	ITQ 2009
	TD07

	Unit 1: File Management and e-Document Production



ITQ 2009 / CLAIT 2006

ITQ 2009 Unit: 77
Word Processing
CLAIT 2006 Unit: 1
File Management and e-Document Production
BRC TRAINING DOCUMENT: TD07
“PARTAN BREE”
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 called British Recipes from the CD or Network Drive to your own floppy disk or USB flash memory drive.
2. Open the file called 207partanbree-bck from the folder background using the password cmf0442103a.
3. Insert a clear line space then add the following text beneath.

INGREDIENTS

1 large boiled partan

3 oz long grain rice

1 pint chicken stock

1 pint milk

quarter pint single cream

half teaspoon anchovy essence

salt and pepper

INSTRUCTIONS

In a pan, boil the rice in the milk until tender.   Make sure not to over-cook.   Remove all the partan meat and set aside the flesh from the large claws. 

Next, using a food blender; mix the partan meat (except for the claws), milk and rice, then empty in to a clean pan.  Bring to the boil slowly as you stir in the chicken stock.  Remove from the heat and add the meat from the claws, anchovy essence and salt and pepper to taste.  Reheat but do not boil.  Stir in the cream and when hot serve immediately.
4. Check for errors and carry out a spell check.

5. Enter your name at the bottom of the page. Enter an automatic filename in the header.
6. Format the page layout to landscape. Set page margins to 1cm except for left margin which should be set to 1.75cm.

7. Print a copy of the document.  Save the amended work with the new file name 207partanbree-draft1 in to the folder Background.
TASK B
8. In the first paragraph of INSTRUCTIONS:

a. move the first two sentences to become the last two sentences of the paragraph.

b. Change the word tender to soft
c. Remove the full stop before the words Make sure… and insert the word but.
d. Change the words partan meat to meat from the partan.
9. In the second Paragraph of INSTRUCTIONS
a. Replace the sentence beginning Next, using a food blender with the following sentence
Add the partan meat (except for the claws), and rub the mixture through a sieve in to a clean pan.

b. Change the words slowly as you stir to while gradually stirring
c. In the third sentence move the words anchovy essence to be between the word the and the word meat. 
d. Insert a comma after the word essence. Remove the comma from after the word claws.
10. Remove the paragraph break in the instructions to leave a larger single paragrapgh.

11. Add the word TRADITIONAL to be the first word of the main heading. In the first paragraph change lit. to literally,. Change shellfish to seafood.
12. Check the changes for capitalisation, punctuation, spacing and sense.
13. In the ingredients and instructions sections only; replace all instances of the word partan with the word crab. 
14. Insert a table with 6 columns and 4 rows above the heading ingredients. Ensure there is a one line space above and below the table.
15. Remove all gridlines from the table.
16. In the second column of the table insert the following 4 items.

Type of Dish
Cooking Time
Servings
Difficulty

17. In the fifth column enter the following 4 items

Country
Allergies
Vegetarian
Calories per Serving
18. In the third column insert the following 4 items.

Soup

30 Min
4

Easy
19. In the sixth column insert the following 4 items.

Scotland

Shellfish, Lactose, Gluten
No

350

20. Shade the first and forth columns in black. Shade the second and fifth columns in light grey. Align the whole table on the left page margin. Make all the columns of the table including the black ones as narrow as possible.

21. Format the text in the second and fifth columns to bold. Format the text it the third and sixth columns to Arial font.

22.  Ensure all the text is within the page margins and that all items are contained on single lines.

23. In the footer area create the table below with 4 columns and 3 rows.
	FILENAME
	
	REVISION NUMBER
	

	DATE OF LAST PRINT
	
	CENTRE NUMBER
	

	LAST EDITED BY
	
	PAGE NUMBER
	


24. In the table, in column 2 insert the following items using a courier font and bold type.
Automatic filename
Automatic date

Your name

25. In column 4 insert the following items in a courier font.
2
Your Centre Number

Automatic Page Number
26. Right align all the items in columns 1 and 3.

27. Ensure all items in the table in the footer are contained within single rows.

28. Remove your name from the main text area.  Remove the filename from the header.  Save your work with the filename 207partanbree-draft2 into the folder British recipes.  Print a copy of the document. Close the document.
TASK C

29. Suffix your initials in brackets to the British Recipes folder name. For example british recipes (DL).
30. In the folder create a subfolder with the name Soups drafts.

31. Move the file called 207partanbree-draft1 from the Background folder to the folder soups drafts.
32. Copy the file 207partanbree-draft2 from the folder named british recipes to the folder soups drafts.
33. Delete the file called shecrabsoup from the background folder.
34. Take screen prints as evidence to show the contents of:

a.  the british recipes (your initials) folder.
b. the soups drafts folder.
c. the background folder.
35. On the document containing the screen prints add your name to the header and an automatic page number to the footer. 
36. Print and save your screen prints. 

TASK D
37. Open the file that you saved earlier called 207partanbree-draft2.

38. Make the following changes to the formatting.
a. Format all text to be justified.

b. Main heading should be bold, italic, underlined, font size 20, Times New Roman, right aligned
c. The first paragraph, the table and ingredients (including the heading) should be indented from left side by 8.89 cm
d. Subheadings should be Bold, italic, size 14, times new roman, left aligned
e. Ingredients should be formatted as a bulleted list, Arial, size 11
f. First paragraph should be size 12, Arial.

g. Instructions text should be Arial, size 11 and set to 1.5 line spacing.

39. Amend the revision number from 2 to 3 in the footer.
40. Save your work using the filename 207partanbree-draft3 in to the folder British Recipes.  

41. Print a copy of the document.
TASK E
42. Create a new word processing document.
43. Type the following passage as shown.
Cullen Skink

Cullen Skink is a thick Scottish soup made of smoked Finnan haddie, potatoes and onions. Lacking the traditional ingredient, any other undyed smoked haddock or cod will suffice.

This soup is a local speciality, from the town of Cullen in Moray, on the north-east coast of Scotland, 50 miles north-west of Aberdeen. The soup is often served as a starter at formal Scottish dinners.

The name is not derived from Gaelic. The first element refers to the town of Cullen in Moray, skink is a Scots word for a shin, knuckle or hough of beef which has developed the secondary meaning of a soup - especially one made from these. The word skink is ultimately derived from Middle Dutch schenke "shin, hough", also the root of modern English word shank.

Cullen Skink appears in many traditional Scottish cookery books and appears on a large number of menus across Scotland. The soup is extremely easy and quick to make.
44. Carry out a word count.

45. Insert your name, an automatic filename and the number of words clearly in the footer.
46. Save with the filename cullenskink-bck in to the folder background.
47. Print a copy of the document.
You should have the following 5 print outs:
207partanbree-draft1.doc

screen print(s)

207partanbree-draft2.doc

cullenskink-bck
207partanbree-draft3.doc
TASK F: ADVANCED
1. Re-open the file 207partanbree-draft3
2. Delete the table in the main text area.

3. Create the following table below the main heading. Make sure there is a clear line space above and below the table. 

	Type of Dish
	Soup
	Country
	Scotland
	Servings
	4 
	Vegetarian
	No

	Cooking Time
	30 minutes
	Allergies
	Shellfish, Lactose, Gluten
	Difficulty
	Easy
	Calories Per Serving
	350


4. Format the odd numbered columns to bold, Times new roman, size 12. Shade the odd numbered columns in light grey.

5. Format the even numbered columns to Arial, size 12
6. Make sure the text within the table lies on single rows and inside the page margins.

7. Change all the borders of the table to white size 3pt

8. Remove the indentation that was earlier applied to the first paragraph.
9. In the paragraph of instructions; insert paragraph breaks but no clear line spaces between each sentence to create 7 sentences on separate lines.

10. Format the 7 sentences as a numbered list.

11. Change the revision number in the footer to 4.
12. Ensure there is no more than 1 clear line space between items.
13. Save the file as 207partanbree-draft4 in to the soups drafts folder.
14. Print a copy of the document.
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