Additional Exercise 2 Solution

Task 1 - Your publication should be saved with the filename newsletter and should look like:

Check there is no more than 1 cm to the left or
right between the heading and the margin

il'raining Newsletter
!

Make sure the heading spans across the
page and is in a sans serif font

Check text box has been set up
with two columns of equal
width with a spadng of 1 cm

Check the left and

right margins are

set to 3 am and the

top and bottom

margins are setto ———
2 cm

Check that a
text box
containing your
name has been
placed in the
bottom margin
area

Lzarner Name
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Task 2 - Your publication should be saved with the filename newsfinal and should look like:

Lesirreer s ime

Training Newsletter

Investors in People

Learning at work is a great way to help improve your futurs
career prospects,

This months newsletter is focusing on how we as a company
can help you adapt your currentskills and gain new ones,

We provide training that can fit around your working and

personal life.

We are committad to improving our company by halping de-
velop our employess” skills. Therefore we assess learning
needs and provide the following:

Good quality training
Job satisfaction
Career opportunities
On-going Suppaort

Mentoring

Process Check the

The process for skills and training & as follows: train ing text file

Creats a personal development plan has 'k
correctly

Evaluate training and skils so far im FH]I'tE‘d into

Develop training plan around your neads two columns

Set up training reguirements
Assess performance mestings

Personal mentor to help guide you
Benefits for all

We will continue to suppaort the training nesds of the compa-
ny. We believe that investing time in our employess can
help boost productivity and positivity within the workforce,

Training is a big part of our company. Allcated time along
with your dedication and hard work can create ecellent job
opportunities and future prospects.  All our training that we
provide is fres to all employess,

Make sure there is no more than 20 mm white space at the bottom of ény
column (by adjusting paragraph spacing, font size and/or kerning)
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