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ECDL SAMPLE TEST FOR MODULE AM3

The following is a sample test for ECDL Module AM3, Word Processing – Advanced Level. As with the certification test, the sample test contains 20 question items. The test duration for the sample test is 60 minutes, which is the same duration as the certification test.

ECDL Advanced level sample tests give an indication about the scope and approach adopted within ECDL advanced level tests. All test items within ECDL advanced level tests are based on ECDL advanced Syllabus Version 1.0.  For further information about the coverage of Skill Sets and Knowledge Areas in ECDL advanced level tests please refer to ECDL advanced level Syllabus Version 1.0 on http://www.ecdl.com
Answer Guide

The number of marks available for each question in the following sample test is indicated in brackets beside the question. All 20 questions have 5 marks available.

Pass Mark
A pass mark of 75% is required. 

Measurement Units

Default measurements (margins, indents, tabs etc.) are expressed in centimetres. Otherwise localization of test papers and reconfiguration of settings may be required.

Naming Conventions

The following naming and reference conventions have been adopted within the ECDL applications tests (Modules AM3 and AM4). References to file names, file extensions, folders, directories, URL’s (Uniform Resource Locators), hyperlinks, image links, Web pages, e-mail messages, field identification names etc., together with textual insertions are presented in bold italic 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 Testers are required to make these conventions known to candidates in advance of the test.

Macros

In some Advanced Level tests macros are included in the work files. Candidates need to be notified about this in advance of the test in order that the macros are enabled when they open work file documents. All workfiles provided by the ECDL foundation have been virus checked. Nonetheless Test Centres are advised to check all work files before providing these to candidates as part of an ECDL test.

Test AM3 Sample Paper

The following sample test for Module AM3, Word Processing, Advanced – Level is based on finalising a proposal document that will be presented in support of a new football stadium for your town. You are also asked to make some changes to other documents associated with the planning application.

[100 Marks]
1. Open the file called stadium.doc from your Candidate Disk. Apply a shadow, small caps font effect with a single line underlining of just the words to the title New Stadium for Newburgh on page 1. [5 Marks]
2. Delete the comment that is attached to the word Planning Chief on page 1. Attach the comment Check the spelling of Regis to the name Joseph Regis [5 Marks]
3. Select the “football” picture under the Executive Summary heading on page 2 of the information brochure. Format the image so that text will wrap tightly only around the left side of the image (do not move the image in order to achieve this). [5 Marks]
4. Ensure that the last paragraph in page 2 of the stadium document beginning The City Council … is formatted so that the last line of the paragraph would never appear on a page by itself. Add a 1 pt box border around this paragraph. [5 Marks]
5. Add a bookmark called summary to the heading CONCLUSIONS on page 4 of the stadium document. Remove the bookmark called situation from the sentence Currently Newburgh does not provide properly for the important sporting needs of its community at the bottom of page 3. [5 Marks]

6. Insert a table of contents using the classic format, directly after the text Contents on page 2 of the stadium document. Add a page break below the table of contents so that the section EXECUTIVE SUMMARY begins on page 3. Update the entire table of contents. Save the stadium file to your Candidate Disk. [5 Marks]
7. Add the caption Figure A:  New Stadium Building below the “stadium” image on page 4 so that any subsequent image would have its caption labelled correctly (i.e. the caption for the next figure would be Figure B). [5 Marks]
8. Centre the title New Stadium Budget Plan in the first row of the table in Appendix A in page 5 across the entire row. Change the amount for the Architects Fees in the table from 150,000 to 705,000 and update the Budget Total field in the table. [5 Marks]
9. Create a clustered column chart beneath the Projected Revenues Year 1 table to show the projected revenues for just the Football Events. Apply a setting to the chart so that the value represented by each column is displayed above the top of the relevant column and ensure that a legend appears at the bottom of the chart. [5 Marks]
10. Record a macro (assigned to the stadium document only) called setup to change the left and right margins of the document to 2.6 cms. [5 Marks]
Test AM3 Sample Paper (Contd.)
11. In the paragraph beginning The City Council is presented ... on page 3 of the stadium document using the track changes while editing feature change the phrase would ask to would urge and the word thoroughly to carefully. Ensure that only these tracked changes are visible on the screen. Save and close the stadium.doc file. [5 Marks]
12. Open the file called plans.doc from your Candidate Disk. Display all the text in the document in 2 columns of equal width with a line between the columns and a column spacing of 1.4cm.  Insert a column break before the paragraph beginning The age profile of the town suggests  [5 Marks]
13. Insert a field between the text File Size: and KB in the footer of the plans.doc document that shows the size of the document in kilobytes. Unlock and update the other field in the footer. [5 Marks]
14. Create a character style called title using the font Arial, size 16, bold. Apply the style to the text New Stadium Research immediately below the footballer image in the plans.doc document. Save and close the plans.doc file. [5 Marks]
15. Open the file called update.doc from your Candidate Disk using the password stadium (lower case). Remove the password to open the file and insert the password arena to modify the file.  Save and close the update file. [5 Marks]
16. Open the file called proposal.doc from your Candidate Disk. Merge the addresses address list with the mailing letter but only for addressees in Oldbridge who have the title of Mr. and sort the letters in ascending order by LastName Save the merged document as propmail.doc to your Candidate Disk. [5 Marks]
17. Open the file called survey.doc from your Candidate Disk. Add a drop-down form field with the 3 entries Yes, No and Please send more information in the cell to the right of the text I am willing to take part in this survey  [5 Marks]
18. Add a check box form field in the cell to the right of the text Please add me to the mailing list. Ensure a user cannot inadvertently change the form layout. Save and close the survey file. [5 Marks] 
19. Open the file called query.doc from your Candidate Disk. In the embedded worksheet change the number for Quarter 1 Football Events to 600,000, and modify the display so that column F, titled Total can be seen in the finished document. [5 Marks]
20. Amend the footnote Reference your letter sent to Mr Jerimiah so that your name appears instead of Mr Jerimiah. Add the footnote All potential sponsors have been sent this information to the text sponsor pack in the last sentence of the letter.  Save and close all open documents and close the word processing application. [5 Marks] 
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