3, 1, Front & Rear. (1.5)
· Centre align all the text in the top row. (1)
· Align the text and numbers to the left, centre and right as shown in the table. (1)
· Apply borders and shading to the table. (2)
· Sort the rows 3 to 9 in the table by Property. (2)
· Save the document as Property List on the USB. (1)
· Print the Property List. 
	16
	

	
	Sub-total
	

	Mark-up Facilities
· Turn on the Track Changes. (2)
· Set the Ballloons to – Show Revisions in Balloons. (2)
· Ensure the tracking is set to Final Showing Markup. (2)
· On the second line of the Property List change the text to – BELL VIEW LANE. (1)
· Change the word Garden to Garden/Land in the last column. (1)
· Delete the style – Detached from the last property and change it to Bungalow. 
· Add the paragraph to the Property List after the table. (1)
· Turn off the Track Changes. (2)
· Save a second copy of the Property List using Save As and name it Property List with Track Changes. (1)
· Print the Property List showing the Mark-up. 
	12
	

	
	Sub-total
	

	Proofing Tools

· Spell check the Property List and correct any spelling mistakes. (4)
· Use the thesaurus to find an alternative word for the following words and replace them in the Property List.  
Partners, Rear, Style (6 three by two)
· Search the Property List for the word land and replace it with the word property. (5)
· Save a third copy of the Property List using Save As and name it Property List with Thesaurus. (1)
· Print the Property List with the above changes. 
	16
	

	
	Sub-total
	

	

	Total Mark
	88
	

	To Transfer to Exam Marking Sheet, Divide by 2 for each section.
	44
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