Manufacturing Integration Microsoft Word Test (Week 7)

Module Code: IE4711 & MF4711

Allocation of Course Credits: 15%

Duration of Test: 30 minutes
Examination Instructions:

Note:
· The following instructions do not have to be completed in the order in which they are listed.

· Remember to save your work repeatedly throughout the test.
1. Go to www.staff.ul.ie/sburke/computers and go to Interim Practical Exams - Word
2. Open the 30 minute Microsoft Word exam document >>
3. Go to the FILE drop-down menu, and choose Save As to the WorkArea using the following name: “Your ID Number wordtest”. For example: “0400000wordtest”.

4. Re-Open the document now called “Your ID Number wordtest” from WorkArea.

5. Format all headings in the style of heading 1 (Times New Roman, size 16 font). (2 marks)
6. Justify all text. (1 mark)
7. Ensure that there is 1.5 line spacing through out the document. (1 mark)
8. Bullet the required paragraphs as in the solution. (1 mark)
9. Before the fourth heading, insert a landscape page leaving all other pages as portrait (Hint: use section breaks). (3 marks)
10. Cut and paste the university picture into the landscape page. Centre the picture and graph and label them as figure 1 and figure 2. (1 mark)
11. Insert a header with your name, course and ID number, e.g., 

“Jason Phelps     Production Management      0400000” (2 mark)
12. Insert page numbers as shown, with a roman numeral on the first page and the remaining pages numbered 1 upwards. (1 mark)
13. Insert a title page as shown in the solution and a table of contents (TOC) with its own heading (i.e. “Table of Contents”) and on its own page. Note: The TOC heading should show up in the table of contents. (3 marks)

14. Save and close the file.

15. Go back to www.staff.ul.ie/sburke/computers, and go to Submit In-Lab Assignments Login, and go to Submit an Assignment. Choose “Word Test” and click “Browse…”.
