Functional Skills ICT - Unit 1 Part A
Practical exam practice

1. Load the following files from the College website and save them into your user area…

· Brick.jpg
· Invoice.xls
· Letter.doc
Preparing the logo

2. Load Corel Photo Paint.

3. Open the Brick.jpg file in Corel Photo Paint.

4. Crop the image to remove the black rectangle.

5. Use the magic wand tool to select the top left brick (This will add a mask).

6. Use the fill tool to change the colour of the top left brick to black.

7.  Clear the mask.

8. Add the following text to the black box: Building Supplies Ltd.

9. Use Object - Text - Format text to change the font to Tahoma.

10. Save the file as Brick.jpg

11. Print the logo.

Preparing the invoice
12. Load Excel.

13. Open the Invoice.xls file in Excel.

14. Insert a row at the top of the invoice and add tht heading, ‘Building Supplies Ltd’.

15. Centre the heading across the spreadsheet (Columns A-E).

16. Put a bold border around the customer address box.
17. Centre the column headings in row 11.

18. Format the column headings in row 11 so the background in black and the text is white.

19. Use the =TODAY() function to automatically add the date into cell F3.

20. Format the date so it displays in DDMMYY format.

21. Replicate the formula in cell E12 into all cells down to E20

22. Format all prices to currency.

23. Add formulas in the following cells…

· E21 - To add up all of the totals from E12 to E20.

· E22 - To calculate 17.5% VAT on the subtotal.

· E23 - To add the subtotal to the VAT.

24. Set the validation for the item codes so only codes of 4 characters text length can be input.

25. Input the following item codes: 1625, 2817, 2109.
26. Print the spreadsheet.

Preparing the covering letter
27. Load Word.

28. Open the Letter.doc file in Word.

29. Centre the company name and address.

30. Change the font of the company name and address to Tahoma.

31. Add your logo to the top left and right of the page.
32. Alter the text wrapping of the logos so that they are in line with the name and address of the company.

33. Change the letter so that the text is formatted to 1.5 line spacing.

34. Change to font size to 12 point, throughout the letter.
35. Embolden the ‘RE’ line.

36. Add a suitable amount of space for the signature.

37. Spellcheck the letter and make any necessary corrections.

38. Print the finished letter.
39. Add you name and candidate number to all printouts and pass them to your teacher.
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