ICTSKILLS FOR LIFE

[EXERCISE] 6 – DESIGN POSTER FOR ORCHESTRA EVENING


After completing this exercise you should be able:



· To display information using I.C.T.

· To use display features; italics, underline, borders, alignment, fonts and font sizes.
· Insert and position images from clipart or files
Task A








Entry 2

1. Load Microsoft Word.

2. Type the words for an advertisement below.

Therfield Village Orchestra

Proudly Presents

An evening of popular classics

Friday 25th November

8.00 p.m.

At Fordham Memorial Hall

Therfield

Come along and enjoy a truly memorable evening

3. Check your work and correct any errors you find.

4. Save your work in your folder or on your floppy disk using the filename THERFIELD VILLAGE ORCHESTRA
5. In the footer area, enter your name and the words DRAFT COPY.
6. Print a copy of your work so far.
Task B








Entry 3

1. Reload the file THERFIELD VILLAGE ORCHESTRA that you saved in the last task.

2. Using the following display features and emphasis to improve the design of the advertisement :

· Bold

· Centre

· Italics

· Font

· Font size

See sample for ideas (page 3) - you may try to copy it or use your own suitable fonts and font sizes to display your work.

3. Check your work for sense. Check that it looks neat and that each part is consistently formatted.
4. Save your work in your folder or on your floppy disk using the filename THERFIELD VILLAGE ORCHESTRA 2.

5. Print another copy of your work so far.

6. Insert some suitable clipart insert images from the clipart library or use the supplied images.
See the sample - you may use your own suitable clipart images.

7. Check that your work fits on one page.

8. In the footer area, change the words DRAFT COPY to FINAL COPY.

9. Save your work in your folder or on your floppy disk using the filename THERFIELD VILLAGE ORCHESTRA3.
10. Print ANOTHER copy of your work.
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