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September 1999

General

1.1 Create a directory on your G drive called September.  
1

1.2 Extract the Publisher file from your email onto your G drive September directory.  Save as QUEST1E.  During the course of the examination call and show your invigilator that you have made the directory and the extracted file is in that directory.  
1 

1.3 At the end of the examination period save your work on your disk as QUEST1E.  Make sure that the file can be read from the disk.  Make sure the disk is labelled.  Hand your disk in.  No printed work is required.  


1.4 Plan to finish in 30 minutes and prepare your disk.  After 40 minutes your disks will be systematically collected.  If you are not ready with your disk it will not be accepted.


1.5 Do not change the default point size for body text.

1.6 Do not adjust the text frame properties' margins or spacing.

1.7 Only do what is required.
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Question 2 - Whole document

2.1 Insert all the text from QUEST1 on the Shared H drive directory September into your newsletter on databases.  (It does not fill all 3 pages yet but that space will be filled in questions 3 and 4.) 
1

2.2 Adjust the size of the illustrations so that there is no white or blank space.  There may be no widows or orphans.
1


2.3 Make sure that the text flows from page 1 to page 3.
1 

2.4 Change the date in the header to today's date.
1 

2.5 Make all the body text full justification.
1 

2.6 Put all the headings in their own text boxes, left aligned, bold and point size 20.
2 

2.7 Make all words/text in the whole document Arial.
1 

2.8 From text frame properties add 'Continued on …' and 'Continued from …' in the four correct places.
1

2.9 Add page numbers at the bottom centred, but not on page 1.
1
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Question 3 - Page 1

3.1 Insert the illustration of ACCESS.BMP found on the Shared H drive September directory to use as logos in the banner.  Each must be the same size and position on either side of the banner.
1

3.2 Make the line at the bottom of the page 1 straight.
1

3.3 The text column must be a single column.
1
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Question 4 - Pages 2 and 3

4.1 The text must be in two columns.
1

4.2 Add a light watermark made with Word Art of your initials.  The watermark may only appear on page 3.
2 

4.3 Create an illustration to illustrate data field types by using print screen of PaintShop Pro and the application Access, see example below.  Insert the Access data type illustration in a suitable place near Data definition language.  
2

4.4 Insert any clipart from Business directory across any two columns on page 2 or 3.  Make the text wrap around the illustration.  
2 
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