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Welcome
Welcome to the Word Processing Advanced course. The Student Workbook for this course is
designed to teach the topics required for the assessment of this Unit. The companion Exercise
Booklet contains practical exercises that will reinforce the topics taught in the Workbook as
well as Summary Tasks for each Learning Outcome. It is expected that the tutor leading the
learner will supplement these materials with some practical assignments that are appropriate
to their group.
This Instructor’s Guide explains the layout and use of these manuals and gives the answers to
the questions and tasks included in the Exercise Booklet.
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Using the Student Workbook
The workbook has been organised into the three Learning Outcomes for this Unit. Each of
these ‘sections’ contains the topics to be covered along with references to the practical
exercises that the learner should complete at specific points. At the end of the ‘section’ there
is a reference to that Learning Outcome’s Summary Tasks, which usually take the form of
small projects, to help the learner consolidate what they’ve learned.
The references to the exercise booklet look like this:

Exercise 1.1
Now do Exercise 1.1 in the Exercise Booklet.

Summary Tasks
Now do the Learning Outcome 1 Summary Tasks in the Exercise Booklet.

Using the Exercise Booklet
The Exercise Booklet contains the practical sessions that the learners should undertake to
consolidate their learning. Throughout each of the Learning Outcomes there are a number of
exercises that will cover the topics most recently taught, and at the end of each Learning
Outcome there is a Summary Tasks section. Here is a sample Summary Task from this Unit:

Task 5
Create a blank document then use the Fleet Companies data source from the previous task to
run a mailing labels mail merge. Use the default labels setup for your system. Print the
merged labels with your name in the footer then close the merged document without saving it.

Exercise Files
Most of the practical exercises and Summary Tasks in the Student Exercise Booklet ask the
learner to open specific files. These files are supplied with this pack. If possible, a copy of
these files should be placed on the hard disk (the C drive) on the system the learner will use.
However, the exercises instruct the learner to find out where these files have been placed if
they do not have access to the C drive.
A copy of the Unit exercise folder with the practical sessions completed has been supplied for
the use of teaching staff. This folder is named WP — Int 2 — Completed Versions.
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Answers to Written Exercises
Learning Outcome 1
Exercise 1.1
Question 1
♦ .rtf:
♦ .asc:
♦ .txt:
♦ .htm:

Rich Text format
ASCII format
Plain Text format
Hyper Text Markup language

Question 2
♦ animated text will be converted to italicised text
♦ any non-standard underline style will be converted to the standard solid underline style
♦ decorative paragraph borders will be converted to plain box borders
♦ graphics that have been formatted with text wrapping will become left or right aligned

Question 3
Yes.

Question 4
Yes.

Question 5
Yes.

Question 6
Yes.

Question 7
Use Save As command.
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Exercise 1.2
Question 1
Microsoft Word can be opened by any of the following methods:
♦ Go to Start menu, Programs and find Microsoft Office, then Microsoft Word.
♦ Go to run command type path to Word executable file, eg
c:\program files\Microsoft Office\Office 10\Winword.exe
Note: might not always be accessible to students.
♦ Click icon on desktop.
Note: might not always be visible to students, depends on your setup.

Question 2
You can find a Microsoft Word file by any of the following methods:
♦
♦
♦
♦

Go to my save area (could be my documents) and look in file list.
Use the Find command to search for the filename.
Use the File Open within Word and look in the folders for your file.
Use the task pane (if using Office XP or higher) which display a list of your recently
opened files.

Question 3
In a workgroup template folder location.

Learning Outcomes 1 — Summary Tasks
None of the Summary Tasks in this section require answers.
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Learning Outcome 2
Exercise 2.1
Question 1
♦ Letters
♦ Memos
♦ Faxes
♦ Reports

♦ Brochures
♦ Newsletters
♦ Web pages

Question 2
Situation
Objective
Appraisal
Proposal

Question 3
If you needed to change a particular word several times in the same report, eg a person’s
name.

Exercise 2.2
Question 1
As many as is in the undo list.

Question 2
Go to View menu, Toolbars and click Formatting

Question 3
To copy text or paragraph formatting you have already applied.
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Exercise 2.11
Name

Letter

Chart Area

B

Legend

A

X-axis

C

Data Series

E

Plot Area

D

Learning Outcome 2 — Summary Tasks
None of the Summary Tasks in this section require answers.

Learning Outcome 3
Learning Outcome 3 — Summary Tasks
None of the exercises or Summary Tasks in this section requires answers.
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