Name Plate 
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Congratulations! You have just been hired by COMPUTER PRODUCTIONS! You job here will be one of excitement and wonderful adventures! To begin your job, you need to learn the ropes around the office. Keep these things in mind……

1. Your area is your working environment while you are in the room. When you leave your job, you must make sure that you clean up your workstation. 


2. Your work is a reflection on you—everyday! 


3. Attitude is a little thing that makes a big difference. 

 Now that you have been hired by Computer Productions, you need a name plate for your desk.  

The employees that you work with you need to know your name. Using Microsoft Word, create a Name Plate for yourself. Save your nameplate in My Documents as your name and print in color. Retrieve your nameplate from the color printer and fold to fit over your monitor. 

Include the following in your design: 

1. Setup of page should be for landscape. 


2. Draw a textbox at the bottom of the page. Note the size of space you have at the top of your monitor for the name plate to fold.


3. Customize the borders of the textbox to be a style, size, and color that reflect you. 


4. Include on the first line, your name. (This should be the name that you would like your co-workers and supervisor to call you!)  You select the font, size, and color. 


5. On the second line, put your career goal. For example, when I think of my future beyond high school and later, I envision myself as a teacher. You select the font, size (should be smaller than line 1), and color. 


6. Include at least 1 graphic on your name plate that reflects your career area. 


-See the example below……


John Alexander


Accountant








