Performance Test

Word-Processing/Editing/Desktop Publishing Practice:


Scenario:

Your assignment is edit and format a student newsletter for your school.  Following the instructions below, edit and format the word processing file called NEWSLETTER.

1. Center the newsletter title, Chief Bulletin, in bold 24-point type.

2. Left align June 2001 and right-align Volume 5, #6.

3. In the first article, Welcome to St. Stephens High School, make the following edits:

· Center the title in bold 14-point type

· Single space and left-align the text in regular 12-point type

· Indent the paragraph

4. In the second article, Important Announcements for Seniors, italicize the word Josten’s.

5. Use the spell checker to make certain all words are spelled correctly.

6. Below the last article, type in the following article:  Freshman Orientation.  Remember to:

· Key as accurately as possible the title and paragraphs in the box below

· Use correct keyboarding techniques

· Use word wrap and ignore any differences between what you key and how the paragraphs appear on this page

· Use the spell checker


Directions:  Use your word processing program and the file called NEWSLETTER.





Read the scenario.


Use the word processing file to respond to the tasks below.


When you have finished the tasks below, print your work.








Freshman Orientation





	This year the freshman class will have an orientation meeting on Thursday night, August 21.  The meeting will begin at 7:30 p.m. and will take place in the gymnasium.  Please bring the Student Handbook that you received in your homeroom on the first day of school.








