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MICROSOFT WORD TEST 
Company Name   

Participant Name  

Date  
 

ASSIGNMENT (25%):  

Open _WORD TEST.DOCX 

 

 
 

TASK  TASK NAME MARK 
TASK 1 Apply Section Page Break at titled 

Types of Coffee Drinks 
Types of Iced Coffee 
Types of Coffee Makers 

(3) 

   
TASK 2 Apply HEADING 1 style to  

 Ultimate Guide to Different Types of Coffee 
Types of Coffee Drinks 
Types of Iced Coffee 

 Types of Coffee Makers 

(2) 

   
TASK 3 Apply HEADING 2 style to all the main points under each HEADING 1 (2) 
   
TASK 4 Add the following: 

 
Header: 
The Story of Coffee 
 
Footer: 
Prepared by your name 
Add page number in the middle of footer 

(3) 
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TASK 5 Add the following table below the Robusta paragraph and set the Cell 
Margin to 0.2cm as below: 
 
How often do you drink coffee? 

1 cup per week 6.3% 

Less than 1 cup per week 6.3% 

Less than 1 cup per day but greater than 1 cup 
per week 

18.8% 

1 cup per day 25% 

2-3 cups per day 43.8% 
 

(2) 

   
TASK 6 Add new page at the end of the document and add the following 

table: 
 
ORDER FORM 

Order No  Order Date  

Please tick the item(s) and write the quantity 
 

Coffee MYR Qty  
Black 9.99  DRINK TYPE 

 Hot 
 Ice Cube 

 Frappuccino 
 

DINING 
 Eat In 

 Take Away 
 

SWEETNESS  
 100% 
 75% 
 50% 
 25% 
 0% 

Latte 9.99  

Cappuccino 9.99  
Americano 9.99  

Espresso 9.99  

Doppio 9.99  
Cortado 9.99  

Red Eye 9.99  

Galao 9.99  
Lungo 9.99  

Macchiato 9.99  

Mocha 9.99  

Ristretto 9.99  
Flat White 9.99  

Affogato 9.99  

Café au Lait 9.99  
Irish 9.99  
    

Additonal Requests 

 
 
 

    
 

 

(5) 

   
TASK 7 Create a TABLE OF CONTENTS in the first page of the document (2) 
   
TASK 8 Set the last page to LANDSCAPTE ORIENTATION (2) 
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Open _WORD TEST 2.DOCX  &  _TEST DATA.XLSX 

 
TASK 9 Insert the field names from _TEST DATA.XLSX to _WORD TEST 2.DOCX (2) 
   
TASK 10 Merge the data and display all individual documents 

And SAVE it as _Merge Documents.DOCX 
(2) 

 


