


The document that must be handed in must be finished off (Information sheet – the value of word processing in the work place) by doing the following:
· The paragraph spacing must be 1.15 with 12 pt. after a paragraph.
· Insert a cover page.
· Add an automatic table of contents with three levels. The text in the table of contents must ‘lead’ the eye to the page numbers where the detail of the contents can be found. 
· Add an automatic bibliography at the end of the information sheet. 
· [bookmark: _GoBack]Insert automatic page numbers. The page numbers must however be different for: 
· The cover page – no page number.
· Table of contents – page numbers must be Roman numerals and start at i.
· Information sheet – the page numbers must be normal numbers and start at 1. Even pages must be numbered on the left and uneven numbers on the right. 
· Bibliography – Page numbers must follow the page numbers of the information sheet. 
· Addendum – the page numbers of the addendum must start at 1 and be in Page X of Y format. 
· Insert page headings. It must be different for:
· The cover page – no page heading.
· Table of contents – no page heading.
· Information sheet – the page heading must be in the center aligned with the text: Value of word processing in the work place. The author must appear at the top right and must be filled in by making use of document properties. Babelo must be able to only change the document properties to reflect his name. 
· Bibliography– page heading must be Bibliography.
· Addendum – the page heading for the addendum must be Questionnaire. 
· The word in the information sheet highlighted in yellow must get a footnote that refers to the web address that appears underneath the paragraph. The web address must then be removed from the information sheet. 
· The tables/diagrams/graphs under the heading: What people say in the work place must be supplied with the necessary captions.
· The text under the heading: Main purpose of word processing must be replaced with a SmartArt diagram and must be supplied with a caption.
· The text that is separated with tab stops, under the heading: Word processing and written communication, must be converted to a table, be formatted with the help of a table style and supplied with a caption.
· Add an automatic table of figures underneath the automatic table of contents. 
· The original Office theme of the whole document must be changed to Austin or similar. 



