ICT SKILLS FOR LIFE

DESIGNING AN OFFICE NOTICE EXERCISE 1


This exercise will test your ability to:
· Open and close a word processor 

· Enter text accurately and correct errors made

· Use a footer

· Save and open files with specific filenames

· Change text size, font, emphasis and alignment

· Insert a picture and adjust its position
SCENARIO

You have been asked to design a notice for use around the office. 

Task 1 – Entering Text
Entry 2
1. Load your word processor or desktop publisher.
2. Type the words shown below.
Notice 001: Always… Adjust Your Chair and Monitor to the height and position most comfortable for YOU
3. Check for and correct any errors you have made

4. In the footer, type your name
5. Using the Save as command in the File Menu: Save your work with the filename notice1d1. Print your work.
6. Close the word processor or desktop publisher program.
Task 2 – Insert image and Add Footer
Entry 3

1. Open the notice1d1 file that you saved in the previous task.
2. Using  the clip art catalogue; search for a picture of a computer or desk. Insert the picture at the bottom of the page.
3. In the footer, add the words draft copy. 
4. Using the Save command in the File Menu Save your work again.
Task 3 – Change Text Formatting
Entry 3

5. Using the cursor keys and the enter key to break the sentence on to separate lines.  Try to make it the same as it show below.
Notice 001:
Always… 

Adjust Your 

Chair and Monitor 

to the 

height 

and 

position 

most comfortable for 

YOU

6. Highlight all of the text and change it to font size 28.
7. Highlight all of the text and CENTRE ALIGN it.

8. Highlight the words Notice 001. 
Format to:

FONT SIZE 12
TIMES NEW ROMAN
LEFT ALIGNMENT.
9. Format the words listed below to FONT SIZE 48 and bold type.
a) Adjust Your Chair and Monitor 
b) Height 

c) Position 

d) YOU
10. Apply an UNDERLINE to the words: 
Adjust Your Chair and Monitor 
11. Apply ITALIC and BOLD type to the words

Always…
12. Save your work with the new filename notice1d2. 
13. Close your word processor or desktop publisher application.
Task 4 – Change position of image
Entry 3

14. Open the notice1d2 file.

15. If you are using a word processor change the wrapping style of the image to TIGHT. (refer to handout if needed)
16. Move the picture to be at the top right corner of the page. Make sure that the picture does not push any words out of place.
17. Resize the picture to a suitable size
18. In the footer, change the words DRAFT COPY to FINAL COPY.

19. Save your work with the new filename notice1f.
20. Print a copy of your work. 
21. Close all windows.

22. Log out of your computer.
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