ICT SKILLS FOR LIFE DISPLAYING INFORMATION

[EXERCISE] - DESIGNING MENU 2

By completing this exercise you will improve your ability to:

· display information using I.C.T.
· adjust page margins

· format text alignment, emphasis, font and size.
· use tab spacing to align text to columns

· import clipart, move and resize for best fit.

TASK 1
Entry 2
1. Load Microsoft Word.
2. Set the left and right page margins to 5cm
3. Type out the menu below using the font Times New Roman and font size 18. Between each dish and price use the tab key to insert space and align the dishes and prices neatly.
	EASTERN DELIGHTS RESTAURANT

MENU

Pakora



£1.00

Samosa



£1.50

Chicken Tikka


£4.00

Kebab



£3.00

Aloo Gobi



£6.00

Chicken Balti


£7.00

Lamb Tandoori


£7.00

Rice




£1.50

Naan




£0.50

Kulfi




£2.00

Ice Cream



£2.00

Gulab Jaman


£3.00

Fresh Fruit Salad


£1.50

Masala Tea



£2.00

Open 7:00 to Late


4. Check your work and correct any errors that you find.
5. In the footer enter your name and the words draft copy.
6. Save your work on your disk or in your folder using the filename MENU_draft1.
7. Print a copy of your work. Close your work.
TASK 2
Entry 3
8. Open the file MENU_draft1 that you saved in task 1.

9. Using the reference sheet on page 3; make the three changes to the text as shown in the boxes.

10. Place the cursor at the bottom of the page after the word late.  Press the enter key once.
11. Insert the image tajlogo.jpg.

12. Resize the logo image to make it smaller. Make it small enough to fit on the bottom of the first page.

13. Centre align the logo across the page.
14. In the footer change the words draft copy to final copy.
15. Save your work with the new filename MENU_final1.
16. Print a copy of your completed work. 
17. Close the word processor application.
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£2.00

Ice Cream




£2.00
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Open 7:00 to Late
1	TITLE





Font: 		Bradley Hand ITC	Font size:	30


Emphasis:	Bold			Alignment:	Centre





2	SUBTITLE





Font: 	Bradley Hand ITC	Font size:	24


Emphasis:	Bold		Alignment:	Centre











3	OPENING





Font: 	Times New Roman


Font size:	14


Emphasis:	None


Alignment:	Centre
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