Word Level 2

Additional Exercise 3 Solution

Tasks 1 & 2 - Your final file should be saved with the filename house and should look like:

Page 1:

Check your
name isin
the header

Check all body
text is fully

justified, Arial,
size 12ptand
with single
linespacing

Check graph has
been imported -
into the correct

Make sure top margin is 2.5 cm

Check the image has been
e

imported into the correct
location. It should be centred
and proportions maintained
(i.e. resized using a corner

&

handle)

f’

Check
Home Sweet Home heading is
W offer you the very best sewice whather you are buying or seliing your property. i
\We have be=n helpng customes bwy and sell houses for over 25 yeas. Our Times New
experenced sales tzam have handled thoussnds of szle nyour local 3ma. Every Roman, bold,
haaw b nd . . . -

YESTWEREVE growT higgEr = m"’f italic, size

. -oa-x-i?hl-._‘__ zzpt

- K_____‘___,__

an e e,

3" — — Make sure

there is one
clear linespace

: i d fit B T " - ) above and
ocation and fits
The Perfect Home below the
on one page Owr expert knowledge will help you to find the perfect home in the perect arsa, to sui graph
your budget. We canalso offer you adviceon:
+ Morgages
= Land & Planning
Check all / -+ Comevarens Check bullets have
subheadings been applied and
are Arial, bold, linespacing is set to
italic, size double
16pt
Make sure an automatic filename is in the
e
footer
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Page 2:

Check first row
has dark shading

and text is bold
and white

Check outside
border and only
horizontal lines
are displayed
(i.e. no vertical

lines)
/

Check gridlines
are visible

Make sure the
word guidance
has been
replaced with
advice (twice)

/ kitchen and bathroom

EnS | bDedroom oiached | DoUDiE garage. WSToeE gai .
- house

W I E=droom Termaced holss | EXCElEn School Calchment ares.

Sales Team

Ouwr S3les team care about finding the right homefor ywowand youwr family.  With over
TS years in the business betwsen them, they I find you the right hame no matter how
big or smalll  Take a look at our lstest hot properties:

Location Property

arage. Front and rear gardens.

house

WMarkham Close Z DE0To0m malsoneie Uff road parking. Hear garden.

[ Foiier AVEnUE Z B=droom Tiat Fully modemised with refiied

bie

sk buying and seling your home sffordsble with our low fe=s. Come in and

peak to us for a free no obligation valustion. We wil give you honast straightforwand
vice to help you achieve 3 sale for your howuse.

hat=ver your housing nesds, we can help. Call Emma or Jost on D115 433745
2 leok forward 1o speaking to you soon!

Make sure there is at
least one clear
linespace above and
below the table

Word Level 2

Check property file
has been imported
into the correct
location and is
displayed as a
table

Make sure column
widths have been
adjusted so each

i entry isonno
more than two
lines (i.e. on two
lines or less)

~Check the
symbol & has
been entered
correctly
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