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This document contains the ECDL / ICDL Word Processing Syllabus 5.0 sample tests.
The sample tests are for use by candidates intending to take the ECDL / ICDL Word Processing certification test. The sample test aims to give candidates the opportunity to become comfortable with the style, approach, format and structure adopted within the ECDL / ICDL Word Processing tests.
The sample tests must not, under any circumstances, be used in certification testing. The sample tests should ONLY be used in an ECDL / ICDL Accredited Test Centre and are not for wider distribution.
The actual content of the ECDL / ICDL Word Processing test used for certification will vary to ensure appropriate syllabus coverage across all tests. For this reason, candidates should be informed that the sample tests will not be an exact reflection of actual certification test content.
The sample tests consists of 32 tasks giving a total of 32 marks.
The ECDL / ICDL Word Processing certification test also contains 32 tasks and the entire test represents a total of 32 marks. The candidate has passed the certification test if he/she scores 24 marks out of 32 marks. The pass mark for the module is 75%. The duration of the ECDL / ICDL Word Processing certification test is 45 minutes.
Naming and Reference Conventions
The following naming and reference conventions have been adopted within the ECDL / ICDL Presentation sample tests. References to file names, file extensions, folders, URLs (Uniform Resource Locators), hyperlinks, image links, web pages, e-mail messages, field identification names etc., together with textual insertions are presented in bold for ease of identification within the test paper. Naming or insertion actions for text or numeric data should be added without any formatting except where a formatting action is requested as part of the question item. Authorised ECDL / ICDL Testers are required to make these conventions known to Candidates in advance of the sample test.
Candidate Drive
[bookmark: _GoBack]An allocated location on a Drive should be provided to Candidates for the sample test in ECDL / ICDL Word Processing. Where support files and folders, work files or an answerfile relevant to the specific sample test are required, these are to be provided on the allocated location on the Drive. The allocated location on the Drive is the property of the Test Centre and is the responsibility of the authorised ECDL / ICDL Tester. Candidates may save their work to removable media provided by the Test Centre. All sample test documentation and removable media must be handed up at the end of the sample test.
Print to file
For some Test Centre sites there may be restrictions with printing output workfile documents. In such instances use of a “print-to-file” approach may be appropriate. For further details on this please contact your National Operator.

Security Warnings
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When opening files during the test, depending on security settings, some security warnings may appear or the files may open in protected mode. The Authorised Tester must advise the Candidate accordingly to allow them to use the files if these warnings occur.
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Sample Test 1
This is a sample test for use by Candidates intending to take the ECDL / ICDL Word Processing certification test. The sample test aims to give candidates an opportunity to become comfortable with the style and structure of the certification test.
The sample tests must not, under any circumstances, be used in certification testing.

The following is the sample test for ECDL / ICDL Word Processing. This test consists of 32 practical questions with 1 mark available for each question. The total marks available are 32 marks, and the test duration is 45 minutes.

The sample test is based on working on documents relating to a garden centre. In the sample test you are asked to edit an information sheet providing instructions about watering plants.  You will be asked to edit the information sheet and apply various formatting actions to it, and to create a simple table.
	1.
	
	Open the word processing application and open the file called sampletest1.docx from your Candidate Drive. Save the file to your Candidate Drive using the filename spring garden.docx.
	[1 Mark]

	2.
	
	Justify the main body text in page 1 from This is a new gardening fact sheet… to … the spring and summer months.
	[1 Mark]

	3.
	
	Select all the text in the document and change the font to Arial.
	[1 Mark]

	4.
	
	Select all the text from This is a new gardening fact sheet… to … the spring and summer months and apply 6 point spacing after (below) each paragraph and save.
	[1 Mark]

	5.
	
	Underline the title text gardening for amateurs.
	[1 Mark]

	6.
	
	Change the title text gardening for amateurs to uppercase and save.
	[1 Mark]

	7.
	
	Insert a centre aligned field below the text gardening for amateurs to display today’s date.
	[1 Mark]

	8.
	
	Edit the text every month in the first paragraph to read every week.
	[1 Mark]

	9.
	
	Apply the italred style to the text Gardening tips for Spring.
	[1 Mark]

	10.
	
	In the paragraph beginning Over recent weeks due… start a new paragraph at the sentence beginning June is a terrific month…	
	[1 Mark]

	11.
	
	Apply automatic numbering to the paragraphs beginning Bed in new… to Water all plants…
	[1 Mark]

	12.
	
	Delete the page break between pages 1 and 2.
	[1 Mark]

	
	
	
	Continued…




	Sample Test 1 (Contd.)

	13.
	
	Create a table with two columns and four rows below the text Special Offers This Week.
	[1 Mark]

	14.
	
	Insert the following text into the table as shown below:
	Plant
	Price €

	Crocus
	2.99

	Pansy
	4.99

	Lily
	3.50



	[1 Mark]

	15.
	
	Change the width of all the cell borders of the table to be 3pt and change the colour of the cell borders to a colour of your choice.
	[1 Mark]

	16.
	
	Copy the formatting of the text Gardening tips for Spring and apply the formatting to the headings in the first row of the table.
	[1 Mark]

	17.
	
	Right align all the text and numbers in column 2 (Price € column) in the table.	
	[1 Mark]

	18.
	
	Change the top and bottom margins in the document to 2.5 cm and save.	
	[1 Mark]

	19.
	
	Use a spell-check program and make changes if necessary. Proper names are not included in this spell checking and may be ignored. Save and close the spring garden.docx.
	[1 Mark]

	20.
	
	Open the file called rose.docx from your Candidate Drive. The Return key on the keyboard has been used to put space between the heading Roses and the paragraph beginning In many parts of the world... Remove the paragraph marks and change the spacing below (after) the heading Roses to 6 pt instead. Save and close the rose.docx document.
	[1 Mark]

	21.
	
	Open the file called plants.docx from your Candidate Drive. Delete the picture of the garden centre from below the text THE CONTAINER GARDNER in page one.
	[1 Mark]

	22.
	
	Move the picture of the rose from the bottom of page 2 of the plants.docx to below the bulleted text Hanging baskets on page 1.	
	[1 Mark]

	23.
	
	Resize the rose image so that it is 3.5cm in height.
	[1 Mark]

	24.
	
	Make the title, THE CONTAINER GARDENER at the top of the document, bold.
	[1 Mark]

	25.
	
	Enter your candidate identification number after the text Author: in the header of the document.
	[1 Mark]

	26.
	
	Apply left-aligned automatic page numbering at the bottom of pages for the whole document and save.
	[1 Mark]

	
	
	
	Continued…




	Sample Test 1 (Contd.)

	27.
	
	Leaving the plants.docx open, create a new blank document.
	[1 Mark]

	28.
	
	Copy the table from page 2 of the plants.docx document into the new blank document.
	[1 Mark]

	29.
	
	In the new document change the width of the second column (Flowering Season) of the table to be 4 cm.
	[1 Mark]

	30.
	
	Save the new document to your Candidate Drive with the file name container plants.docx and close the document.
	[1 Mark]

	31.
	
	Print one copy of page 1 only of the plants.docx document to a printer. Save and close the plants.docx document.
	[1 Mark]

	32.
	
	Open the file bedding plants.docx from your Candidate Drive.  Save the bedding plants.docx document to your Candidate Drive in plain text format as bedding.txt. Click Ok if message displayed. Save all open files and close the word processing application.
	[1 Mark]

	
	
	This is the end of the test.
If you have time, check the work you have done.
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Sample Test 2
This is a sample test for use by Candidates intending to take the ECDL / ICDL Word Processing certification test. The sample test aims to give candidates an opportunity to become comfortable with the style and structure of the certification test.
The sample tests must not, under any circumstances, be used in certification testing.
The following is the sample test for ECDL / ICDL Word Processing. This test consists of 32 practical questions with 1 mark available for each question. The total marks available are 32 marks, and the test duration is 45 minutes.

The sample test is based on preparing a letter and agenda giving information about the next general meeting of your local Windsurfing Club.  In the sample test you are asked to modify the letter, to apply various formatting actions to it; and to carry out a mail merge operation so that the circular can be delivered to all the members of the Windsurfing Club.
	1.
	
	Open the word processing application and open the file called sampletest2.docx from your Candidate Drive. Save the document to your Candidate Drive using the file name windagm.docx.
	[1 Mark]

	2.
	
	Change the orientation of the whole document to portrait.
	[1 Mark]

	3.
	
	Change the paper size for printing from legal to A4 (do not print) and save.
	[1 Mark]

	4.
	
	Enter the date 14/7/2013 above the text To the members of the Windsurfing Club.
	[1 Mark]

	5.
	
	Justify the text in the paragraph beginning This is a call…
	[1 Mark]

	6.
	
	Centre align the text Agenda.
	[1 Mark]

	7.
	
	Indent the agenda items from Election of the Chairman… to Expeditions planned… by 2 cm from the left margin.  Save the windagm.docx document.
	[1 Mark]

	8.
	
	Apply bullets to the list of agenda items from Election of the Chairman… to Expeditions planned….
	[1 Mark]

	9.
	
	Apply double line spacing to the bullet points from Election of the Chairman… to Expeditions planned….
	[1 Mark]

	10.
	
	Delete the soft line break after the word Sea in the paragraph beginning There are still spaces…
	[1 Mark]

	11.
	
	Set and apply a left tab of 2.5 cm to the text beginning Special Rate For...	
	[1 Mark]

	12.
	
	Apply superscript to the text See Anne for details and save.
	[1 Mark]

	13.
	
	Insert a page break immediately before the text 2014 EXPEDITIONS.
	[1 Mark]

	14.
	
	Apply a 3pt box border and a shading of your choice to the text 2014 EXPEDITIONS at the top of page 2.
	[1 Mark]

	
	
	
	Continued…

	Sample Test 2 (Contd.)

	15.
	
	Insert 3 flag symbols () from the wingdings symbols font under the text 2014 EXPEDITIONS at the top of page 2.
	[1 Mark]

	16.
	
	Apply a font colour of your choice to the flag symbols and save.
	[1 Mark]

	17.
	
	Insert a column to the right of the Dates column in the table on page 2.
	[1 Mark]

	18.
	
	Add the heading Fares to the new column and insert the fares as shown below.
	Fares

	

	€999

	€425

	€750

	€295



	[1 Mark]

	19.
	
	Delete the blank row in the table.
	[1 Mark]

	20.
	
	Add shading of your choice to the first row of the table containing the headings Location, Dates, Fares.
	[1 Mark]

	21.
	
	Replace all occurrences of the word club with association.
	[1 Mark]

	22.
	
	Use a spell-check program and make changes if necessary.  Proper names or place names are not included in this spell checking and may be ignored.  Save the windagm.docx document.
	[1 Mark]

	23.
	
	Insert the image file sail.jpg from your Candidate Drive below the table on page 2.
	[1 Mark]

	24.
	
	Resize the sail image on page 2 to be 40% of its original height and width.	
	[1 Mark]

	25.
	
	Copy the sail image from page 2 to page 1 between SOUTHAMPTON WINDSURFING ASSOCIATION and the name Gareth Williams at the top of the letter.
	[1 Mark]

	26.
	
	Enter your candidate identification number in the left hand side of the header of the document.  Save the windagm.docx document.
	[1 Mark]

	27.
	
	Print one copy of page 1 only of the windagm.docx to a printer.
	[1 Mark]

	28.
	
	Mail Merge: Use the current version of windagm.docx as a form letter.
	[1 Mark]

	
	
	
	Continued…




	Sample Test 2 (Contd.)

	29.
	
	Use the file contactlist.docx from your Candidate Drive as the data source to be merged with the windagm.docx form letter. Replace the existing name, address and city lines at the top of the document by inserting the following merge fields: 
<<First_Name>>  <<Last_Name>>
<<Address>>
<<City>>
	[1 Mark]

	30.
	
	Merge the address list data source with the windagm.docx form letter to create the mail-merged document.  Save the mail merge document as agm2013.docx to your Candidate Drive.  Save and close all open documents.
	[1 Mark]

	31.
	
	Open the file called times.docx from your Candidate Drive.  The text 1pm to 5pm has been aligned using the spacebar. Remove the spaces and set and apply a left tab of 6 cm to the text 1pm to 5pm instead. Save and close the times.docx document.
	[1 Mark]

	32.
	
	Open the file called faxtoDW.docx from your Candidate Drive and save the file in template format as surffax.dotx to your Candidate Drive.  Close the surffax.dotx template and close the word processing application.
	[1 Mark]

	
	
	This is the end of the test.
If you have time, check the work you have done.
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