ICT SKILLS FOR LIFE

DESIGN A CHILDRENS FUNDAY LEAFLET


Aims


· To display information using I.C.T.

· To use display features; italics, underline, borders, bullet points, centre alignment, different fonts and font sizes.

TASK A
1. Load Microsoft Word.

2. Type out all the words shown below for a leaflet to promote a children’s event.

CHILDREN’S 

FUN DAY

AT

KELSHALL VILLAGE HALL

9.00 AM – 4.00 PM

ON

SATURDAY 5 AUGUST
CHILDREN’S ENTERTAINERS

BOUNCY CASTLE

ORGANISED GAMES

Run by Tweenies Playscheme

3. Check your work. In the footer area at the bottom of the page type your full name and the words draft copy.
4. Save your work on your disk or in your folder using File Name childrensfunday1.

5. Print out a copy of your work so far.  Close your work.

TASK B
1. Open the file that you saved in Task A.

2. Use the following display features to make the leaflet more interesting:

· Bold emphasis
· Centre alignment
· Italic text
· Underline text
· Different Fonts 
· Different Font sizes
· Bullet points

If you are not sure what changes to make; look at the sample on page 3 - you can choose your own fonts, emphasis and font sizes to display your work.

3. After you have made your changes check that your work still makes sense.
4. Save your work on your disk or in your folder using file name childrensfunday2.

5. Print a copy of your work.

6. Add a page border to your leaflet to add more effect. Ask your tutor if you are unsure how to do this.
7. At the bottom of the page in the footer area, change the words draft copy TO FINAL COPY.

8. Save your work on your disk or in your folder using file name childrensfunday3.
9. Print your work.
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