
ICTSKILLS FOR LIFE DISPLAYING INFORMATION

[EXERCISE] - COLLEGE POSTER 1

Aims:

· To display information using I.C.T.

· To display features in order to resize, centre, bold, fonts and font size.

· To import clipart and resize for best fit.

TASK A
(E2)
1. Load Microsoft Word.

2. Set the font to Arial Narrow and size 24
3. Type out the words below for an advertisement. 

Do you want to…

learn to speak, read and write better English for everyday use?

Get a qualification in English?

Improve your job prospects?

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

4. Check your work.  In the footer; type your name and the words draft copy.
5. Save your work on your floppy disk OR into your folder with the filename classes1.

6. Print a copy of your work so far work.
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	7. Centre align all of the words.
8. Left align the words Do you want to…
9. Change the contact information details to bold and italic like how it’s shown in the diagram.

10. Change the contact information to size 18
TASK C
(E3)
11. Insert the logo picture at the top of the page. You will find it in the file ccelogo. Ask your tutor if you need help. Align the picture centrally.
12. Find 3 suitable clipart images. Put them in the places as shown in the diagram. You will need to resize them. Make sure all the words still fit on the page.
13. Check that you have done everything. Ask your tutor if you aren’t sure.
14. at the bottom of the page change the words Draft Copy to Final Copy,
15. Save your work on your floppy disk OR into your folder with the filename classes2.

16. Print a copy of you completed work
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