	
	
	



[bookmark: _GoBack]You are working in the legal department of a large company.  You have been asked to assist with producing a guide about copyright law relating to computers which will be distributed to all staff.

Before you begin the tasks you must make sure you have a copy of the folder called copyrightguide. Use the folder as your working folder.


TASK 1 - TYPING AN ARTICLE 

1. A colleague has drafted an article that needs to be typed up. Choose suitable software for you to be able to type and proof read a short article. Create a new document on A4 paper in portrait orientation and enter the following text:

COMPUTER SOFTWARE LICENSING    
 
Most computer software will include a licence agreement.  Software licenses are usually “agreed” to during the software installation procedure; where the person installing the software must click on an on-screen “Accept” button to agree to the End-user License agreement (EULA).   If an employee installs software on an employer's computer; it is the employer who is agreeing to the license not the employee.  Most commercial software does not waive any of the copyright holder’s rights but will usually impose explicit restrictions on the software usage and the copyright holder’s liability for damages in the event that something should go wrong.          
 
A commercial computer software licence will often impose restrictions on: 
the number of installations 
the duration of use 
type of use or purpose of use: e.g. personal, educational, commercial or non-profit. 
 
There are also many computer software programs that have a non-commercial licence or "free software licence".  These often waive many or all of the author's copyright allowing anyone the freedom to use, study, modify, and redistribute the software and its source code.  The most common restriction is that if copies are made then it must be under the same terms, notably that nobody should make money from simply making copies or distributing the software to others.   This is commonly known as copyleft software. Some examples of software that are  distributed under a copyleft free software licence are the Mozilla Firefox web browser, VLC Player, LibreOffice and GNU/Linux.

2. Make corrections to any typing mistakes you have made and use an automated facility to check for spelling errors.

3. Using an automatic facility, perform a word count.  

4. On a clear line at least 2 lines below the text; enter the numerical result of the word count along with your name, and today's date.

5. Save your work to your working folder using the filename softwarelicensing_draft1

6. Close the document and the software.



TASK 2 – EDITING A DOCUMENT

1. Using some software that is able to edit a text document, open the file thelaw_draft1

2. Enter your name, an automatic filename and centre number (21253) to the footer area.

3. In the first paragraph:
a. Remove the hyphen and replace it with the following:
given to the authors of creative works.
b. Capitalise the first word of the newly created sentence.
c. Move the last sentence to become the 4th sentence of the paragraph.

4. In the 2nd paragraph 
a. remove the word major
b. remove at http://www.legislation.gov.uk/ukpga/1988/48

5. In the paragraph that begins: Almost all of these… 
a. Change the first sentence to:  
For almost all the creative works specified in the table it is relatively easy, using everyday technology available to consumers, to make digital copies or perform a conversion to a digital format.
b. Insert the words: first gaining before permission
c. Change the words company’s work to employer’s intellectual property
d. Change the word business to businesses

6. Remove the paragraph break and clear line space after “infringement”.

7. Move the sentence that begins:  If the author or copyright owner… to become the second sentence in the paragraph that begins: Using a copyright work…

8. In the sentence that was moved replace the words: choose to take with threaten

9. Using an automatic feature replace the word content with work wherever it occurs in the article.

10. Save your edited document using the filename thelaw_edited

11. Close the document and the software.


TASK 3 – ADD A TABLE 

1. Open the document that you saved at the end of the previous task.

2. Add this as a short third paragraph:

Copyright law in the UK covers the following types of work:

3. Create a clear line space then insert a table with 2 columns and 8 rows

4. In the first row of the table insert 2 column headings: Type of work and Examples 

5.  In the first column of the table enter the 8 items below (1 item per row):

Literary Works;  Dramatic Works; Sound; Computer Programs; Databases; Images; Artistic; Moving Images

6. In the 2nd column of the table enter the 8 sets of examples below:

Almost anything that can be written or typed including computer software source code, website content.
Plays, instructions on choreography, dance, mime etc.
Recordings made in a studio or live performances, broadcasts with or without words.
Computer source code, machine code and database design.
Information stored in a Computer or manual databases.
Printed and digital photographs, graphic designs, drawings, paintings. 
Sculptures, architecture, craft designs.
Films and video recordings, including broadcasts.

7. Remove any full stops/periods from the information in the table. 

8. Adjust the columns to suitable widths

TASK 4 – ADD A NUMBERED LIST

1. Continue working on the document from the previous task.

2. Add automatic numbering to the list of 5 items after: In the UK, the law defines infringement as any of the following:

3. Save your edited document using the filename thelaw_withextras

4. Print a copy of the draft article.

5. Close the document and the software.


TASK 5 – ADD A BULLETED LIST TO AN EARLIER PIECE OF WORK

1. Open the file that you saved at the end of task 1

2. Add bullets to the list of 3 items after the words:   A commercial computer software licence will often impose restrictions on:

3. Remove your name and the date from the bottom of the document.   Enter your name and an automatic date in the footer.

4. Right align and italicize the information in the footer.

5. Print a copy of the article.

6. Save the changes using the same filename.

7. Close the document and the software.


TASK 6 - DOCUMENT FORMATTING

1. Using some software that is able to apply basic text formatting; open the file  copyrightcomputers_draft1

2. Format the page margins as follows: 
top and bottom: 2cm
left and right: 4cm

3. Format the whole document to the Tahoma font/typeface

4. Format the whole document to be size 12 text.

5. Format the whole document to be double line spaced. 

6. Format the main heading COPYRIGHT AND COMPUTERS to be size 18, centre aligned with bold emphasis

7. Format the other 2 headings to be bold, underlined, left-aligned and Times New Roman Font, size 14 text.

8. Format the text that is not headings to be fully justified.

9. Add the following information to the footer area:
Your Name,  automatic page number  (do not delete the automatic filename)

10. Add an automatic date to the header, apply right alignment to the date.

11. Save your formatted document as copyrightcomputers_formatted

12. Print a copy of the article.

13. Close the document and the software.

TASK 7 - ORGANISE FILES

The work you have done must be organised in to the correct folders

1. Rename your working folder copyrightguide to copyrightguide (your initials)

2. Inside the working folder create a new folder called completed

3. Move these files in to the completed folder:
thelaw_withextras
copyrightcomputers_formatted

4. Copy the file softwarelicensing_draft1 to the completed folder

5. Delete the following files:
thelaw_edited
thelaw_draft1
copyrightcomputers_draft1


TASK 8 - PRODUCE SCREEN PRINTS / EVIDENCE

In this task you must produce evidence to shoe that you have organised the files as required.

1. Produce a screen print of evidence to show the contents of the working folder.

2. Produce a screen print of evidence to show the contents of the folder completed.


TASK 9 - (ADVANCED) COPY AND PASTE BETWEEN DOCUMENTS
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