Name:  ______________________  Section #:  __________  IAT ID:  ______________


Week 2 Day 1

Computer Concepts - ICT

Create A Newsletter in Microsoft Word

Create a newsletter about you and your interests.  It can be on any topic:  your latest family or school news, your favorite hobby, a sport you play, your family, a topic of interest, your future career, a favorite place to vacation, or a pet.

Review a Sample Newsletter on Page 202. 

For Help…

· To create a newsletter, review the assignment Exercise 4-1 on page 185 that you completed.  

· To create columns, review the assignment Exercise 4-2 that you created on page 187.  

· To create a table, review the assignment Exercise 4-3 that you created on page 189.  

· To add a graphic, review the assignment Exercise 4-4 on page 192 that you have already completed.

Open a Blank New Document in Microsoft Word.  

Save your document to your Z:\ Drive as W2 D1 Newsletter.

10 Requirements:

1. 1 Page:  Your newsletter must be only 1 page.

2. Header:  Name, Section #, and IAT ID

3. Footer:  Week 2 Day 1

4. 2 Columns:  Your Newsletter has 2 Columns.  Look at Page 202 in your book.

5. Title:  Centered Across the Top (Do Not Use Word Art!)

6. Table:  2 to 3 Columns and 4 to 6 Rows

7. 2 Pictures or Graphics from the Internet

8. Personal and Authentic:  You are to write the words.  It’s not “copy and paste” from the Internet.  

9. Indent Paragraphs or Separate Paragraphs with an extra line space.

10. Print a Hardcopy:  Print Only Once

Each item is worth 3 marks.  Your assignment is worth 30 marks.

Print your work and staple it to this assignment sheet.  Then, give it to your teacher.  Remember, you are to print only once.
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