Assignment - 021 Version 2.1
Task C

The Aberdeen branch has telephoned to say that they have sent you an e-mail with the latest

version of the price list (a spreadsheet file) as an attachment. Open an e-mail package using

appropriate passwords if necessary and locate the e-mail.

1. Select and open the e-mail. Printout the e-mail.

2. Open the attachment called PRICES and save to the MARKETING directory/folder. Print a

copy of the attachment.
Assignment - 021 Version 4.1

Task C

Your Manager has e-mailed you a rough draft of a poster he wishes to be put in the shop window to

advertise a Pony Trekking Holiday. He wishes you to edit the document, enhancing the layout, and to

print it onto A4 card.

1. Select, open and save the e-mail attachment with the name POSTER into the folder named

PONYTREKK. Produce a screen print to show you have saved the file correctly and label it

SCREENPRINT7.

2. View the attributes of the file attachment POSTER. Produce a screen print to show this and label it

SCREENPRINT8.

3. Change the orientation of the document to portrait with margins of 2.5cm top, bottom, left and right.

Produce a screen print to show this and label it SCREENPRINT9.

4. Centre the text which gives the costs of the 3 day and 5 day trips: e.g. “3 days trip costs …..”

5. Use a form of text enhancement to emphasis the last line “First Holidays start …………”

6. Using a keyboard shortcut go into print preview to check the layout and make any necessary

alterations. Produce a screen print to show this and label it SCREENPRINT10.

7. Configure printer to print card.

8. Produce a printout of the document on card and label it POSTER.

9. Exit the software application and return to the desktop.
