Unit: Business Management Systems
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First and Last Name: ____________________________

Custom Check Design (Publisher)

Objective: Student will demonstrate knowledge of check design

Objective: Student will demonstrate ability to use a desktop publishing application (Publisher)

Directions:

1. Review the check identification notes you took.

2. Open the file at Public/Furajter/6th Grade financial folder/Check Template. Rather than use a template from the
wizard, I have created a custom size for this project. The size is much larger than a real check.

3. Save the file to your own drive. 

4. Design a personalized check. Additional directions and tips are on the back. Pay attention to details such as using the correct number of numbers in the routing number. The best checks will be displayed in the Media Center.  

5. Elements to be included: 

	· Your name and a fictional address
	· Check number will be your class number

	· Standard check elements
	· Bank, city, state, zip

	· Fictional routing number 
	· Fictional account number

	· Border
	· Check decoration


6. Print to phaser printer, staple to this page, turn in.
 

	
	4 – A
	3 – B
	2 – C
	1 – D
	0 – F

	 Content
	All check elements 
are present
	Missing one bank check element
	Missing two bank check elements
	Missing three bank check elements
	Missing many elements

	 Design
	Well designed; Creative, colorful and original;

Attention to detail
	Well designed,
Most elements carefully designed
	Basic
	Minimum Effort
	---

	 
	2 – A
	1 – C
	0 – F 

	 
	No typos or other mistakes; Correct # of numbers in routing number & account 
	One or two minor typos such as incorrect # of numbers
	Many mistakes

	On time
	On time
	Late: -10% per day

1 day late: –1 pt.
	Late: -10% per day

2 days late: –2 pts.
	Late: -10% per day

3 days late: -3 pts.
	Late: -10% per day

4 days late: -4 pts.


Using Publisher to Make a Customized Design
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Choose Existing File  

2. Open the file at 
Public/Furajter/Check Template.
Remember to save the file
to your own drive.
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Make Text Boxes by clicking on the A on the side toolbar.

4. Drawing elements can be found on the 
same toolbar. 

5. Clip art can be 
added through Insert on the
Menu Toolbar (shortcut on side toolbar
is not working right so don’t use it).

6. To Group two or more separate elements
into one, click on the first then hold the shift key while
clicking on t he remaining elements. Click on the Group
Icon.

7. Arrange elements to be in front or in back by using the icon short cuts
or by going to Arrange on the Menu Toolbar.

8. Drawing elements can be rotated or flipped
by going to the Arrange menu.

You earned 100% or _____ out of 10 points �as a technology project


Fix and reprint for display








