ICT SKILLS FOR LIFE - INSTRUCTIONAL SHEET  

PUT INFORMATION IN THE FOOTER


FOOTERS
After completing this exercise you will be able to:
· Add important details on work you create

· Use some built in features of common office productivity software
· Use menus, toolbars and dialogue boxes
The Footer is a special area at the bottom of pages.

You can type details about your work in the Footer.

When you create documents using a computer, it is useful to put details in the Footer. 

It will help to keep your work organised in future.
Things you might put in a Footer are:
1. Your name
2. The date
3. The filename
4. Page numbers 
5. Reference systems
6. Official number of the building where take exams
TASK A: 
Type some information about working safely with computers
1. Start a blank document with your word processor.
2. Type the words in the box below.

BE COMFORTABLE WHEN USING A COMPUTER

Adjust the positions of the screen, the keyboard, the mouse and the documents you're working from, so as to achieve the most comfortable arrangement. Make sure that you have space to use your mouse easily, and rest your wrists in front of the keyboard when not typing.

Adjust the position of your chair to give you a comfortable viewing distance and posture. The screen should probably be somewhere between eighteen and thirty inches away from you, whatever suits you best.

Good keyboard and mouse technique is important. Keep your upper body as relaxed as possible and don't over stretch your wrists and fingers. As a general guide, your forearms should be roughly horizontal and your elbows level with the keyboard or the mouse.

If your feet don't reach the floor when you're sitting in a good position, try a footrest.

Use a document holder when copying from a manuscript. 

TASK B: 
Add details to the Footer
3. Click View on the Menubar, then click on Header and footer You will see the Header and Footer Toolbar appear. 
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and posture. The screen should probably be somewhers between eighteen
and thirty inches away from you, whatever suits you best.

Gaod keyboard and mouse tschnique is important. Keep your upper body as
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footrest,

Use a dacument holdsr when copying from a manuscrit.
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Notice that the cursor is flashing in the Header. Headers and footers are very similar. Headers are at the top of the page. Footers are at the bottom of the page.

4. To move the cursor to the footer at the bottom of the page, click on the button shown below.


The cursor will now be blinking in the footer area.
5. Type your name then press Enter.

6. Type today’s date in format dd/mm/yyyy then press Enter.

For example:
 20/04/2008
7. Type the code HS/computer1.

8. Check that you haven’t made any mistakes.

9. You have now entered all the information required in the footer.    To return to the main part of your work click on the Close button in the Header and Footer toolbar.
10. Save your work to your disk or folder. Use the filename comfortable.  If you are not sure about how to save then please ask your tutor.
11.  Print one copy of your work.
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