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Question 1	[38]
	Q
	Answer
	Max
Mark
	Level

	1.1
	Font changed to Calibri for whole document 
	1
	1

	1.2
	Text left aligned  whole document 
	2
	1

	1.3
	Line spacing changed to 1.15 Multiple  whole document 
	2
	2

	1.4
	10 pt after paragraph  whole document 
	2
	2

	1.5
	First line indent removed  whole document 
	2
	2

	2
	Whole section ( )changed to sentence case
	1
	1

	3.1
	Document heading formatted using Title Style 
	1
	1

	3.2
	Main headings formatted using Heading 1 style  all main headings 
	2
	1

	3.3
	Sub-headings formatted using Heading 2 style  all sub-headings 
	2
	1

	4
	T (first paragraph) changed to drop cap, 3 lines (not in margin) 
	1
	1

	5
	First paragraph has light blue shading , only entire first paragraph 
	2
	1

	6
	Third paragraph dark grey font,  bold 
	2
	1

	7
	Bulleted list (par 6)  correct items 
	2
	1

	8
	Replaced correctly,  all  (23 including structures)
	2
	2

	9
	Header removed  (no header appears)
	1
	1

	10
	Auto page number in footer (any place)  not on first page 
	2
	2

	11
	Shadow effect added to all bold text  all (letters in My Very .., brrr, ) 
	2
	2

	12
	Sentences centred  both 
	2
	1

	13
	All spelling corrected (all containing neighbor, light, astronomer, system), planet names ignored 
	2
	2

	14
	Page break inserted before correct heading 
	1
	1

	15
	Hyperlink inserted to correct document , 2nd last solar systems 
	2
	2

	16
	Saved correct name  correct folder 
	2
	1

	
	Total
	38
	


Question 2	[13]
	Q
	Answer
	Max
Mark
	Level

	1
	All margins = 2.5 cm 
	2
	1

	2.1
	Two columns,  narrow left & wide right, 
	2
	2

	2.2
	space between = 1 cm, 
	1
	2

	2.3
	line between 
	1
	2

	3
	Correct text box,  top of page 
	2
	2

	4
	Text in textbox replaced with A Brief History of Units of Measurement 
	1
	1

	5
	Space replaced with hard space (778 million kilometers)
	1
	2

	6
	Text to table  correctly done 
	2
	3

	7
	Columns balanced  (insert continuous section break at end, also except column break if columns are even)
	1
	3

	
	Total
	13
	


Question 3	[15]
	Q
	Answer
	Max
Mark
	Level

	1
	Set to portrait 
	1
	1

	2.1
	Columns 1 and 2: Cell alignment = centred & left 
	1
	2

	2.2
	Last column: Cell alignment = centred & right
	1
	2

	3.1
	Pecan cropped  all white space around removed (as much as possible) 
	2
	3

	3.2
	Resized width = 3 cm , height = 2.5 cm 
	2
	2

	3.3
	Aligned to centres,  all pictures 
	2
	3

	4
	3 borders removed first row 
Cell direction 2nd row changed 
2nd and 3rd columns: Split,  Merged correctly 
Dotted borders around (4 sides) 
Shaded correctly 
	6
	3

	
	Total
	15
	



Question 4	[28]
	Q
	Answer
	Max
Mark
	Level

	1
	-symbol in D6 
	1
	2

	2
	H8 and H9 split correctly 
	1
	2

	3
	Heading row: cells merged correctly 
	1
	1

	4
	B7:B8: Border between removed,  diagonal border added (B8) 
Cell alignment, left (B7),  right (B8) 
	4
	2

	5.1
	H21: =sum (H10:H20) 
	2
	2

	5.2
	D21: =average (D10:D20) 
	2
	2

	5.3
	G10: =12756 *F10 
	2
	2

	5.4
	D10: =C10/150000000 , display only 1 dec
	3
	2

	5.5
	K10: =I10* J10* 10% 
	3
	3

	6.1
	D23: =C12 -C10  (also accept C10-C12, but 1 mark only)
	2
	2

	6.2
	D24: =MIN (C10:C20)
	2
	2

	6.3
	D25:  =PI() *G10
	2
	3

	6.4
	D26: =countif(C10:C20,”>150000000”)
	3
	3

	
	Total
	28
	



Question 5	[11]
	Q
	Answer
	Max
Mark
	Level

	1
	Rename worksheet: Bode’s Law 
	1
	1

	2
	Headings: Vertical, bottom
	2
	2

	3
	Graph:
Line, correct series A5:J6,, display values , gridlines 
Heading, title vertical axis, title horizontal axis, horizontal axis labels diagonal 
	8
	3

	
	Total
	11
	



Question 6	[12]
	Q
	Answer
	Max
Mark
	Level

	1
	Layout changed to: 
Content with caption  level bulleted list  right text left 
	4
	2

	2
	Text copied to notes section 
	2
	2

	3
	Blank slide inserted between 5 and 6
	2
	1

	4
	Arrow added, ‘sun’ added, animated to fly in 
	3
	2

	5
	View changed to Notes Page 
	1
	1

	
	Total
	12
	



Question 7	[23]
	Q
	Answer
	Max
Mark
	Level

	1
	Saved as Word doc (.docx) 
	1
	1

	2
	Name & date added: 
Left tab 10cm with leader, 
Left tab 11 cm without leader 
Left/right tab 16 cm with leader 
	6
	3

	3
	Question 6 sub-questions: numbered list (a-d)  correctly done 
	2
	2

	4
	Writing lines: Left/right tab 16 cm   with leader  
1.5 or double line spacing  (vertical spacing sufficient for writing )
	3
	3

	5
	Page border added 
	1
	1

	6.1
	Table: Column added at end 
	1
	1

	6.2
	Row added, correctly done 
	2
	2

	6.3
	Autofit table 
	1
	1

	6.4
	Table centred 
	1
	1

	7
	Comment added, correctly done 
	2
	2

	8
	Diagram inserted  text copied and display correctly 
	3
	3

	
	Total
	23
	



Total:[140]
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