Pre-assessment exercise 
Essential Skills - ICT5		Task 7

Presenting information in a printable formatted document.

Using an appropriate application software, generate a file that would be best suited to being printed onto paper as opposed to displayed on screen for an audience.

Remember to use application software best suited to printable documents and reports as opposed to application software best suited to presentations.

The file needs to make use of the following:
· Front Cover sheet
· Table of Contents
· Border around a paragraph to place emphasis upon it
· A table
· Bulleted and a Numbered list
· An image sized to about 3 cm width placed to the right of text flowing around
· Headings and sub-headings using a different font, font size and colour / bold
· Bibliography
Incorporate facts and figures in an appropriate manner such as a chart along with totals / averages, using other application software as required.
The file should contain at least 5 pages including a front cover sheet. It is expected the file will have appropriate formatting of text throughout and appear as one. Each paragraph should have the same style of text and size, unless placing emphasis upon some content. Bullet and numbering lists, table, border and images should be inserted – not copied and pasted from any website.

Files generated for this task should be saved to the Answers folder.

The file presenting information in a printable formatted document (your main document for this task) should be saved with the name: task7

Any supporting files (including copy/pasted material from websites prior to formatting or notes) should be saved with the name: task7support

There is no further interaction or saving required for this document itself. The saving of the file named “task7” above will be sufficient for this task.

Ensure you save files to the Answers folder that should have been created in the first task.
End of task, continue to next task.
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