Task 1	File Management
MIMLO 2	5 marks

You are required to carry out the following:

1. Create a new main folder on your OneDrive named Collection of Work – Your Initials (Collection of Work – AC) to store your Collection of Work.	          0.5 m

2. Create subfolders with the following names:
· TASK 2									          0.5m
· TASK 3									          0.5m
· TASK 4									          0.5m

3. All files that are required for the Collection of Work must be saved in their relevant folder, with an appropriate filename. 
Specific tasks and questions are:
· TASK 2
a. Document 1: Question 14					          0.5m
b. Document 2: Question 12					          0.5m
c. Document 2: Question 13					          0.5m
· TASK 3 – Question 12					           		          0.5m
· TASK 4 – Question 14					                                        0.5m
· TASK 5 – Saving the document					                         0.5m



Task 2	Document Creation
MIMLO 3	30 marks

You are required to create the following two documents for your collection of work.
Each document must be saved with an appropriate filename and saved in the relevant folder in your folder structure from Task 1. Note: marks for saving are allocated to Task 1
Read through all instructions prior to commencement.

Document 1 – Letter
1. Open a blank document
2. Ensure the page size is A4	1.0 m
3. Apply single line spacing with 0 pt spacing before and after paragraphs	2.0 m
4. Insert the text as shown on the next page.  	1.0 m
5. Set a right aligned tab stop at 15.5 cm for the telephone number and email address at the top of the page.	2.0 m
6. Using the Insert Date & Time function, insert the date where indicated.  Ensure it updates automatically.	1.0 m
7. Select all text in the letter and format as Garamond, 12 pt.	1.0 m
8. Apply bullet points where shown.	2.0 m
9. Apply bold formatting where shown	0.5 m
10. Justify the main body of the letter and ensure that the rest of the text in the letter is left aligned.	2.0 m
11. Insert a telephone symbol ) in front of the telephone number at the top of the page	1.0 m
12. Insert an envelope symbol * in front of the email address at the top of the page	
	1.0 m
13. Check the document for errors	1.0 m
14. Save the letter with the filename BankChanges  in the relevant folder.	(Task 1 0.5 m)
15. Prepare to print two copies of the letter. Take a screenshot of the print settings and save this in the relevant folder.	1.0 m


Bank of Newtown	053 91 123123
123 Main Street	info@bankofnewtown.ie
Baile Nua
Co Wexford
Y35 ABCD

Insert date here (update automatically)

Mr Joe Bloggs
1 Market Lane
Baile Nua
Co Wexford
Y35 DCBA

Dear Mr Bloggs

We are writing to inform you of some important changes that will affect your savings account.  These changes are outlined below:

· New interest rates – starting from next month we will apply a new rate of 2.5%.  We hope you agree that this is a very competitive rate!
· Adjusted account fees – please find enclosed our new fee structure that is applicable from the first of the month.
· Enhanced Online Banking Features – we are excited to announce new features in our online banking platform, including enhanced security measures and additional tools to help you manage your finances more effectively.  We encourage you to explore these new features by logging into your online banking account

We understand that changes to your account can be concerning, and we want to assure you that our customer service team is here to assist you with any questions or concerns you may have.  You can reach us at 053 91 123123 or visit your nearest branch for assistance.

Your sincerely



__________________________________
Insert your name here
Customer Service Manager

Encl (1)


Document 2 – Instruction Leaflet

1. Open a new blank document.
2. Change the page size to A5.	1.0 m
3. Change the margins to 1 cm all around.	1.0 m
4. Apply 1.5 line spacing.	1.0 m
5. Insert the following text, include the numbered list as shown	3.0 mBank of Newtown

Online banking is a convenient way to manage your finances from anywhere.

How to register for Online Banking in four easy steps!

1. Go to our website
2. Click ‘Online Banking’
3. Click the registration link and fill in the relevant details.  You will then be emailed a verification code.
4. Use this code to verify your account and then you are ready to go!

Our customer service team is here to assist you with any questions or concerns you may have.  You can reach us at 053 91 123123 or visit your nearest branch for assistance.


6. Select all the text and format it as Arial, 14 pt.	1.0 m
7. Select the text ‘Bank of Newtown’ and format it as:  18 pt, Underline, Blue font colour, and centre align.	2.5 m
8. Select the telephone number in the last line of text and use the highlighter to highlight in a bright green colour.	1.0 m
9. In the last paragraph, select the word ‘concerns’.  Use the Thesaurus to replace it with a synonym.	1.0 m
10. Check the document for errors.	1.0 m
11. Prepare to print the document.  Take a screenshot of the print settings and save it in your Exam folder.	1.0 m
12. Save the document with the filename OnlineBanking in the relevant folder.	
	(Task 1 0.5 m)
13. Save a copy of the document as a PDF file, with the same name, in the relevant folder.	(Task 1 0.5 m)

Task 3 	Document Creation – Graphics
	MIMLO 3
	10 marks
You are required to recreate the poster shown in the sample.  You will insert and format shapes, text boxes, and images.  The images will be available for you in the Class Materials folder in Teams.

1. Open a new blank document.
2. Change the margins of the page to Narrow.	0.5 m
3. Insert the text shown below:

Bank of Newtown

You are never too young to start saving!

High interest savings account exclusively for children.

Regular savers will be rewarded!  Enquire now!

4. Select all text in the document and format as Comic Sans MS, 18 pt.	0.5 m
5. Select the first line of text ‘Bank of Newtown’ and format as 24 pt, Underline, Blue font colour, and centre align.	0.5 m
6. Apply double line spacing.	0.5 m
7. Insert the following text in the right of the footer:	1.0 m
Terms and conditions apply
8. Select text in the footer and format as 8 pt, italics.	0.5 m
9. Download the image PiggyBank from the Class Materials folder in Teams.	2.0 m
Insert this image into the document and format it as follows:
· Resize it to 6 cm in height
· Wrap Text Square
· Position it aligned with the right margin (as shown on the sample)
10. Download the image MoneyStack from the Class Materials folder in Teams.
Insert this image into the document and format it as follows:	2.0 m
· Resize it to 7 cm in height
· Wrap Text Square
· Position it aligned with the right margin (as shown on the sample)
11. Insert an ‘Explosion: 8 points’ shape and format it as follows:	2.5 m
· Resize it to 8 cm in height and 8 cm in width
· Wrap Text Tight
· Add text ‘4.5%’ format as Comic Sans MS, 48 pt
· Position it aligned with the left margin (as shown on the sample)	
12. Save as ChildrenSavings in the relevant folder.	(Task 1 0.5 m)

[image: A cartoon piggy bank with coins falling out of it

Description automatically generated]Bank of Newtown

You are never too young to start saving!  4.5%


High interest savings account exclusively for children.

[image: ]Regular savers will be rewarded!  Watch your money stack up!

Enquire now!


		Terms and conditions apply
Task 4 	Document Creation – Tables
	MIMLO 3
	15 marks

1. Open a new blank document.
2. Change the orientation of the page to landscape	1.0 m
3. Type the following at the top of the page:  Request a Callback Form
4. Format this text as Arial, 18 pt, double underline, red font colour	1.0 m
5. Recreate the table as shown on the next page.	3.0 m
6. Merge cells as indicated.	2.0 m
7. Adjust the width of columns 1 and 3 to 4 cm.	1.0 m
8. Adjust the width of columns 2 and 4 to 8.5 cm.	1.0 m
9. Adjust the height of all rows to 1 cm.	1.0 m
10. Add another row to the bottom of the table.	1.0 m
	Email address
	
	Day/Time suitable
	


11. Align all the text within the table as Center Left.	1 m
12. Apply a 3 pt, red border to the outside borders of the table, the inside borders should remain unchanged.	2 m
13. Apply orange shading to the merged cells on the right of the table.	1 m
14. Save the document as CallbackForm in the relevant folder	(Task 1 0.5 m)




		
Request a Callback Form
	Full Name
	
	Reason for request
	

	Address
	
	
	

	
	Merge these 5 cells

	
	Merge these 7 cells


	
	
	
	

	
	
	
	

	
	
	
	

	Telephone Number
	
	
	






Task 5	PRIMARY FUNCTIONS & PROCESSES
	MIMLO 1
	10 marks

You are required to illustrate your knowledge of the features, functions, and processes of the word processing application.  

Download the file “Functions and Processes.docx” from the Class Materials folder in Teams.  Complete all the questions, applying the knowledge you have used throughout your Collection of Work

Save the file with a different, suitable file name in the relevant folder	(Task 1 0.5 m)



Source of images
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