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	(Microsoft Word)
________________________________________________________
Word Assessment Questions - Please attempt all questions

You will have 10 Questions, with 15 minutes for the Assessment 

Questions carry equal marks - Best of Luck


	
1. Open the Word Document Enquiry Response and save it to your desktop folder as Optima Training. Continue to use this newly named file for the assessment

2. Change all Font throughout the letter to Font Type=Calibri, Font Size=11 

3. Complete a Spell Check to correct any spelling errors in the document

4. Insert any image file as a centre aligned header to the document

5. Add the text “Enquiry Response” and add Your name (Firstname Surname) as a Footer to the document

6. Make a numbered list of the text Communication Styles down to 
Dealing with Nerves/Anxiety and Apply a Font Colour of Blue to the text  

7.  Use Find & Replace to find all instances of the word “query” in the document & replace with the word “question” in all instances

8. Change the margins of the document to be custom 1.8cm from Top, Bottom, Left & Right

9. Add the Schools address to the top right of the document

10.  Save & Close the File. Email back the saved file to trainer@optimatraining.ie
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