CMPT 083 - WORD PROCESSING - SAMPLE ASSESSMENT

Note: you may be asked questions on your exam which will require the use of the Help menu.

1. Open a word processing application and open the file named page394 (this is a Microsoft
Word file). Save it as Page 394 to your disk. Leave this file open.

2. Open the file named page142 (this is a Microsoft Word file) and save it as Page 142 to your
disk. Leave this file open as well.

3. Cut the last paragraph of the file Page 142 and paste it as a separate paragraph to the end of
the document Page 394.

4. Re-save the remaining document as Page 142 to your disk. Close this document.

5. Working within the document Page 394, add a page break at the beginning of the document.
Use this new page to create a title page using the title Plants. See the end of this document
for an example.

a. The title page should look similar in spacing to the example at the end of this document
and should include the title of the paper, your name, institution, to whom the paper is
submitted (instructor) and the submission date in the lower right corner of the page. The
page should not be numbered or contain any headers or footers.

b. Bold and center the title, changing its font to Arial and the font size to 14.

C. The font of the remaining paper should be 12 point, Times New Roman.

d. Ensure the information at the bottom of the title page is right aligned.

6. Add the following paragraph to the beginning of the document following the title page. Make
it look consistent with the rest of the document.

This document is produced for the purpose of a sample
assessment of my word processing skills and will serve to help
validate the survey | completed.
7. Use the following criteria to format your document:
a. Margins should be set at 1 inch for top, bottom, and both sides.
b. The document (after the title page) should be double spaced.
C. A header with the title should appear in the right hand corner beginning on the page
following the title page. Use tabs to move the cursor to the right. Hint: Place the Cursor
at the beginning of the document before inserting headers, footers, and page numbers.

d. Page numbering should be placed at the bottom center of each page and should start on
the page following the title page as page number 1.

8. Add a page break at the end of the document for a new reference page. (1 mark)
9. Use wordwrap and hanging indents (format, paragraph) to create the References on this

page. Use spacing and formatting similar to the following example. Do not attempt to end
the lines at the same place.


http://www.rdc.ab.ca/computer_learning/documents/page394.doc
http://www.rdc.ab.ca/computer_learning/documents/page142.doc
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10. Spell check and grammar check your document. (1 mark off for each error to a maximum
of 3)

11. Resave your document on your floppy (A:) as Page 394 before you print the document.
Have a tutor check your work.

12. Check your spacing and formatting with the documents on the next two pages. Note that
the first page has been printed with the non-printing codes showing and the final version
without so you can compare your document.



Finished Sample with the non-printing characters showing.
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Finished Sample
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