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You work for an international company called Hothouse Design. 
 
You need to prepare an advertisement, using a suitable software package. 
 
 � 

 

1 Set the page size to A4 and the orientation to landscape. 
 

1.1.1 
1.1.2 

2 Set the top, bottom, left and right margins to 3 centimetres. 
 

1.1.4 

3 Import the file FDPA6GDI.RTF into your page layout. 
 

2.1.1 

4 Place the body text in a 12 point sans-serif font. 
 

3.3.1 
3.3.2 

5 Add the heading Hothouse Design and Illustration at the start of the 
document and insert a blank line below it. 

 
2.3.1 

6 Make the heading Hothouse Design and Illustration an 18 point serif font. 
 

3.3.1 
3.3.2 

7 In the text, replace the words at the end of the first paragraph Call our 
design team now! with the words Our sales team is waiting for your call 
now! 
 

 
2.3.1 

8 Reformat the main body text (excluding the heading Hothouse Design and 
Illustration) to 3 columns, with a 1 centimetre space between columns. 

 
1.1.3 

9 Make the main body text fully justified and centre the heading Hothouse 
Design and Illustration 

 
3.1.1 

10 Import the image FDPA6PIC.GIF into the top of the centre column so that 
the top of the image is level with the top of the text in the left and right 
columns.  Change the size of the image so that it nearly fills the available 
column width.  Make sure that you do not distort the image.  Adjust the 
wrapping if necessary so that the text wraps below the image like this: 
 

 

 
Your text may continue onto another page. 

 

 
2.2.1 
2.2.2 
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11 Make the following subheadings bold and italic and 14 point: 

Get Creative 

Our Design Team 

Print Press 

Digital Imaging 

Web Artwork 

Share your Image 

Leave a blank line below each of the above subheadings. 

 

 
3.2.1 

12 Place a page break before the subheading Share your Image 
 

3.5.1 

13 Place your name left aligned and today’s date right aligned in the header. 
Place the page number in the right of the footer. 

 
3.4.1 

14 Save with a new filename and print the document. 
 

4.1.1 
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