IT2000

Text design: Simple course report

In this exercise you will produce a simple report about how you and your colleagues have fared on your computer course.

The text comprises just a few lines as shown below:

There are seven of us on the course:

This how we did at word processing:

The next chart shows how many marks each of us got in each section:

The last graph shows the overall total marks for the four subjects added together:

1. Enter this text into a new Word document and save it as course report.
2. Add a heading Our computer course! in large letters which will appear across the top of every page of the report.

3. Using the table below as a guide, enter your name and those of your colleagues into a new spreadsheet.  You can invent the marks if you like, or use this data.

	Name
	WP
	SS
	DB
	Design
	Total

	Albert
	60
	78
	75
	44
	

	Brian
	89
	80
	82
	60
	

	Carole
	90
	45
	36
	88
	

	Dennis
	70
	75
	84
	67
	

	Elena
	94
	92
	90
	96
	

	Fred
	46
	80
	76
	34
	

	Georgina
	96
	94
	78
	88
	


4. Use a formula to calculate the Total figure in the last column. This should be the four marks added together and then divided by 4 (to give a mark out of 100). A typical formula would be  =sum(B2:E2)   

5. Save the Spreadsheet file as marks.

Some charts are required now.

6. The first is a bar chart which shows each name and their WP marks.

7. The second is a bar chart of each name with a column for each of their four subjects.

8. The last is a bar chart showing just the names and the Total marks.

9. Produce these three charts and store them in the marks spreadsheet file.

10. Lastly, return to your report and place a table of names and the 3 charts in the appropriate positions in the text.

11. Change the font size and style to complete the task, with large text throughout (but not for the charts themselves). Size 20 is about right in most styles with size 36 for the heading.

12. The report will run to 2 pages. Make sure the pages break at a sensible place and adjust as necessary.

13. Add your name and page numbers in a footer (not in large text!).

14. Save both the files and print out the report.

A sample is illustrated below:
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