Desktop Publishing Level 1                                        2010/11

Adult & Community Education Course Information


	Venue
	Day
	Start Date
	End Date
	Start Time
	End Time

	Havercroft & Ryhill Community Learning Centre 01226 727824


	Tuesday
	11/1/11
	1/2/11
	1 p.m.
	3.30 p.m.

	Level of Study
	Level 1




	No. of weeks
	4

	Hours per week
	2.5

	Course Fees 
	£33

(You may be entitled to either a free course or support with your fees and other costs.  Please ask at your centre.)

	Additional costs
	Not applicable

	Qualification aim
	Non-accredited 

	Who is it for?
	People who have completed an IT skill level equivalent to that gained from the OCR Entry Level Certificate for IT Users (Next Steps in IT) or CLAiT, or may have gained IT skills informally by regularly using a PC at home or at work. 



	Course aims
	To learn how to use Microsoft Publisher 2003 to produce newsletters, brochures, posters, fliers, menus and other documents.

	Course content
	· To plan a publication with text and images using standard page layouts

· Work with text frames and page layout tools

· Import text and images

· Manipulate margins, text box properties, columns, font-size and image size to achieve balanced publications

· Work with images in publications – move, flip, crop, resize and wrap text around images

· Use lines and borders to enhance publications

· Access and adapt some of the many publication designs in templates

	Other information related to the course
	Tutor-guided on the use of Microsoft Publisher 2003 in a classroom setting with an element of working at own pace to create a selected publication using new skills.

There is no formal assessment – your tutor will assess your skills and give feedback throughout the course. The first class will include enrolment information and advice based on your existing IT skills, together with an induction to your learning centre and course. 

We are committed to ensuring that all members of the community have equal access to our courses and an equal chance to succeed within them. 

	What do I need to bring?
	Resources i.e. pen, paper, folder

A memory stick (but this is not essential)

	Where next?
	Desktop Publishing Level 2 (4 week unaccredited course)

CLAiT, Introduction to Digital Cameras, First and Next Steps in Photoshop.

	How to enrol
	Fill in an enrolment form and return to the relevant centre with your payment or proof of benefit.  Alternatively go to the centre to enrol in person. 

	Website:
	www.wakefield.gov.uk/education/adulteducation 

	Date June 2010 
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