DESKTOP PUBLISHING ASSIGNMENT SHEET #2

(Lessons 116-120)  Newsletter/Columns 
*Be sure and include your name in the header on all assignments.
DO TOGETHER Practice 116 and Assignment on pg. 137.

If you need further help, refer to “little” student manual—pg. 135-136 in student manual on using columns

Columns

1.  Report 64, pg. 418.  Be sure and indent paragraphs.  Save under Report 64.

2.  Report 65, pg. 419.  Make book changes.  Save under Report 65.
Newsletters—one of the best ways to communicate a variety of information to a wide range of people.  Standard elements include:

· Nameplate/Masthead—Co. name, and logo and tagline that explains newsletter purpose.

· Date line—volume number, issue number, date of publication

· Headline—large type title stating the subject of an article.

· Body text—information in an article.

· Credits—list of names and locations of the newsletter's staff.

3.  Report 66, pg. 422.  Open report 65 and make book changes.  Save under Report 66.                       

4.  Report 67, pg. 422.  Open report 66 and make revisions.  Save under Report 67.

5.  Report 68, pg. 424.  Follow book instructions.  Save under Report 68.

6.  Report 69, pg. 428.  Follow book instructions for second page of newsletter.  Save as Report 69.
7.  Report 70, pg. 432.  Create newsletter following book instructions.  Save under Report 70.
HANDOUTS:

1. Healthcare—Follow the directions on the left side of handout.  You may spruce up the Masthead with WordArt if you want.  Save under Jones Memorial.
2. Hillside High Gazette—Type the newsletter first, then apply the directions.  Save under Hillside.
