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SCENARIO: 

You are working on the production team of a community radio show.  You have been asked to help with creating the script for the presenter.  Another member of the team has made some notes for you.
You must carry out the work as instructed and ensure that you save your work in the correct locations.  You have been given 3 hours to complete your assignment.
ITQ EVIDENCE REVIEW FORM

After you complete this exercise you should try to complete the ITQ Evidence Review Form.  

Blank Evidence Review Forms (ERF), guidance sheets and examples are available from ITQ page of the BRC Student resources website or if internet access is unavailable please ask your tutor.

TASK A

1. Copy the folder spa-tacular from the network disk (Z:) to your floppy disk or flash drive. 

2. Start a new blank word processor document.

3. Type the following text using the Arial font, at size 14.
REFLEXOLOGY

In reflexology, the meridian points in the ears, hands and feet are stimulated with the practitioner’s thumb.  Each point corresponds to a particular organ or glandular system of the body. The application of pressure to the point can help to relieve stress, improve blood supply and allow freer movement of energy through the nervous system.

Originally called zone therapy; reflexology has its origins in acupressure and Shiatsu. Reflexology appears to be a strictly eastern style of treatment but its modern practice is credited to William Fitzgerald, a North American physician who pioneered these techniques in the late 1800s.

4. In the main text indent the first line of each paragraph by 2cm.

5. Check your work for sense, and spelling errors.

6. Using the software facilities carry out a word count. A few lines below the main text clearly show the number of words in the document.

7. Add your name, and centre number in the header. Also add an automatic date and automatic filename to the footer.
8. Save the file in SPA-TACULAR folder with the file name Rflx_d1. Print a copy and close the file.
TASK B
1. Open the file swed_d1 found in the spa-tacular folder.

2. Set the page orientation to landscape.  Set the left and right margins to 2.9cm and the top and bottom to 2.2cm. 
3. Add your name, an automatic date and an automatic filename to the footer.

4. Change the heading so that it is centre aligned, bold and underlined. Change the heading font size to 20.

5. Fully justify the main text and change the font to Courier New. Set all the main text in 1.5 line spacing.
6. Insert a paragraph break and clear line space after the words world’s best spas. Add another paragraph break and clear line space before the words Regular treatments of.  
7. A typing mistake has been made by your colleague. Remove the paragraph break after the first paragraph that ends massage in the west.
8. Italicise Highfields Country Inn and Spa.

9. At the beginning of the first paragraph of the main text insert this sentence:  So let’s start by taking a look at Swedish massage.  
10. In the second paragraph move the sentence beginning: The masseuse will apply oil to become the first sentence in the third paragraph.
11. In the third paragraph, insert the word usually after the word will.
12. Replace all occurrences of the word masseuse with therapist.

13. Remove the last sentence of the last paragraph.

14. In the first sentence of the second paragraph, delete the word body’s.
15. Save the file in the spa-tacular folder using the name swed_d2.  Print 1 copy. Close the file.
TASK C
1. Open the file swed_d2 that you saved in the previous task.

2. Below the text; add a clear line space in single line spacing. Add a table below the clear line space.  The table should contain 7 rows and 3 columns.

3. In the table, in the first row, add the 3 column headings; Type of Stroke, French Word and Meaning. 

4. In the first column add the 6 items that begin with an uppercase letter.  In the second column add the items in the double quotation marks.  In the third column add the items in the single quotation marks. Like this:
	Type of stroke
	French Word
	Meaning

	Compression
	
	

	Effleurage
	“effleurer” 
	'to skim over’

	Friction
	
	

	Petrissage 
	“petrir”
	'to knead'

	Tapotement  
	"tapoter"
	‘to tap or to drum’

	Vibration
	
	


5. Update the work as swed_d2.

6. Format the table column headings to be bold and centred. Format all the text in the table to Arial font and single line spacing.
7. Ensure all the data in the table is visible. In the cells that are empty add dark grey shading.
8. Add a thick border to the outside of the table only. Add thinner lines to the inner gridlines.

9. Make the 3 paragraphs of writing into a numbered list.
10. Make sure that the table is clearly not wider than the text above.

11. Update and print a copy of you work. Close your work.
TASK D

1. In the Spa-tacular folder; create a subfolder named draft2.
2. Move the file rflx_d1 in to the draft1 folder.

3. Copy the file swed_d2 in to the draft2 folder.

4. In the Spa-tacular folder; delete all the files that have filenames ending d1. Delete the folder named Strokes.

5. Rename the spa-tacular folder to spatac (your initials). For example spatac(JS).

6. Take a screen print of the contents of folders draft1, draft2 and the folder named spatac(your initials).  
7. Add your name and an automatic filename to the footer of the screen prints.

8. Save the file containing the screen prints in the spa-tacular folder.

9. Print a copy of the screen prints.
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