Hong Kong Examinations and Assessment Authority 

AL Computer Studies / AS Computer Applications

Core Skills Assessment (Suggested tasks)

Word Processing

Retrieve document ‘WP’ from the data disk.  Complete the following tasks.

	Task
	Core Skills

	Text Manipulation

1. Add the following title at the beginning of the document:
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2. Interchange the second and third paragraphs.

3. Apply the same format of the first paragraph to the second and third paragraphs.

4. Add symbol before and after the fourth paragraph, i.e.

►Overview of Public Examination System◄

	A1

(
Apply font format properties
(
Insert and move block text
(
Copy and paste (text and/or format)
(
Insert symbols


	Paragraphs Manipulation

1. Centre align the title.
2. Apply bullet format to the fifth, sixth and seventh paragraphs.

3. Apply 1.5 line spacing to the last paragraph.

4. For the last paragraph, indent the first line of the paragraph by 0.5 inch.
5. Change the fifth, sixth and seventh paragraphs to two equal columns.  Set the fifth paragraph in the left column while the sixth and the seventh paragraphs in the right column.

	(
Align text in paragraphs
(
Add bullets and numbering
(
Apply paragraphs format properties
(
Use indentation
(
Create columns


	Document Formatting

1. Set page to be A4 portrait.

2. Adjust the left margin and the right margin to 2 cm. Also adjust the top margin and the bottom margin to 3 cm 
3. Apply page break to the fourth paragraph.

4. Add the following data at the footer of the document and make it align right:

i) The page number ;

ii) The date and time when the document file is opened 

For example, when the document is opened at 3:00pm 1st October 2007, the footer of the first page should display “Page 1 – 10/1/2007 3:00 PM”

5. Apply border to the page.


	A2

(
Set page size and orientation
(
Set margins
(
Insert page breaks
(
Create headers and footers
(
Insert page numbers
(
Create page borders


	Tables

1. Add the following table at the end of the document:
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	(
Create tables
(
Add borders and shading
(
Modify table structure (change height and width)



	Task
	Core Skills

	Pictures

1. Insert the HKEAA logo (logo.gif) as a watermark background of page 1 of the document.
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2. Adjust the size of the logo background to be 1 inch x 1 inch.


	A3

(
Insert graphics (wordart, clipart, files)
(
Resize objects


	Other Features

1. Use the spell checker to check the whole document.

2. Replace every “authority” in the document with “HKEAA” in bold and italic style.
3. Print the document.


	A4

(
Spelling and grammar checking
(
Find and replace text
(
Print



END OF PAPER
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