Examination
	MIMLOS 2 & 4
	30 marks

You are required to create a new folder with the name Exam followed by your initials.  
	0.5 m
You will save all files needed for the examination in this folder.  
You will share this folder with your teacher via email at the end of the exam.

1. Locate the file "Working as part of a Team – draft" in the Class Materials folder on Teams and download this file to your Exam folder.	0.5 m
2. Rename this file as Teamwork.	1.0 m
3. Open the file
Write down the Word Count here:  	0.5 m
4. Change the page size to A4.	0.5 m
5. Adjust the margins to 2 cm all around.	1.0 m
6. Select all text in the document and format as Calibri, 12 pt.	2.0 m
7. Select all text in the document and align as Justify.	1.0 m
8. Select all text in the document and apply 1.5 line spacing.	1.0 m
9. Select the heading ‘Teamwork’ and apply the Heading 1 style.	1.0 m
10. Select the sub-headings (text currently in bold) and apply the Heading 2 style	1.0 m
11. Move the last paragraph and place it directly under the heading. 	1.0 m
12. Find and select the following three lines of text and create a numbered list using this number format (a) 	2.0 m
higher levels of engagement and motivation
reduction in turnover rates
increased loyalty

13. Find all occurrences of the word ‘worker’ and replace with the word employee.  
Write down the number of replacements made here	1.0 m


14. Insert the following text at the end of the document	2.0 m
Achievement of Common Goals
Teamwork aligns individual efforts with the organisation’s goals and objectives.  When team members work together towards a common purpose, they are more likely to achieve their targets and contribute to the organisation’s success.  This collective effort ensures that everyone is working in the same direction, maximising the potential for success.  Achieving common goals also fosters a sense of accomplishment and pride among team members.
For only €59.99 you can purchase our simple guide for incorporating teamwork into every part of your organisation.
For more inspiration click here. 

15. Ensure the formatting of this text is consistent with the rest of the document.	1.0 m
16. Select the last two paragraphs of text you have just inserted and apply a left indent of 2 cm.	1.0 m
17. In the last line, select the word ‘here’ and insert a hyperlink to the following url:
https://www.indeed.com/career-advice/career-development/quote-on-team-work
	2.0 m
18. Find the phrase ‘This collaborative approach…’, click directly in front of this phrase, and split the paragraph at this point.	1.0 m
19. Find and delete the text ‘In summary, ’ from the first paragraph	1.0 m
20. Locate and download the picture Team from the class materials folder in Teams.  Insert this picture at the beginning of the document.	1.0 m
21. Crop this picture to remove the blue character, so that it looks like this: [image: A group of colorful puzzle pieces

Description automatically generated]	1.0 m
22. Adjust the height of the picture to 6.5 cm, and position it in the top right of the page.  Change the Wrap Text to ‘Tight’.	2.0 m
23. Check the document for errors, and correct.	1.0 m
24. Check the accessibility of the document.  Take a screenshot of the accessibility results and save this in your Exam folder.	0.5 m
25. Print the second page of the document only.  Take a screenshot of the print settings and save this in your Exam folder.	0.5 m
26. Save a copy of the document as a PDF with the same file name	1.0 m
27. Share your Exam folder with your teacher via email	1.0 m

Source of image:
https://pixabay.com/vectors/team-puzzle-share-collaboration-7190583/
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