Unit 1 Displaying Information Using ICT

OCR USING ICT ENTRY LEVEL AWARD (ENTRY 3)

UNIT 1: DISPLAYING INFORMATION USING ICT

TEMPLATE FOR MODEL ASSIGNMENT

CANDIDATE TASK SHEET 

You must use your computer to produce a (enter type of document).  Before you start, you may make a rough plan of the document you wish to produce.  

Task 1

	
	Open a blank document.  

	
	

	
	Create a (enter type of document).  

	
	

	
	Enter at least 15 words (enter some appropriate ideas).  

	
	

	
	Enter some numbers (enter some appropriate ideas).  

	
	

	
	Insert one image (clip art, scanned photo, imported picture).  

	
	

	
	Enter your name and the words draft copy beneath the data you have entered.  

	
	

	
	Use a spellchecker to help you check your work is accurate.  

	
	

	
	Save your work, print a copy and close the document.  

	
	

	
	Ask your tutor to check that you have included everything required.  


You need to make some changes to the (enter type of document) you saved in Task 1. 

Task 2 

	
	Open your saved document.  

	
	

	
	Align some (or all) of your words to the centre or to the right of the page.  

	
	

	
	Clearly change the font size of some of your words.  

	
	

	
	Clearly change the font style of some of your words.  

	
	

	
	Emphasise some of your words using bold, and/or italics and/or underlining.  

	
	

	
	Drag and drop the image to a different position in the document.  

	
	

	
	Delete the words draft copy and enter the words final copy.  

	
	

	
	Check that your name is still present.  

	
	

	
	Use a spellchecker to check for accuracy.  

	
	

	
	Save your work using a different file name, print a copy and close the document.  

	
	

	
	Ask your tutor to check that you have included everything required.  


Hand your two printouts, with this sheet, to your tutor so that they can be assessed.
