ICT SKILLS FOR LIFE PRACTICE ENTRY LEVEL UNIT 3A

DESIGN A MENU


Aims


· To display information using I.C.T.

· To display emphasise features using centre, bold, fonts and font size.

· To import clipart, move and resize appropriately.

TASK A

1. Load your word processor program.
2. Type the details of the menu below using the font Bodoni MT.
THE 
WESTERN HOTEL

DINNER MENU

Served 6pm to 9pm

Parma Ham with Charentais Melon

Fruit Juices
Soup of the Day
Smoked Salmon

x

Poached Salmon in white sauce with steamed vegetables
Roast Beef and Horse Radish Sauce

Chicken Chasseur

Choice of Omelettes
x

Blackcurrant Cheesecake

Blackforest Gateaux

Fresh Fruit Salad

Cheese and Biscuits

x

Coffee and Mints

3. Send an email to your tutor to ask for the logo file.

4. Check your inbox for a message from your tutor with the logo file attachment.

5. Save the logo attachment to your disk.

6. Insert the hotel logo from the image file westlogo
7. Type your name and the words Draft copy at the bottom of the page. Check your work and correct any errors you find.
8. Save your work on your disk OR in your folder with the filename 
westernmenu1
9. Print a copy of your work so far. Close your work.
TASK B

10. Open the file westernmenu1 that you saved at the end of task A.

11. Centre align all of the words on the menu.  Remember to highlight.
12. Change all of the words on the menu to font size 18. Remember to highlight
13. Change the words THE WESTERN HOTEL and DINNER MENU to bold and font size 24. Remember to highlight
14. Change the words The and Served 6pm to 9pm font size 12. Remember to highlight.
15. Change all of the food items on the menu to italics. Do not change the three Xs to italics. Remember to highlight.
16. Change the spacing between lines if you think you can improve the menu design.

17. Save your work to your disk or folder with the name westernmenu2. 
18. Change the font the headings to Times New Roman. Remember to highlight.
19. Add a simple page border. 
20. Change the position and size of the logo to improve the menu design

21. Change the words Draft copy to Final Copy
22. Save your work to your disk or folder with the name westernmenu3
23. Print out a copy of your finished work.
