You are required to create a new folder structure for your Collection of Work.
This must comprise of a main folder and subfolders for each Task.
All files that are required for the Collection of Work must be saved in their relevant folder, with an appropriate filename.
You are required to copy files/folders for specific tasks as necessary


Task 1	File Management 
MIMLO4 
5 Marks

You are required to demonstrate your skills attained to include:
· Create and structure folders and subfolders to show layouts
· Save and name files as appropriate to the task 
· Save
· Copy contents of files and folders
· View previous versions of files and folders
· Search for files and folders using various criteria
· View files side by side
· Extract file statistics

Important:  Screenshots must be recorded to evidence that you have achieved the required skills.  Marks will only be awarded where screenshots have been recorded as instructed. Label each screenshot with the step number as indicated below.  Screenshots must be of suitable size so as the contents are easily visible to both assessor and External Authenticator.

BEFORE YOU BEGIN:
Download the file Word Processing Exercises.pdf to your Task 1 folder within your Word Processing L6 folder.
Create a folder within your Task 1 folder WordTask1YourInitials e.g. WordTask1JOR
Download the files attached within the Official Assignment for this assessment and save them to the folder WordTask1YourInitials as follows:
Files for Downloading:
1. Introduction.docx
2. AddressList.xlsx
3. Survey.docx
Open a blank Word Document and save the file as Task1ScreenshotsYourInitials to your WordTask1YourInitials located in your WordProcessingL6 folder. Note:  All screenshots will be saved to this document. 


CONVERT FILES:  
These are all to be saved to the same folder as the original documents
1. Convert the file Survey.docx to a pdf file format     
2. Convert the file AddressList.xlsx to a csv file format      
3. Convert the file Introduction.docx to a rtf file format       

CREATE FILES:
4. Open a blank word document and save as Wordblank to the folder WordTask1YourInitials in Documents – close the file.
5. Open a blank Excel document and save as Excelblank to the folder WordTaskYourInitials in Documents – close the file.

CREATE AND ORGANISE FOLDERS:
6. Create a folder within your Task 1 folder name it Macros
7. Create a sub folder named VisualBasic in the sub folder Macros
8. Select your Word Processing L6 folder 
9. Display sub folders for the folder Word Processing Level 6 and take a screenshot
10. In Documents, select the folder WordTask1YourInitials in the navigation pane to display contents  take a screenshot
11. Prepare to view the contents of your Word Processing L6 folder in the preview pane; large icons and by author - take a screenshot  (Note: do not click on Authors – screenshot should show intention to choose Authors

COPY CONTENTS OF FILES AND FOLDERS:
12. Copy the sub folder Task in your MicrosoftWordL6 folder to your sub folder Macros created in step 6 above.  Take a screenshot of the contents of the folder Macros
13. Copy the file StepbyStepWordProcessingExercises.pdf in your MicrosoftWordL6 folder to the folder WordLO2YourInitials in Documents. Take a screenshot of the contents of the folder WordTaskYourInitials

SEARCH FOR FILES AND FOLDERS:
14. Files by Type:  Search for all .jpg files within Libraries - take screenshot
15. Files by Size: Search for files within Libraries which are sized between 0 and 10 KB - take screenshot
16. Files by Name: Search for all files with the word Survey in the file name within your Word Processing L6 folder.  Take a screenshot 

VIEW FILES SIDE BY SIDE:
17. View the files previously downloaded MyContacts.xlsx and MyDiary.docx side by side.  These files are located in your folder WordTask1YourInitials in Documents.  Take a screenshot and close the files

EXTRACT FILE STATISTICS:
18. Select the file CreatingaTemplate.docx in your sub folder LO3 and extract the following information:
· When was the file created? 
· How is the document opened?
· What size is the file on the disk?
· Who is the author?
· What is the total editing time?

Take appropriate screenshots to show where you have sourced this information

Resave the file TaskScreenshotsYourInitials


Task 2	Tables and Forms
MIMLO3
15 Marks

PART A 	3 MARKS
You are required to demonstrate your skills attained pertaining to the following:
· Converting text to a table
· Formatting a table
· Sorting information

1. Copy the file Customer List from the folder Task 2 to your own Task 2 Folder in Word Processing L6 folder. . Open the document Customer List 
2. Save your document as CustomerListYourInitials  e.g. CustomerListJOR	
3. Convert the list to a table
4. Format the table as follows:

· Apply Grid Table 1 Light Accent 2 Table Style to the Table
· Insert a row above the headings and merge all fields in the row.  
· Insert the following heading in to the new row CUSTOMER LIST- Font size14, centred and embolden; Shade the row with the colour orange
· Make all column headings Font Size 12, Font Colour Orange Accent 2
· Adjust column widths so all column headings are on 1 line
· Centre the Table between left and right margins
· Change the row height for all rows to 0.9 cm
· Repeat header rows for other pages
· Sort the Table on Country and then State/Province






PART B	6 MARKS
You are required to demonstrate your skills attained relating to:
· Creation of table to include numbering; symbols; tabs and text alignment tools

1. Copy the 2 files Create Table and Create Table Model from the folder Task 2 to your own Task 2 Folder in Word Processing L6 folder.  Open both documents (you can print out a copy of Create Table Model if you wish or use split screen)
2. Create a Table using following criteria:
a. Column A Width = 2.5 cm
b. All other columns = 4.8 cm
c. Column B at 6.5 cm
d. Column C at 11 cm
e. Column D at 16 cm
f. Column E at 20.5 cm
g. Column F at 25.5 cm
3. Set Tabs for tick box as follows:  Note:  All tick boxes are size 14 pt
4. Insert headings in Bold Font Size 14 and centred as shown
5. Insert heading TEST RESULTS INFORMATION in Bold; Font Size 18
6. Using the attachment and your knowledge of tables create a replica of this table
Save your document as Create Table yourinitials e.g. Create Table JOR


PART C	6 Marks
You are required to demonstrate your skills attained relating to:
· Creating a Form
· Editing a Form
· Create Form Fields
· Update, link and lock form fields
· Set restrictions on a form
CREATING A FORM:
Copy/print the PDF file Application Form to your Task 2 folder in your main folder Word Processing L6 folder
Open a new document, set page margins to Narrow

1. Recreate the form ensuring you enter the appropriate form fields and form field controls as shown i.e. to include Text box controls, Check Box controls, Drop down list content controls.  All controls should have an appropriate:
a. Name
b. Tag
c. Contents cannot be deleted

2. Drop Down List content controls inputs as follows:
a. NFQ Levels: (enter 1 to 4 inclusive) i.e. the user can choose to input one number from 1-4
b. EFQ Levels:  (enter 1 – 9 inclusive) i.e. the user can choose to input one number from 1-9
c. Fields of Interest are as follows:
d. Finance and Accounting
e. Engineering
f. Business
g. Pharmaceutical
h. Hospitality Studies
i. Art & Design
j. Social Studies

3. You may format your form in accordance with your individual preferences.  
4. Consider the overall aesthetics of the form ensuring appropriate alignment throughout.

Save your form as Application Form YourInitial e.g. Application Form JOR’
5. Apply restrictions to the form i.e. restrict the form to ‘Filling In Forms’

Save the restricted form as Form Restricted YourInitials e.g. Form RestrictedJOR

Task 3	Customise Menus and Toolbars
MIMLO1 
5 Marks
You are required to demonstrate your skills attained to include:
· Display and hide toolbars
· Add options to the Quick Access Toolbar
· Customise/Add tabs and groups with functions added 

Important:  Screenshots must be recorded to evidence that you have achieved the required skills.  Marks will only be awarded where screenshots have been recorded as instructed.  The content of your screenshots must be visible i.e. easily read by the assessor / External Authenticator

BEFORE YOU BEGIN:
Open a MS Word blank document and save as CustomiseMenus&ToolbarsYourInitials e.g. CustomiseMenus&ToolbarsJOR to your subfolder Task 3 folder in Word Processing L6 folder.  Note: this is the file to which you will be saving your screenshots as instructed below. 


DISPLAY AND HIDE TOOLBARS:
1. Add the following options to your quick access toolbar
· Footnote
· Insert Page Break
· Quick Print
· View Macros

2. Hide the Quick Access toolbar and take screenshot 1

3. Show the Quick Access toolbar again
4. Show Tabs only and take screenshot 2.  Restore the ribbon again i.e. Always show ribbon

CUSTOMISE TOOLBAR
5. Create a new tab and name the tab My favourites
6. Create a group for this tab and name it Useful Tools.
7. Add the following commands to the group:
a. Link [Add a Hyperlink]
b. Merge Cells
8. Add another group with your name
9. Add 4 commands you use often to it
10. Take screenshot 3 of the new toolbar to your answer document.
Resave the file containing all of the above screenshots to your Task 3 folder.


Task 4	References, Citations, Collaboration, Review & Proofing
MIMLO 3
20 Marks

PART A
You are required to demonstrate your skills attained relating to:
· Insert bookmarks, footnotes 
· Create a table of contents and index

Copy the file Education Report Student from Task 4 folder to your own Task 4 folder in your Word Processing L6 folder.
Open the file Education Report Student and resave as Education Report YourInitials  e.g. Education Report JOR

MAKE THE FOLLOWING CHANGES TO THE DOCUMENT.
REPLACE AND ADVANCED REPLACE
1. Replace the word markers with indicators
2. Replace all words emboldened with Font size 14pt, Italic, font colour
FOOTNOTES
3. Insert footnote 1 – page 2 Number of persons enrolled full-time in FET all NFQ.  The footnote should read as follows:
FET enrolments cover students participating in full-time courses only.  PLC students are included in the FET totals
Insert footnote 2 – page 2 Number of full-time higher education students.  The footnote should read as follows:
Data on enrolments in higher education for the academic year 2019/2020 are still being finalised and will be included once they become available.
4. Change the number format to Roman Numerals for these footnotes ie I, II
5. Insert an endnote for the table on page 4.  The endnote should read as follows:
This table needs to be updated every year
6. Applying Paragraph Numbers and Outline Numbering:
Apply Style Heading1 to the four main headings
Apply outline numbering to the body of text.  Note:  Correct any alignment issues 

7. Insert a Cover Page and Table of Contents; 
Insert an appropriate cover page for the document – Title Education Report
Insert a Table of Contents after the Cover Page (you might have to put in a page break to separate the Table of Contents from the body of the rest of the report)

8. Create an INDEX:
a. Mark the following text within the document
i. Department of Education; No sub entry 
ii. Revised Estimate Volume; Sub entry is (REV)
iii. SOLAS; no sub entry
iv. Quality Qualifications Ireland; Sub entry is (QQI)
v. Stakeholders; No sub entry
vi. National Educational Psychology Service; Sub entry is (NEPS)
vii. STEM Education; No sub entry.
b) Insert the Index
1. On the last page (insert a page break if necessary)
2. Insert heading INDEX; Apply heading style 1
3. Insert an Index, Fancy style and right align page numbers

9. Update the table of contents to include the INDEX page
Save your file

PART B
You are required to demonstrate your skills attained relating to:
· Insert, reply, resolve and delete comments 
· Track Changes
Copy the file Cloud Storage from Task 4 folder and save to your Task 4 folder in your Word Processing L6 folder.
Open the file Cloud Storage and resave as Cloud Storage YourInitials  e.g. Cloud Storage JOR.  Open a blank word document and name it Print Screen JOR save this file in your Task 4 folder

MAKE THE FOLLOWING CHANGES TO THE DOCUMENT.
1. CREATING COMMENTS
Insert comment 1 – Beginning of What does mean?.  The comment should read as follows:
Add more space between the heading and the body of text
Insert comment 2 – Beginning of The only exception to  . . . .  The comment should read as follows:
Better folder structure might be appropriate?
Insert comment 3 – Beginning of The following section will guide you  . . . .  The comment should read as follows:
Local locations should be changed in this paragraph
Insert comment 4 – Beginning of Saving a file. . . .  The comment should read as follows:
Very useful section
Add a printscreen/snip of the changes showing all comments to your Print Screen JOR document

2. EDITING COMMENTS
Reply to comment 1 as follows:
I have done this
Reply to comment 2 as follows:
Can you suggest a structure
Resolve comment 3
Delete comment 4

3. TRACK CHANGES
Change Markup options as follows:
a) Show Markup by you eg JOR
b) Change Markup options
i. Insertions: Strikethrough, Colour Blue
ii. Deletions: Double Underline, Colour Turquoise
Make the following changes to the document
c) In the paragraph that begins with We have set up drive P should read Drive P (make sure to make it bold also)
d) Change the second drive P to be the same
e) In the last sentence change the and in Processes and Procedures to & so it reads Processes & Procedures
f) In paragraph 4 delete the word General and insert the word Main
g) Underline the main heading
h) Lock Tracking with the password TRK123

PART C
You are required to demonstrate your skills attained relating to:
· Check a document issues ie Inspect, Accessibility and Compatibility
· Insert and modify Citations
· Insert and modify a Bibliography
· Review the spelling and grammar for the document

Copy the file Enterpise Adventures Employee Guide from Teams and save to your subfolder Task 4 in your Word Processing L6 folder.
Open the file Enterpise Adventures EmployeeGuide and ReSave As Enterpise Adventures Employee Guide YourInitials  e.g. Enterpise Adventures Employee Guide JOR.
1) CHECK FOR ISSUES
a) Inspect the document
b) Remove all Properties and Personal Information
2) CHECK THE DOCUMENT FOR ACCESSIBILITY
a) There are 2 Colour and Contrast issues found change each to a suggested colour
b) There are 2 Alt Media and Illustrations issues found.  Ignore the first, assign Organisational Chart as Alt text for the second
c) Convert the document to the latest file format

3) INSERT AND MODFIY CITATIONS/ INSERT AND MODIFY TABLE OF CONTENTS
a) Go to page 8.  Insert citation 1 – After heading Business Expenses.  The citation should include the following:
It is from a Report titled Policies for Employees by Adventures Enterprise published by Adventures Enterprise in 2025 in Cork.  The placeholder name should be EntAd
b) Go to page 9.  Insert citation 2 – After heading Sick Days.  The citation should include the following:
It is from an Interview by Moon Life, AIB.  The interviewer is Therese McGough the date of the interview was 22 August 2023.  The placeholder name should be AIB
c) Insert citation 3 – After heading Bereavement Leave.  The citation should include the following:
It is from a Web Site called Irish Jobs, the name of the Web page is Irish Jobs Career Advice, the name of the Web Site is Irish Jobs and the year is 2025.  The URL is https://www.irishjobs.ie/careeradvice/bereavement-leave/?msockid=12699940c68167b83db28d3ec76b66fa.  The placeholder name should be IrishJobs
d) Go to page 10.  Insert citation 4 – After heading Long Term Disability.  The citation should include the following:
It is from a Web Site called Citizens Advice, the name of the Web page is Disability and Illness Benefits, the name of the Web Site is Citizens Advice and the year is 2025.  The URL is https://www.irishjobs.ie/careeradvice/bereavement-leave/?msockid=12699940c68167b83db28d3ec76b66fa.  The placeholder name should be IrishJobs
e) Insert a Bibliography on a new page at the end of the document.
f) Citation 1 was published in 2024 not 2025, you need to; modify the Source
g) Update the Bibliography

4) REVIEW SPELLING & GRAMMAR
Review the document correct the following:
a) Add Warburn to the dictionary
b) Ignore Yamoto once
c) Accept grammar suggestion for Intranet
d) Stop checking for Long Term, year, them and impact
e) Accept change for Jeff Chou
f) In Editor there are 19 Clarity, 5 Resume and 2 Vocabulary suggestions change each of these as you see fit.
Save the document.



Task 5	Compare and Combine Documents
MIMLO 2
5 Marks
You are required to demonstrate your skills attained relating to:
· Compare and Combine Documents

Important:  Screenshots must be recorded to evidence that you have achieved the required skills.  Marks will only be awarded where screenshots have been recorded as instructed. Label each screenshot with the step number as indicated below.  Screenshots must be of suitable size so as the contents are easily visible to both assessor and External Authenticator.
BEFORE YOU BEGIN:
Create a folder called Task 5, copy the files Company Policies December 2024 and Company Polices Proposal 2025 from Task 5 folder your to your Task 5 folder
Open a MS Word blank document and save as Evidence Your Initials e.g. Evidence JOR to your subfolder Task 5 folder in Word Processing L6 folder.  Note: this is the file to which you will be saving your screenshots as instructed below. 

1. Compare the 2 copied files and label changes with your name
2. Accept the first 9 changes in the Compared Document
3. Reject all of the rest of the changes in the Compared Document
4. Close the original 2 files
5. Save the new compared document as Compare with your initials eg CompareJOR in your Task 5 folder
6. Using the same files combine the documents
7. Show markup for Just Mine
8. How many revisions are there.  Show a print screen of this window in the Evidence Your initials document
9. Reject the first 10 changes
10. Accept all other changes
11. Save the new combined document as Combine with your initials eg CombineJOR in your Task 5 folder


Task 6	Import, Export, Links
MIMLO 2
5 Marks

You are required to demonstrate your skills attained relating to:
· Import objects, videos, external data from and to another package
· Create links to a specific location
· Edit and remove existing hyperlinks
· Create embedded objects within existing documents

Copy the files Embed Hyperlink and Survey Remote Working from the Task 6 folder to your Task 6 folder in your Word Processing L6 folder.

Open the file Embed Hyperlink and resave as Embed Hyperlink YourInitials e.g. Embed Hyperlink JOR 


MAKE THE FOLLOWING CHANGES TO THE DOCUMENT:

1. Under the paragraph Investment in Technology, (page 1) delete the link on the word here


2. Under the paragraph Impact of Covid19 on Education (page 1) embed a video link relevant to post primary students in Ireland coping with remote learning. Note: Due to WWETB restrictions, the video may not play once embedded.  Marks are awarded for the presence of a relevant video link.

3. Under the first paragraph of page 2, insert the following two locations as links one beneath the other.  
Link 1     35c956d4d15a41e4a82ccd36ce37db4b.pdf (assets.gov.ie)    Note: this link should appear as Primary Wellbeing Webinar within your document.  


Link 2: wellbeingpostprimary.pdf (hse.ie)  Note: this link should appear as Post Primary Wellbeing Webinar within the document.  



Open the file Survey Remote Working previously downloaded and resave as Survey Remote YourInitials e.g. Survey Remote JOR 

4. Insert an appropriate link displaying the email address for abc@wwetb.ie at the bottom of the document as indicated.  Resave the document as a template. 

5. Embed the file SurveyRemoteWorking.dotx as an icon into the frame beneath Adaptable Template


6. Insert an appropriate link into the frame beneath Take Survey Now which will permit a user to complete the actual survey.  The link should read as SurveyRemoteWorking in the document.

7. Insert two links (URL) addresses beneath the paragraph Further Information on page 2.

URL 1:  Minding Your Wellbeing Programme - HSE.ie
URL2:   WellbeingInTheFETEnvironment.pdf (fess.ie)

8. Edit the links in part 3 to include the Screen Tips
Link 1:	A screen tip of Primary School should appear
Link 2:	A screen tip of Secondary School should appear
