L 5 Exam
You will be required to retrieve and edit three files, and save them in different file formats.
Document 1 – Prepare for Publication_Report
1. Locate and open the file GreenLeaf Report from the Student Files folder provided.  Save as GreenLeaf Report Draft	1.0 m
2. Using a built in template insert a cover page for the report.  Insert suitable text for any placeholders that are on the cover page you have chosen, for example the Title, Subtitle, Company Name, etc.	2.0 m
3. Select the numbered headings within the report.  Apply the Heading1 style to each of these headings.	1.0 m
4. Insert a new page after the Cover Page and create a Table of Contents on this page.  Ensure that this updates as changes are made to the document layout.
 	(1m new page, 3 m ToC) 4.0 m
5. Select the four paragraphs under the heading Company Overview, and apply a hanging indent of 3.5 cm to create side headings.  Ensure you use a tab to align the paragraphs with the indent.	1.0 m
6. Using Find and Replace ‘more’ options replace all bold formatting with bold italic formatting.  Take a screenshot of the window as evidence	1.0 m
7. Using the Thesaurus replace the word ‘dedicated’ in the Executive Summary paragraph.	1.0 m
8. Insert a page break at the heading Future Outlook	1.0 m
9. Insert page numbers in the centre of the footer.	1.0 m
10. Insert a suitable image on the second page.  Position it in the bottom right of the page.	1.0 m
11. Select this image and recolour it so that it is a green colour	1.0 m
12. Add a footnote ‘Solar and Wind energy’ to the phrase ‘100% renewable energy’ under the ‘Future Outlook’ heading 	2.0 m
13. Check the document for errors.	1.0 m
14. Save as a PDF with the filename GreenLeaf Report Final	2.0 m



Document 2 -Collaboration, Review, and Proofing
1. Locate and open the document ICT from the Student Files folder provided.
Save this as ICT Draft	0.5 m
2. Check accessibility of the document, take a screenshot of any issues found.
Correct any issues	1.0 m
3. Check the document for any errors, correct any spelling and grammar errors
 	1.0 m
4. Track any changes you make from this point on.  Ensure you display All Markup.	1.0 m
5. Select all text and change the font to Garamond.	0.5 m
6. Move the last paragraph and place it directly under the text Updated 1 October 2022	0.5 m
7. Select the list in the section ‘What careers are available in ICT?’ and apply bullet points to it.	0.5 m
8. Find and select the first occurrence of text ‘soft skills’ and add a new comment ‘This needs more detail, give a definition’	0.5 m
9. Locate the comment ‘Could this be included under the Education heading’ and reply to it ‘I think this is an important issue that needs its own section’	0.5 m
10. Using document info add the filepath to the right of the footer.	0.5 m
11. Remove the link that is currently on the word website in the second line of the document	1.0 m
12. Type the following as the last sentence in the document:  Click here to access more information about types of jobs available.
Select the word ‘here’ and insert a link to the following url:
https://ie.indeed.com/career-advice/finding-a-job/technology-jobs
		1.0 m
13. Print the document with the markup visible.	0.5 m
14. Save a copy of the document with the filename Final Draft.	0.5 m
15. Review and accept all changes in the Final Draft document.	0.5 m

Document 3 – Formatting_Procedural document  


1. Locate and open the file Recipe from the Student Files folder provided.  Save as Curry Recipe	0.5 m
Follow all layout and formatting instructions from below:	
2. Select all text and format as Arial, 12pt, single line spacing, 0pt before and after paragraphs.	1.0 m
3. Apply the Title style to the first line of text ‘Easy Chicken Curry’.	0.5 m
4. Change the font colour of this first line to an orange colour.	0.5 m
5. Apply the Subtitle style to the second line of text ‘Esther Clark’.  Right align this text.
 	1.0 m
6. Select the paragraph beginning with the text ‘This easy staple chicken curry…’
apply a black outside border to this paragraph and shade the paragraph an orange colour.	1.0 m
7. Select the subheading ‘Ingredients’, change the font size to 14 pt, font colour to a green colour, format as bold, and apply a double underline.	1.0 m
8. Using the format painter, or otherwise, apply the same formatting to the subheading ‘Method’.	0.5 m
9. Select the bulleted list underneath the subheading ‘Ingredients’ 
Define a new bullet for the bulleted list, use a star symbol (Wingdings font)	1.0 m
10. Select the numbered list underneath the subheading ‘Method’ 
Define the following new number format for the numbered list:  (1)	1.0 m
11. Select the bulleted list and the numbered list.  Ensure that the left indent is 0 cm so that the bullet symbols and the numbers are aligned to the left margin.	0.5 m
12. Using the review tools available to you, check the documents for errors	0.5 m
13. Share this document with your teacher using the email provided. 	0.5 m
14. Save a copy of the document as a WebPage with the same file name	0.5 m




Sources of content
Greenleaf report AI generated
ICT document :
https://ie.indeed.com/career-advice/career-development/what-is-information-and-communication-technology
Recipe content:
https://www.bbcgoodfood.com/recipes/easy-chicken-curry

