AO4
Use drawing tools included with DTP software to create basic shapes for inclusion in your completed publication
 Evidence for this assessment objective will be in the form of your completed desktop published article and screen shots demonstrating certain skills that are not clear from your printed publication. 

For this Assessment Objective you will demonstrate your ability to use graphic tools within your desktop publishing software. 

Drawing tools include: 

· using a range of 2D shapes
· use tools to cut and paste, copy and crop
· use monochrome and colour fill and shading
· use lines of different styles and colour
· layering items to create a clear graphic
· use a range of text styles and effects, including reverse and
artistic text
· grouping 
Assessment Criteria

Pass

Basic use of a limited range of facilities* to produce shapes which are not always accurate. Some limited evidence of layering.
Merit 

The majority of listed facilities*, which will include layering and grouping, will have been used to produce accurate drawings. Candidates will have combined different shapes to create a more complex whole.
Distinction

The full range of listed facilities* will have been consistently used to create complex shapes which clearly suit the needs of the brief and the intended audience. Lines and borders will have been included in the completed document.
* facilities include: 


· using a range of 2D shapes
· use tools to cut and paste, copy and crop

· use monochrome and colour fill and shading

· use lines of different styles and colour

· layering items to create a clear graphic
· use a range of text styles and effects, including reverse and artistic text
· grouping
Text Styles

There are a number of different text styles that you can use in addition to those we covered in the last assessment objective.

· Effects
There are other effects available in addition to bold/italics/underline etc. These are outline / emboss / shadow / engrave. To use these highlight a piece of text then go to Format > Font. You can then choose from a range of effects. Try this now! 

· Reverse text
Reverse text is the process of printing light coloured or white text on a dark or black background. This is a technique often used for titles or small items of text that needs to stand out. In Microsoft Publisher one way to do this is to fill a text frame in a dark colour then change the colour of the font to something lighter. 
· Drop capitals 
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To use this technique you need to select any where in a text frame then go to Format > Drop Cap then choose an appropriate style. 
Drawing tools

Drawing shapes 

Publisher has a range of options for drawing shapes e.g. lines, rectangles, ellipses etc. Other shapes are available from the AutoShapes option from the Objects tool bar. 
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It is easy to add text to any shapes you create. This can be achieved by right clicking on the shape and selecting Add Text. The best way to find out what is possible is by experimenting with the range of options available e.g. 
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Fill effects 
You have probably used the fill tool before. All shapes and frames can be filled with colour using the Fill icon: [image: image4.png]BBl Publication1 - Microsoft Publisher - Print Publication, FEX
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 As well as this you can also use a choice of fill effects. To access these options you need to select the shape or frame then click the drop down menu to the right of the fill button e.g. 
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The following window will then be displayed: 
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The best way to find out more about the options available is to experiment!
Tip: The picture option allows you to insert an image into a shape. 

Layering and grouping objects 

Layering and grouping objects are very useful graphics tools. You can combine objects such as shapes and frames to make them a single object. 

You can select multiple objects by holding down Ctrl then clicking on multiple objects to select them. You can then right click on one of the images and select Group.  

Lines and borders
Remember you can draw lines and add borders to any frame or shape. 
