
	
	IT2000 Advanced: desk top publishing
	Suggested portfolio items

	1
	Enhanced text processing
	

	1.1
	Demonstrate control of page layout using features such as: gutters, adjusted margins, alternative orientation of paper, columns, alternative tab settings
	Observation sheet

Posters, leaflets and cards
Alice in Wonderland chapters

Flight To Evzoni

A Poster For Her Wall

+ sample marked-up pages from some tasks

	1.2
	Automatic include a filename and other appropriate information in a header or footer
	Sample pages from tasks

	1.3
	Transfer supplied data to a word processing application in the form of a table
	Our Course Report, Six Months Gardening

Formation addresses

	1.4
	Use border and shading features
	Album page and other samples from tasks

	1.5
	Transfer a chart from a spreadsheet application to a text document
	Our Course Report, staff list

	1.6
	Report briefly on a range of keyboard shortcuts, such as AutoText, AutoCorrect, format painter, right click options and custom toolbar techniques to quicken or automate selected tasks
	Autotext and AutoCorrect notes

Other notes and screen print of examples in action

	
	Create a leaflet or brochure to set dimensions and layout featuring text, graphic items and data or further information obtained from a web site
	Album page 

Alice In Wonderland chapters

	
	Identify and correct errors
	Observation sheet

Marked-up copies of tasks in progress

	2
	Art & design
	

	2.1
	List a range of sources for prepared images, including those within installed applications, available on CD and accessible on the Internet
	Observation sheet

Image source notes

List of image sources

	2.2
	Obtain a prepared image and use image enhancement techniques
	Image editing software notes

	2.3
	Produce an original design or piece of artwork to be utilised in a printed document
	Original design or artwork samples and included in document

	2.4
	Save an image in a range of different graphic image formats with a note of file location, size and application utilised
	Observation sheet

Screen prints of file sizes, document properties print-outs

Marked-up prints of images in preparation

Image editing software notes
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