ICT SKILLS FOR LIFE DISPLAYING INFORMATION

EXERCISE – COLLEGE PROMOTIONAL POSTER

	Aim
	To display information using I.C.T.

	
	To display features in using text size, alignment, bold emphasis and alternate fonts

	
	To import clipart and resize for best fit


TASK A
Enter Text, Check For Errors, Print And Save Work
Entry 2
1. Load Microsoft Word.

2. Copy the advertisement below.

The College

of

Continuing Education

Do you want to work in an office?

Acquire new skills and develop existing ones

Improve your job prospects

Get qualifications

Study further

For more information phone 01902 119922
Or visit the Redbrick Centre, East Street,

Hallford. HS1 4EB

Any time Between 9.00 a.m. and 5.00 p.m.

Monday – Friday

3. Check your work and correct any errors that you find.
4. Entry 3 only: In the footer area, enter your name and the words DRAFT COPY.

5. Save you work on your disk OR in your folder with the filename Office1
6. Print a copy of work your work so far. Close your work.
Task B
Change text formatting





Entry 3
1. Highlight all the words. Centre align and change the font size to 22.

2. Change all the text of the heading to size font size 36 and bold type. Reduce the word of to font size 18
3. Change all of the contact information to size 18 and Bold type.

4. Save your work on your disk OR in your folder with the filename Office2
5. Print a copy of work your work so far.
TASK C
Insert and Position Images, Print Final Copy

Entry 3
1. In the space after the heading, insert the supplied image picture1.
2. Using the image handles, resize the image to a suitable size. Keep the image in proportion.

3. In the space before the contact information, insert the supplied image picture2.

4. Using the image handles, resize the image to a suitable size. Keep the image in proportion.

5. In the space at the bottom of the page, below the contact information, insert the supplied image picture3.
6. Using the image handles, resize the image to a suitable size. Keep the image in proportion.
7. Ensure that all the pictures are centre aligned.
8. Ensure that all pictures and all words are on a single page.

9. In the footer area, change the text DRAFT COPY to FINAL COPY.

10. Save your work on your disk OR in your folder with the filename Office3
11. Print a final copy of work your work.
12. Ask your tutor to check your work.
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