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Word Processing Competition 2026 – Instructions for competitors 

OPERATING SYSTEM  WORD PROCESSING SOFTWARE  COMPETITION-ID 

     

 

Instructions for participants  

▪ Open the draft document SEAWEED (RTF) and save it immediately under the name SEAWEED 

XXXX.DOCX (Word), where XXXX is your competition ID. Execute all of the following tasks as 
professional and efficient as possible. 

▪ Use by preference a PDF-printer driver (like PDFCreator) so you can display graphic elements 
outside the margins up to the page borders. 

A [60 points basic] 
Task 
A-1 

Cover page (direct formatting allowed) 

▪ Insert a new page at the top of the document. Add the picture 
SEAWEED1.JPG as cover image. Adapt the format so that the 
picture covers the whole page and starts exactly in the upper 
left corner of the page. 

▪ Add 3 graphic triangle objects, 10 x 10 cm, to the page, top 
down, fill color blue (RGB 16-72-98 or #104862), 50 % 
transparant. No border. The triangles start at the top of the 
page, the first one starts exactly at the left page edge, the 
second is horizontally centered in the page and the third one 
ends exactly at the right page edge. 

▪ Add a rectangle object, 14 cm width, 12.5 cm height, starting 
at exactly 15 cm from the top of the page, horizontally cen-
tered between the margins. Blue background color #104862 
RGB 16-72-98, 25% transparant, white border, 2¼pt thick. 

▪ Take the first paragraph out of your text, convert it into 
capitals and add it to the rectangle object as illustrated: font Aptos 64pt, white color, capitals, 
single line spacing. 

▪ The text is horizontally and vertically centered into the rectangle. Inside the rectangle, 0.5 cm 
free space is foreseen between border and content. 

▪ Add an empty page after the cover page. 

Points 

6 
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Task 

A-2 

Superfluous text between standard round brackets ( and ) 

▪ Remove in the whole document all text/content that is surrounded by standard round brackets 
( and ). The open-bracket ( is always preceded by a space that you need to remove too. Do this 
in one action! 

▪ After that, remove in the whole document the second point where two points follow each 
other, eg .. becomes . everywhere in the document. 

Points 

6 

 

Task 
A-3 

Titles 

 

Level 1 titles 

▪ Level 1 Title: Arial 22pt, colour #0F4761 (RGB 15-71-97), starting automatically at the top of the 
text area in the page. Followed by 30pt free space, always displayed in capital characters. Juridic 
number in dark red colour, bold, followed by a dark red bold | sign (pipe). The title number 
jumps out 1.2 cm in the left margin. 

Level 2 titles 

▪ Font: Arial 16pt, colour #0F4761 (RGB 15-71-97), bold. Preceded by 15pt free space. Followed by 
9pt free space. Juridic number, jumps out 1.2 cm in the left margin. Title text starts at the left 
margin. 

Level 3 titles 

▪ Font: Arial 14pt, colour #0F4761 (RGB 15-71-97). Preceded by 12pt free space. Followed by 6pt 
free space. 
Juridic number starts at the left margin. Title text is indented 1.2 cm from the left margin, also 
an eventually second title line. 

▪ Arrange that a level 3 title never can occur totally at the bottom/end of a page.  

Points 

8 

 

Task 
A-4 

Body text 

▪ font: Arial 11pt. 
▪ 8pt free space above and below paragraphs. 
▪ line spacing 1.1. 
▪ left text alignment. 

Points 

4 
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Task 
A-5 

Illustration 

▪ Insert the illustration SEAWEED5.JPG into the page with 
the level 2 title Common challenges.  

▪ Change the width of the illustration to 8 cm and then cut 
off the white space at the right (about 0.5 cm). 

▪ The illustration has a fixed horizontal position at exactly 
the right margin and keeps that position at the right 
margin if the margin were to change. 

▪ The illustration has a fixed vertical position in the middle 
of the page and keeps that position when text or lay-out 
changes. Guarantee that the illustration stays always on 
the page with the title Common challenges. 

▪ Adapt the illustration in a way that the text follows the 
left contour of the illustration very closely, as illustrated. 

▪ If – for whatever reason – the title Common challenges 
moves to another page, the illustration moves 
automatically to the vertical centre of that other page 
too. 

Points 

6 

 

Task 
A-6 

Findings 

The document contains some findings that are numbered Finding 1, Finding 2… Finding 6. 

Each finding text is one paragraph.  

▪ Change the structure so that after the finding number, a new line is taken in the paragraph as 
illustrated below. Remove excess punctuation and spaces. 

▪ Findings are shown in white characters on dark blue (#0C3512, RGB 12-53-18) background. 
Adjust, so that the blue background starts at exactly the left margin of the document. Text is 
0.2 cm indented at left/right side from the dark blue background 
Implement this in a way that you later can update the lay-out of all findings in one central 
action. 

 

Points 

6 
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Task 
A-7 

Biostimulants 

▪ Look for the level 2 title Biostimulants. Organize the listed information into 3 'boxes' next to 
each other as illustrated.  

▪ Each box has 5 cm width. The height is determined by the largest volume of content and 
automatically adjust to that content. The three boxes always have the same height. 

▪ The boxes are filled with a light blue colour (#DAE9F7, RGB 218-233-247) and bordered with a 
border of 1½pt thickness. 

▪ Distance between the boxes: 0.1 cm. 0.05 cm of free space within the boxes on all sides. 
▪ Enumeration with -sign. Text-indentation is 0.4 cm. 
▪ 8pt of free space above the first element of the enumeration. No free space between the 

elements of the enumeration. 
▪ The first box starts exactly at the left margin. 

 

Points 

6 

 

Task 
A-8 

Bold text in paragraphs with the Normal style 

▪ Change the colour in all text formatted with the style Normal that is displayed bold into blue 
#0B769F (RGB 11-118-159). In the future it should be possible to update the lay-out of these 
text parts in one handling. 

Points 

4 
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Task 
A-9 

At the bottom of the pages 

Starting from the page with the Executive summary title, pages at the bottom look like illustrated: 

 
Odd pages 

 
Even pages 

▪ Horizontally centered between the margins, you repeat the most actual level 1 title on the page, 
Arial 9pt, small caps, color: #0B76A0 (RGB 11-118-160). 

▪ Adjacent to the left margin on even pages and the right margin on odd pages, a triangle-object 
is positioned, 1 x 1 cm, exactly ending at the page bottom. 

▪ Above the triangle, the page number is printed, horizontally centered at the top of the triangle, 
Aptos 14pt, #0B76A0 (RGB 11-118-160), bold.  

▪ From the page with the level 1 title Conclusion the color of text, page number and triangle on 
both, even and odd pages changes from blue #0B76A0 (RGB 11-118-160) to purple #9103A9 
(RGB 145-3-169). The use of direct formatting is accepted here. 

 

Points 

8 
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Task 
A-10 

Table of Contents 

 

▪ Add the title Table of Contents in the third page of the document, after the cover page and an 
empty page. The title has the lay-out of a level 1 title, but is not numbered and not displayed in 
the Table of Contents. 

▪ The Table of Contents is presented in 2 columns, 0.6 cm distance between the columns, vertical 
lign as separator between the columns. 
Force that the title 5 Market sectors starts the second column and adjust the white space above 
the title (directed formatting allowed for that). 

▪ The Table of Contents contains 2 levels of titles. 
▪ Level 1 titles. Arial 12pt, color #0F4761 (RGB 15-71-97), bold, preceded by 15pt free space, 

followed by 9pt free space. Title number at left margin. Text is 0.7 cm indented, also the 
eventually second line. 
The page number is aligned at the right margin and preceded by preliminary points. 

▪ Level 2 titles. Arial 10pt, preceded and followed by 2pt free space. Title number at left margin. 
Title text is 0.7 cm indented, also the eventually second line. 
The page number is aligned at the right margin without preliminary points. 
Background pattern in #0F4761 (RGB 15-71-97), 12.5% dotted. 

Points 

6 

 

Save your document as SEAWEED XXXX.DOCX in Word before closing it! 

Save also a copy in PDF-format as SEAWEED XXXX.PDF. 
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B [5 points basic / 5 points advanced] 

Half of the points achieved go to the basic points, the other half goes to the advanced points. 

Open GLOSSARY and save the document as GLOSSARY XXXX. 

Task 
B-1 

Glossary 

The glossary contains for each entry: 

▪ a paragraph with a term 
▪ and another one paragraph with its explanation/definition. 

Change the lay-out in an efficient way: 

▪ Each term starts at the exact left margin. 5 cm from that left margin starts the explanation, as 
illustrated, 11 cm width. 

▪ Under each explanation a free space of 10pt has to be added. 

 

▪ A longer term that doesn't fit within the 5 cm width, is split over two lines: 

 

▪ Most of the explanations end with a reference between square brackets. The reference starts 
with a year, followed by space dash space ( - ) and a source, eg 
[2017 - Mathieson and Dawes]. 
 

Transform all references in the format 
[Mathieson and Dawes, 2017] 
 

so starting with the source and ending with the year, preceded by comma and space. Handle 
this in one action. 

▪ Save your final result as GLOSSARY XXXX.DOCX 

Points 

5 
ADVANCED 

5 

  



LIVERPOOL, 25TH JULY 2026 8 

C [15 points basic / 5 points advanced] 
Task 

C-1 
In SKECHERS.XLSX you find the data of important international clients. 

 

In this task, you prepare Skechers Customer cards for these clients, that look as 

follows, 8 cards on each A4-page. Follow all instructions as precise as possible.  

▪ Use the SKECHERS BASIC document. This document contains already some basic formatting. All 
other formatting can be done by direct formatting. 

▪ Used fonts: Straczynski and IDAutomatcionHC39M free version. 

 

▪ Title SKECHERS CUSTOMER CARD : Straczynski, 8.5pt, bold, colour: #0063BA (RGB 0-99-186), 
followed by 2pt free space. 

▪ Titles First name, Last name, City and country, Client Type: Calibri 9pt, italic, preceded by 3pt 
free space. 

▪ Blue input boxes: 5 cm width, background-colour: #8DD7F2 (RGB 141-215-242). Text in input 
boxes: Calibri 11pt, bold, white colour. In the input boxes: 0.05 cm free space left/right. 
Between the boxes: 0.06 cm free space. 

▪ City and country: country between round brackets (). In some cases no country is available: 
avoid the appearance of empty brackets () in these cases. 

▪ Client Type: show 4 stars for Privileged clients and 5 stars for VIP clients. 

Points 

15 
 

ADVANCED 

5 
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▪ Sexe: use the icon MALE.JPG for male clients and FEMALE.JPG for female clients.   
▪ Each customer card is bordered in blue, #0063BA (RGB 0-99-186), ¾pt thick. 
▪ Customer cards are separated, horizontally by 1 cm and vertically by 0.8 cm. 

Save your basic document in the correct file format as SKECHERS BASIC XXXX. 

▪ Produce all final customer cards, sorted ascending by ISO-country code. Within the same 
country, use the SortName field to sort further in ascending direction. Customer cards from 
Romania are not included in the final list of customer cards. 

▪ Save your final result as SKECHERS CUSTOMER CARDS XXXX, both in Word-format and in PDF-format. 
 

ADVANCED 

▪ Place for every customer his/her passport photo, 3.8 cm width. 
▪ Under the passport photo the clientID is shown in barcode font and 

surrounded by *-characters: e.g. clientID 1235765 is *1235765*, font 
IDAutomatcionHC39M free version, 11pt, horizontally centred. 

D [10 points advanced] 
ADVANCED 

Task 
D-1 

Open the document SEAWEED MACRO but don't save it. 

This basic document contains several chapters, all starting with a chapter title, formatted with the 

"Heading 1" style. Another style chapternumber is available in the document. 

The chapternumber style formats the chapternumber that you still have to add: font Avalon 144pt, 

colour #0F4761 (RGB 15-71-97), right aligned, always starting at the top of a new page. 

Automate this case by using the styles. By executing your macro/script at the top of the document: 

▪ each level 1 title becomes automatically preceded by a correct chapternumber, starting at a 
new page, formatted as described and illustrated. 

▪ The macro/script stops automatic after the last level 1 title. 

 

Save your macro/script code in a Word-document SEAWEED CODE XXXX. 

You can use the documents SEAWEED MACRO, SEAWEED MACRO1 and SEAWEED MACRO2 to test, without 

saving the document! The evaluation is foreseen on site, at the end of the competition. 

Points 

ADVANCED 

10 

 

ONSITE 
EVALUATION 
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Documents to upload for the jury 

A Seaweed XXXX (Word) 

Seaweed XXXX (PDF) 

B Glossary XXXX (Word) 

C Skechers basic XXXX (Word) 

Skechers Customer Cards XXXX (Word) 

Skechers Customer Cards XXXX (PDF) 

D ADVANCED – ON SITE EVALUATION 

Seaweed Code XXXX (Word) 

 


