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ASSESSMENT: Examination 2
Module Title: 
Word Processing Level 5
Module Code:
5N1358
Assessment Technique: 
Examination 2014
Assessment Weighting:
36%
Duration: 
1.5 hours
Learning Outcomes:
6, 10, 11, 12 and 13
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Examination Date: 


Candidate Name:

PPSN:

Instructions to Candidates:

1. The total available marks for this assessment are 72.  

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 as specified.
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 – an Agenda and a Poster Advertisement.  
 Ensure the guidelines of the examination are followed carefully. 

1. The use of manuals and notes is forbidden.

2. Printing may only take place after the assessment.

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

Document 1 – Templates and Additional Resources
1. Templates
16 marks
You have been asked to create an Agenda for a meeting.  Open Microsoft Word and complete the following steps:

· Create a document from the Agenda template named ‘Informal Meeting Agenda’ and save to the USB as Agenda.
· Format the Agenda title to Impact, size 28.
· Add the company name MI Sports to the agenda in the appropriate place.  Format to Impact, size 18, Uppercase. 
· Insert all text as  shown on next page: 
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· Format all text in the body of the document to Verdana, size 12.  

· Insert a footer to the agenda document that includes your name.

· Save and close the agenda document.

· Retrieve and open the agenda you have just created from the USB key and complete question 2 below.

2. Additional Resources
12 marks

Complete the following steps:

· Access the Help facility in Microsoft Word.
· Use the Help facility to find out how to do the following in Microsoft Word:

· Insert a section break
· Add a Watermark to a document

· Add a page break to your document and include print screens of your search results.  Ensure each print screen is clearly labelled.
· Save a second copy of the document on the USB using Save As and name it Agenda and Help.
· Close all documents.

Document 2 –Graphics and Print Features
3. Graphics
12 marks

You have been asked to create a poster advertisement for a local event.  Open a blank A4 Document in Microsoft and complete the following steps:

· Create a new document and save it to the USB provided as MI Fun Run.
· Add the following information as shown:
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· Format the page colour to mid/dark green.

· Insert a page border.  Choose an appropriate art style.
· Insert a shape of a rectangle where shown at the top of the page. Format the shape outline to none and colour fill to strong orange colour.  Format shape to fit across the length of the document as shown.
· Use wordart to insert text ‘MI Fun Run’.  Format colour to dark green and the outline to white.  Position where shown in front of rectangle. 
· Insert a clipart image of ’running’ similar to the example. Resize and position as shown to form the title of the poster.

· Make a copy of the running image.  Place and format as shown on the title of the poster.

· Insert the picture ‘Exterior 2’ from the folder named ‘MI Photo’s’ on the USB.  Resize and position as shown.
· Use wordart to insert text ‘Friday 11th April 2014’.  Format colour fill to white and the outline to dark orange.  Apply a shadow effect and position where shown.
· Insert a clipart image of ‘running’ similar to that shown.  Resize and set to position shown. 

· Insert a text box. Add the text ‘Proceeds in aid of NSPCC’. Format to ‘Cooper Black’, size 28. Apply a Shadow effect to the text and centre within the textbox.
· Format the textbox to no fill and no outline.
· Save this document to the USB as MI Fun Run.
4. Print Features 
16 marks

· Print the following copies of the MI Fun Run poster:

· A4 copy.
· A4 copy, 2 copies per sheet.

· Open and print the following word documents:

· Agenda 
· Agenda and Help 

· Close all documents.

· Close Microsoft Word.

File Management









16 marks
Use Windows Explorer to access your USB Key and complete the following file management tasks:

· Within your USB create a new folder named Agenda.
· Make a copy of this folder and rename it Poster.
· Copy your documents ‘Agenda’ and Agenda and Help’ into the folder named Agenda.

· Copy your document ‘MI Fun Run’ into the folder named Poster.

· Open the document MI Fun Run Poster and save it as a Web Page document.

· Open the folder ‘Poster’ and format it so that you can view the details for all files.  In the space below, write down the file size for the MI Fun Run Poster – HTML document:


· Open the folder ‘MI Photos’. Use the search facility in Explorer to find all files in this folder that have a Small file size.  Identify the filename/s below:




TOTAL: 72 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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