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« The style name TC-title has already been created, stored and applied to the title text.

« Modify the TC-itle style so only the following formatting is applied:
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TC-title sans-serif | 32 | centre bold, italic singe | 0 0
EVIDENCE 4.
Take a screenshot of the style settings for TC-title style to show that these have been
changed. Place this in your Evidence Document.

2

« Display these custom style names as a list n the style manager/organiser. Provide screenshot

evidence of this list.

EVIDENCE 5
Place this screenshot in your Evidence Document.

m
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Below the title add the sublitie:
Produced by: and add your name.

Apply the TC-subtitle style to this text.

Apply the TC-body style to the rest of the document.

m

m

m

Change the page layout so that the subheading Overview and all following text s displayed in

three columns of equal width with a 1 centimetre space between the columns.

Apply bullets to the list of items from:
Shore excursions...
to
... Specialty restaurants
Make sure that:
©  the bullets are aligned at the left margin
© the listis in single line spacing with no space before or after each line
© there is a 6 point space after the last item in the list.

2

2

Identify the 7 subheadings in the document and apply the TC-subhead style to each one. [1]
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Using the data in the file J229STATS.csv create a vertical bar chart to show the number of
cruise passengers for the years 2014 to 2018 only. [t}

Label the chart with the following:
o tile Annual Growth

©  value axis title Passengers.
m

Display the values as data labels on top of each bar.

Do not display a legend.
m

Format the value axis scale to display:
©  aminimum value of 5000
© amaximum value of 13000

©  increments of 2000
2




image7.png
16

17

18

Insert the chart after the paragraph ending ...over the past five years:
Make sure that:
©  the chart and all data fits within the column width

© all data labels are displayed in full.
m

Import the image J229SHIP.png and place this below the subheading Our Fleet [0}

Format the image so that:
o itis re-sized to a width of 2.5 centimetres with the aspect ratio maintained

© itisaligned to the left margin and the top of the paragraph starting We currently operate...
©  the text wraps round the image.

Save the document with the same file name and format used in Step 1.

Make sure that today's date and not the date field code displays in the header.
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‘Spell check and proofread the document.

Make sure that:

© tables, charts and lists are not split over columns or pages.

©  there are no widows or orphans

©  there are no blank pages

©  the house style specification has been followed and the correct styles applied as
instructed

©  spacing between allitems is consistent.

‘Save the document using the same file name and format used in Step 18.

Make sure that today's date and not the date field code displays in the header.
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‘Task1=Evidence Document

+ Open the file J229EVIDENCE.rtf

« Make sure that your name, centre number and candidate number wil appear on every page
of this document.

+  Save this Evidence Document in your work area as J229EVIDENCE followed by your
candidate number. For example: J229EVIDENCES999

You will need to place screenshots and answers to questions in this Evidence Document.

Task 2 - Document

You are going to edit a report for Tawara Cruises. The company uses a corporate house style for il
their documents. Paragraph styles must be created, edited and applied to the report as instructed.

1+ Openthe file J229CRUISES.rtf
« The page setup is set to Ad, landscape orientation with 2 centimetre margins. Do not make
any changes to these settings.
« Save the documentin your work area, in the format of the software you are using, with the file
name TCREPORT

EVIDENCE 1
Place in your Evidence Document a screenshot to show this file has been saved.
Make sure there is evidence of the file type.

m
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Place in the header:
©  automated page numbers left aligned

© aright aligned automated date field to display today’s date in the format dd-MMM-yy
Place in the footer your name, centre number and candidate number, centre aligned.
Make sure that:

© allthe alignments match the page margins

© noother text or placeholders are included in the header and footer areas.

©  headers and footers are displayed on all pages.

EVIDENCE 2
Take screenshot evidence of the date field code showing the format used. Place this
screenshot in your Evidence Document.

3
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« Create and store the following styles, basing each on the default paragraph style:

House style specifications.
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TC-subtitle | sans-serif | 18 | right underiine singe | 0| 0

TC-subhead | sans-serif | 16 | centre bold, italic singe | 0| 6

TC-body | serif 10 | justified none. singe | 0| 6

TCable | serif 11 | centre italic singe | 0| 0

EVIDENCE 3

Take a screenshot to show that the style settings have been defined for TC-subhead
style. Make sure there s evidence that this is based on the default paragraph style.
Place this in your Evidence Document.
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