Read each assignment carefully and follow each instruction. Ask for help where needed!

Assignment One
“Here's My Card” – Business Card
1. Launch MS Publisher 

2. Select “Business Cards” 

3. Select a “Template” for your business cards 

4. Select some different color schemes.
5. Decide whether you want your business card in –“Landscape” or “Portrait” mode. 

6. Decide whether or not you want a “Logo” placeholder. 

7. The next decision you have to make is how you want your card printed. 

a)     In center of page 

b)     Several tiled on a page 

9. Begin inserting information, design, etc… 

10. Be creative & unique !! 

11. Save your business card as Assignment #1 with your first name in the front and hand it in with dropbox

CRITERIA (must include)
1. Your Name 

2. Your Title (Optional) 

3. Address 

4. Phone Number(s) 

5. E-mail Address 

6. Logo 
Assignment Two
“Get Well Soon” 
ASSIGNMENT # 2   “The Greeting Card 

1. Launch MS Publisher 

2. Select “Greeting Cards” 

3. Select a “Template” for your Greeting Card 

4. Select some different color schemes. 

5. Decide which type of paper and / or fold that you want. 

6. Decide on a suggested verse or make your own later 

7. Begin inserting information, design, etc… 

8. Be creative & unique!! 

9. Save your greeting card as Assignment #2  with your first name in the front 
CRITERIA (must include)
1. Greeting 

2. Image on the front of the card 

3. Cost 

4. Made by 

5. Image on the inside folds of the card 

6. Image on the back of the card 

Assignment Three
“Its Party Time” 
ASSIGNMENT # 3    “The Invitation”  for a big party about your business
1. Launch MS Publisher 

2. Select “Invitation Cards” 

3. Select a “Template” for your card 

4. Select some different color schemes. 

5. Decide whether you want your invitation in –“Landscape” or “Portrait” mode.

6. Decide whether or not you want a “Logo” placeholder. 
7. Begin inserting information, design, etc… 
8. Be creative & unique !! 
CRITERIA (must include)
1. Your Nam, the business name and the place of the party
2. The Event :The Starting Time and End Time 
3. What to Wear and What to Bring 

Assignment Four
“Buy My Stuff, Please!!!” 
You will be creating an advertisement (FLYER) for your business and company. Follow the criteria below. Have fun and be creative!

Criteria 
Your company ________________(insert name) is having a huge weekend sale.   Make a one page advertising flyer that could be inserted in a newspaper. 

Content     /10 marks 

          -4 items for sale 

          -information about item (brand name, cost, model etc) 

          -name of store 

          -catch phrase 

          -sale info (when the sale ends… location of the store….. any special rules for the sale 

Page Design    /10 marks 

          -readability 

          -balance and symmetry 

          -appropriateness 

Publisher Skills expected        /10 marks 

          -text colours 

          -textboxes with borders 

          -standard shape 

          -custom shapes 

          -gradient fill 

          -use of background 

          -use of a design gallery object 

Save this flyer as Assignment #4 with your first name in the front and hand it in with dropbox
 

 

Assignment Five
 

Assignment # 5 “The Brochure” 

1. Launch MS Publisher 

2. Select Brochure 

3. Scroll through the different design templates and choose the one that makes you happy 

4. pick out your color scheme 

5. Decide whether you want a placeholder for the customers address 

6. Decide whether you want a form 

7. Then choose your personal information set 

8. Be creative and Unique 

The Brochure can be on a topic of your choice 
Criteria 

9. All relevant info 

10. An interesting graphic or picture 

11. It must be eye catching 

12. Originality and creativity 

Save it as Assignment 5 with your first name in the front and hand it in with dropbox
Assignment Six
 

Assignment # 6 “The Award Certificate” 

1.       Launch MS Publisher 

2.     Select the Award Certificate template 

3.     Scroll through the different design templates and choose the one that makes you happy 
4.   Pick out your color scheme 

6.     Put in yourself as the recipient of the certificate 

7.     Add your own reason for receiving the award 

8.     Put in today’s date 

9.     Add clipart or images to enhance your certificate 

10.  Be creative and Unique 

11.   Save your award as Assignment 6 with your first name in the front and hand it in with dropbox
Criteria

1.       All relevant info 

2.     An interesting graphic or picture 

3.     It must be eye catching pleasing 

4.     Originality and creativity 

Keep in mind if you wish you use certificate paper or plain paper 
Follow the instructions in the next page for more detail.

Design a Certificate
A certificate is a simple document which validates and formalizes achievement, service or dedication.  You will design a certificate which recognizes the achievement of a student in this class.  (The teacher will fill in the real winner’s name later.)  You will be assigned one of the categories noted below.  You will be competing for the Best Computer Design Award in your category.

· Fastest Speed Award

· Honour Roll 

· Best Attendance and Punctuality Award

· Highest Achievement Award

· Team Player

· Best Computer Design

1. The certificate needs to note the full name of the school 

2. Include our full course name and course code (Introduction to Information Technology in Business  and the course code BTT1O  

3. Ensure the certificate clearly states what the student is being recognized for in the class.  This information should be the centre of interest.

4. Leave space where the winning student’s name can be inserted later.

5. Choose a border appropriate for an award.

6. Choose an attractive stylized font appropriate for an award for at least part of the certificate but do not use more than two font types.

7. Use shadowing (apply to either the border or  appropriate text)

8. Include graphics or a watermark appropriate for a certificate (e.g. scroll, logo design, seal, graduation cap, etc.).  

9. Include the month/year information when the award will be presented – e.g. January, 2009 or June, 2009.

10. A certificate is viewed often from a distance:  set your text bigger and bolder than usual.  Ensure the information is balanced.

11. Keep to a standard size (8 ½ x 11) and use landscape.

12. A certificate should have a readable title and clear centre of interest.

13. Save with your first name, initial of your surname and name of exercise (i.e. Ayesha P Certificate)

14. Print and attach rubric to front of hard copy.  Also place in the class drop off folder.


 

Assignment Seven
 

“Snap, Crackle, & Pop” 
Breakfast Product Advertisement
Project:  You are to design an advertisement for a NEW and ORIGINAL product you’re your business has created using Microsoft Publisher.  This advertisement should be eye-catching, well balanced, and free of errors.
Requirements:
1. 1 font only- You may use different sizes and colors

2. 3 graphics / pictures maximum- Make sure they go with the theme of the ad

3. Name the product using Word Art (watch your font choice!)

4. Create a catch slogan for the product and rotate using the custom rotate button

5. Provide a short description of the product

6. Create a coupon that includes a border, name of the product, amount saved, and expiration date.

7. Include either a table or bullets somewhere in your design that lists some of the selling points of your product

8. Must fit on one page only 

9. your assignment as Assignment #7 with your first name in the front and hand it in with dropbox
The assignment will be marked using the following criteria: 
	Font (one font max) 
	_____/2 

	Graphics 
	_____/2 

	Name (word art)    
	_____/2 

	Rotated Slogan 
	_____/2 

	Description        
	_____/2 

	Coupon (name,amount saved,date, border) 
	_____/2 

	Bullets/Table      
	_____/2 

	Spelling and Grammar     
	_____/2 

	Visual Effect/Design          
	_____/4 

	  
	  

	Total 
	_____/20 


