AS ICT

WJEC

CBAC

UNIT 2

PRESENTING
INFORMATION



Choice of project

AOwn individual choice

AWJEC does not set the context
ACentre does not set the context
ANo group work



Overview

Task 1

Leaflet

Task 2

Mailmerged letter

Evaluation

Task 3

Presentation
PowerPoint or Web

Pages

Data
compression
techniques




Background

AWhat is their organisation?
AWhat does it do?

AWhere is it?

AHow big is it?



Analysisofd doc ument

ldentify documents used in the organisation

Letters to all customers (promotional material/junk mail)
Fliers

Brochures or leaflets or catalogues

Compliments slip

Posters

Web pages

Slideshows

Etc

Too Joo J>o T T T T I

Scan them into report or include the originals

Make sure they have a different function!!



Analysis of all 3 documents COLLECTIVELY
to determine house style / ethos / iImage

Image and ethos PowerPoint



Image and ethos Unit 2 new spec.ppt

Image / Ethos /House style

A Writing style and tone/how choice of logo
and or fonts reflect this. What does the logo
say about the company not just what the
logo is T analyse the logo or font style

A Presentation style e.g. use of colour/images

A Identify consistent themes rules / procedures
adopted to help clarity and consistency

A Is there a house style? Why not? what could
It be?



Desktop Publishing
2 Documents
Describe the main function of the document
and its data; who is the intended audience?

4 Technigues

What technigues have been used in the
documents? e.g.

Arables
MBullets

ANatermarks etc



Examining web sites and one large
document

Be Careful

A large document and websites of many pages may
still only have one purpose and count as one
document.

It iIs not about giving a description of what data is on
every page (this goes for large documents as well!!!!).

There must be a separate purpose if it is to count as
two documents



A Learn to recycle on the Recycling guide - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

eBack - -.\_.;J @ @ \-‘_;j ﬁSearch “-Ei?Faw:urites @ B* h’i—; I |_J ﬁ 'ﬁ

Address ‘@ it f e, recycling-guide. org. ukf

Gl}ClglE ||G|v recycling

W G0 4k - Boaokmarks « 13blocked "2 Check » &% Autalink » | SuboFl Send tow J recycling
A Y =l

Recycling Guide

.org.uk

- ———— m‘i 1
-

— R vieds

INFORMATION

DSUDLCIIIOLIG, JUll L=l

Recycling is on the increase in the
Uk, The Government target - to
recycle or cormpost at least 33% of
househaold waste by 2015 - seems
achievable, and more of us are
participating in domestic recycling...
read more

How to recycle in
Zchools. Recycling
schermes and
recycling activities
far pupils.

what can you find on

cling comments ‘
The Recycling Guide?

e

-BLOGG SITE

_ ad 1

How materials are recycled

Mow &th, Darren Evans
Wwhere you can recycle

Recycling activities &
resources

Print our Poster

ow do You redyce
Reduce, H(&USE and recycle Y

Reuse, athome?
Recycle at

home.

Rainwater Recycling
Rainwater Harvesting Systerms
Domestic or Cornrmerdal
applicationsz
www,pimsgroup.couk

[

‘ Internet




House style

Logo

-Talk
about the
ethos
given in
the logo

Black and
white plain

Cost
effective

Aberasron Comghenslve School, & 01545 70217
South Eoad, Faz: 015435 570 N\
gmalL:

Caradiglon,
Abarasron,
SA4E DD,

adasrongie aradlg lan.go vk

Hewd teacher: & Mo

Techniques

™ Fonts and
font style is
Arial 12 pts

Bold centre
and
Underline

A4

Right
justification

\Header and
/ footers

atermarks

portrait




Text is left aligued, L
ext 1s left alignec 9 I Aviil: itilic

\JSGOL T

Arial, italic,

Textis centred. [ % A b e r a e ro n/ size 48, bold.

ABERAERON, CEREDIGION, SA46 ODT Avi ] s 14
& (01545) 570217 / 570597 < Arut, S1ze g

Ffacs / Fax: (01545) 570183

Line spacing is
approximately
1.25sp.

rosglwyddiad Ffacsimili
Facsimile Transmission

Arial, size 20. e O
' o s NS ol s Text boxes.

Times New
Roman, size
12, italic.




A Cvynnal material



A2_Publishing/Index.exe

Automated document

A Existing or potential

1 mark for identifying a document that is or could
be automated a membership card.
guestionnaire, invoice. What is its purpose?

1 mark for how it could be used in an automated
way e,g,What fields could be merged what tick
boxes option buttons etc?



Web page or presentation

A Existing or potential
1 mark for its purpose or potential purpose
1 mark for what is or could be included

(Not only data but hyperlinks hotspots video
sound animations etc.)




Leaflet or magazine they will
produce

A Purpose

What are you going to produce and what
will it be used for? Who Is the intended
audience?

AImage and ethos
What image are your trying to project?



Design of
the leaflet

IMPLEMENTATION IS NOT DESIGN

Do not put in screenshots of

iImplemented systems in the design
section

A 1 mark was awarded for an outline layout with
Inherent page orientation and identifying which
frames were text and which were for pictures.

A 1 mark was award
both text and grap

ed for detaillsofthe 6 dat a o
NICS

A 1 mark was award
sizes to be used

ed for detalls of fonts and font

A 1 mark was awarded for details of 8 special
features used such as margins, tab settings line
spacing paragraph styles etc.




Text

1 mark only

3 pictures Picture
Table Text
Watermarked pic Picture




Hotel Facilities

the hotel facilities

A3 swimming pools
MBar

AGames room

fetc

2

3 pictures of Cyprus
from the Internet
showing the sea
hotel and old town

Prices of rooms in the
hotel

Falighte

Watermarked picture of
swimming pool from the
Internet

MALKS GRLY,
Picture of
bedroom from

Internet

List giving
facilities in each
of the rooms the
room

ASingle /Double
MAathrooms

Aviini Bar

Atc

Clipart of sun from
Word clipart




Hotel facilities T
French script 20 pts

Bullet point list of
the hotel facilities

A3 swimming
pools

Bar
AGames room

fetc
French script 18 pt

3 pictures of Cyprus
from the Internet
showing the sea hotel
and old town

Table giving the
prices of rooms in
the hotel

Times ngw

TOTT]
Irfq

aA_L0

L

A4

S marlks only

Picture of
bedroom from
Internet

Bullet point list giving
facilities in each of the
rooms the room

ASingle /Double
Mathrooms
AVini Bar

Fetc

French script 18 pts

Clipart of sun from

|

L

Wordart Arial 20 pt

sk
Watermarked picture of
Swimming pool from the

Internet

5

Word clipart

A4 Landscape border 1.5 cm



Bold centre underline

Hotel facilities
French script 20 pts

Bullet point list of
the hotel facilities

A3 swimming
pools

Bar
AGames room

fetc
French script 18 pt

Double line spacing

3 pictures of Cyprus

f the Int t
shoving the sea

and old town

Qe

(S &)

i

Watermar

Picture

>,

|

Table giving the
prices of rooms in
the hotel

Times ngw

aA_L0

rTomaim L
Irfq

A4

otoomtlictar

facilities in each of the
rooms the room

ASingle /Double
MBathrooms

AVini Bar
Indent

Aetc bullets
French script 18 pts

Zal

L

Wordart Arial 20 pt

Watermarked picture of
Swimming pool from the
Internet

5

Clipart of sun from
Word clipart

A4 Landscape border 1.5cm Pagination 1



Tasks Examples LBetsic fecaures Advepiced Fecdures
Candidates must oo all Candidates showld wse alf ofthess At least five of the following are
tasks Features Meguired o qooess the highey mark
ranges.
< 1 = Teaflet or magazine | = Llse of different font styles = Custonused tables
> = Tlse of different font sizes = Dhfferent paragraph formats
zn & produce = TJze of bold centre & | = Differentline spacing
cutnent of at underline = Superscript and subscript
 two Ad sides =  Right or fully justify =  Page or frame borders
containing at = Autoshapes = Bet and use own tabs
150 words =  Bullet points = Bet and use own indents
= WordAst = Watermarks
=  Bhading effects =  Pagination
=  Headers and footers = Tlze of lavering (forward and
= Use of at least two forms of behind)
electronic  combination of | =  Create own style sheets
graphical 1mages . 7. searrsd
images, graphics jfrom  the
Internet, clipart from  dise,
digital camera images, graphs
From a spreadshest, grapfics
From q paint or CAD package
Tables
< 2 = Mailmerge letters Import data firom an external =  Individual macros or modules
omate d SOLrCe created using internal
amnent s =  Design and use of suitable programming capabilities of
zn & produce format and layout for data the software package
unents =  Ensure automated routines = Individually designed
alning work templates (olher than the
inated rormal template or stardard
hes templates provided by wizards
in the sofware packages)
< 3 Either o =  Background styles Uze of sound
zentation =  PowerPoint type = Ammation effects Tlsze of original video
gn & produce presentation = Tran=ition effects Lsze of oniginal animation /
ecentation of Or =  Hypertext Flash graphics
ast six shides/ | = Web pages =  Hotspots
23 for an = Bookmarks

cnce




Red
MGreen
Avellow
MBlue

V

Bullet points

Red
AGreen
Avellow

MBlue

[

Red
AGreen
Aellow

MBlue

[



Word Art;

eaflet

Created using
font styles and
Sizes

make It obvious
valjel

Created using
Word Art



Shading effects

A Shade in tables

A Shade in text boxes

A Shade in text / use of coloured text
A Shading Word Art

A NB Shading in tables is not customising a
table



Different types of graphic

A Must show evidence here not enough just to say e.g.
picture of telephone

A Pictures from Internet i show screen shot of web site
A Clipart from Word e.qg. picture of telephone from clipart
A Create own graphic in paint

A Get a picture alter it in Photoshop

A Scan in picture

A Picture from a digital camera

A Graph from spreadsheet



Headers and footers

A Must be both there

A Must appear on all sides of final printed
document

A Must appear on every page in same
position

A If pagination is part of it then cannot count
as advanced feature

A Ideally put one header one footer and one
pagination ( 3 things)



Evidence T all features must be on
the final document

Do not crop screen shots

We only need evidence for the following basic skills
A Origin of graphics
A Headers and footers must be on the final document

A Everything else we can see on the printed document

A Annotating your document would help us a lot in case
we miss something!!!!



Advanced Sk| I IS' Safer to do at least 6

We need before and after screen shot evidence of;

Different paragraph formats (evidence before and after)

Different line spacing (evidence before and after)

Superscript and subscript (Sensible use ;not automatic ™)

Set and use own tabs (evidence in annotated screen shots)

Not give automatic tabs created by bullet points

Set and use own indents (evidence in annotated screen shots)
Use of layering (must see forward and behind)

o Po I I I Ix

We need construction evidence of
ANatermarks
ACreate own style sheets

On your final document we can see

ACustomised tables i cell merging / text direction not just coloured cells or borders
Aage or frame borders

APagination

Be very careful about cropping screenshots and cutting out the evidence
must see document behind



Different paragraph formats:

Mrop capitals -
G YOU Know the time? O
|5 it late? —

Yhat time are you meeting tomorrow’ E
Ten o'clocd )

If it wasn"t for one man, Liverpool Foothall Club would never
have been bormn.

When Everton left Anfield in

dispute over rentin 1892, Ih

t;hamnmJ hn Houlding. stayed

behind along with a handful of

supporters and just three first
mplyrsﬂuth e was determine dtu fu'l:hll

continue at the ground. He formed a new c Ihfrnm ratch,
chos th name Liverpool.. dcreated legend.

e punoJe 1xa} Pap|NoN

slended doiQy



Styles

UE. Document] - Microsoft Word

_) =z L@ \Q 0% - ':@' ,UBead! File Edit Miew Insert Format  Tools  Table  Window  Help
=1} E-v-A-BEh DEEHRIGRAIVH $RDASI-0-BEEAR

ile  Edit Wiew Insert Format  Tools  Table  Window  Help
1 EHRSRIVEI&§LAIN I -©-
4 Mormal + Times NewRoman - 12 » | B I U

&l 1% .

A4 Normal + Trebuchet M3 -1 - B I U = l=-|i= -4
[c] S R R BN T - N O I R IS I PR |

Theme x|

Choose a Theme: Sample of theme Bold Stripes:

(Mo Theme) -

Afternoon

Arckic

Axis

Blends

Blue Calm . 1 t I - 8 Sami Hyvpia returns to
Heading 1 style - | = Somi Brie
Eﬁﬁm . partner Jamie Carragher
Breeze | - at the heart of the

E:E;’&gs ' Bullet 1 . Liverpool defence for this
Cascads o afterncon's FA Cup fifth
Esrgziz o Buuet 2 - round clash at home to

T Barnsley.

Deep Blue . ¥

Ec:w - Bullet 3 . # Meanwhile,

Eclipse + .

Edoe - Dirke Euyt and
Evergreen - ® Peter Crouch lead
Expedition L .| un the line.

Ie Horizontal Line: -

Tris LI “ 4 The

- L —— — lee 001
[ wivid Colors . teamrli?n
& [V active Graphics _ full is:

[¥ Background Image QDREy Ry ENNRNE ERFRETIRY @

Set Default, ., | Skyle Gallery. .. | OF I Cancel -

Before After



Line spacing

4 Document] - Microsolft Yord File Edit Wiew Insert Format Tools Table  wWindow  Help

File Edit Y¥ew Insert Format  Tools Table  Window  Help 15 HR S A 4 (| ¥ Ga@@m F|9 -0 @ 2 E
DEHRIdR = BIXBRRII-0-00EE ol o - @ ,UR_eadl 44 mormal = TimesMew Roman - 12 - | B 7 0O =

A Normal ~ TimesNewRoman + 12 | B T U EEE = | SR I LR L R R

y s

Indents and Spacing | Line and Page Breaks |

General Sami Hywypila returns to partner Jamie
Alignment: ILeft hd Qutline level: IBody ket , )
Carragher at the heart of the Liverpool
. Indentation !

defence for this afterncon's FA Cup fifth

Left: IU il 5 Special: By:

Right: ID ] ﬂ I(none) j I ﬂ
0 pt

round clash at home to Barnsley. Weanwhile,

Dl Euyt and Peter Crouch lead the line.

Spacing
Before: I 5‘ Line spacing: ~ Af I
After: IU pt H‘ M I E

The Liverpool team in full 1s: Ttandie. Finnan
I™ Don't add space betwesn paragraphs of the same style

ERiize. Hywpia, Carragher, Lucas, Alonse,

Preview

Benavoun. Babel, Crouch, Euyt. Subs:

Martin, Arbeloa, Eewell, Gerrard, Pennant.

Tabs... Cancel I

Before After

Must appear on final document



Indents

File Edit Wiew = = el Table window Help

1S H YA B S 9 - - 3@ ="
= 4= i—
= = i—

ﬁl\lormal BIQ
I L R IR I B N 1 - T - S B

==

zarm Hyypia returns to partner Jamie
Carragher at the heart of the Liverpool
defence for this afternoon's FA4 Cup fifth

round clash at home to Barnsley. Ieanwhile,

Dk Euyt and Peter Crouch lead the line.

The Liverpoclteam in full is: Ttandje, Finnan,

Eausze, Hyvpia, Carragher, Lucas, Alonso,

Eenayoun, Babel, Crouch, Kuyt Subs:

hMartin, Arbeloa, Eewell, Gerrard, Pennant.

Before

Looking for

evidence of tab

y tabS etC changes on
ruler
corresponding
to movement of
text

After

Must appear on final document



