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Choice of project

ÅOwn individual choice

ÅWJEC does not set the context

ÅCentre does not set the context

ÅNo group work



Task 1 Leaflet

Task 2 Mailmerged letter

Task 3 Presentation

PowerPoint or Web 

Pages

Evaluation

Data 

compression 

techniques

Overview 



Background

ÅWhat is their organisation?

ÅWhat does it do?

ÅWhere is it?

ÅHow big is it?



Analysis of ódocumentsô
Identify documents used in the organisation
Å Letters to all customers (promotional material/junk mail)

Å Fliers 

Å Brochures or leaflets or catalogues

Å Compliments slip

Å Posters

Å Web pages

Å Slideshows

Å Etc

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 / image

Image and ethos PowerPoint

Image and ethos Unit 2 new spec.ppt


Image / Ethos /House style

ÅWriting 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 ïanalyse the logo or font style

ÅPresentation style e.g. use of colour/images

ÅIdentify consistent themes rules / procedures
adopted to help clarity and consistency

ÅIs 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 Techniques

What techniques have been used in the 

documents? e.g.

ÅTables

ÅBullets

ÅWatermarks  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 is 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



INFORMATION BLOGG SITE



House style Techniques

Logo

-Talk 

about the 

ethos 

given in 

the logo

Black and 

white plain

Cost 

effective

Fonts and 

font style is 

Arial 12 pts

Bold centre 

and 

Underline

A4 portrait

Right 

justification

Header and 

footers

Watermarks





ÅCynnal material

A2_Publishing/Index.exe


Automated document

ÅExisting or potential

1 mark for identifying a document that is or could 

be automated a membership card. 

questionnaire, 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

ÅExisting 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

ÅPurpose

What are you going to produce and what 

will it be used for? Who is the intended 

audience?

ÅImage and ethos

What image are your trying to project?



Design of 

the leaflet

Å1 mark was awarded for an outline layout with 
inherent page orientation and identifying which 
frames were text and which were for pictures.

Å1 mark was awarded for details of the ódataô
both text and graphics 

Å1 mark was awarded for details of fonts and font 
sizes to be used 

Å1 mark was awarded for details of 8 special 
features used such as margins, tab settings line 
spacing paragraph styles etc.

IMPLEMENTATION IS NOT DESIGN

Do not put in screenshots of 

implemented systems in the design 

section



Text 3 pictures

Table Text

Picture

Watermarked pic Picture



Hotel Facilities

the hotel facilities

Å3 swimming pools

ÅBar

ÅGames room 

Åetc

3 pictures of Cyprus 

from the Internet 

showing the sea 

hotel and old town

Prices of rooms in the 

hotel

List giving 

facilities in each 

of the rooms the 

room

ÅSingle /Double

ÅBathrooms

ÅMini Bar

ÅEtc

Picture of 

bedroom from 

Internet

Watermarked picture of 

swimming pool from the 

Internet

Clipart of sun from 

Word clipart



Hotel facilities

French script 20 pts

Bullet point list of 

the hotel facilities

Å3 swimming             

pools

ÅBar

ÅGames room 

Åetc

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

Bullet point list giving 

facilities in each of the 

rooms the room

ÅSingle /Double

ÅBathrooms

ÅMini Bar

Åetc

French script 18 pts

Times new 

roman 16 

pts

Picture of 

bedroom from 

Internet

A4 Landscape  border 1.5 cm

Watermarked picture of 

swimming pool from the 

Internet
Wordart Arial 20 pt

Clipart of sun from 

Word clipart



Hotel facilities

French script 20 pts

Bullet point list of 

the hotel facilities

Å3 swimming             

pools

ÅBar

ÅGames room 

Åetc

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

Bullet point list giving 

facilities in each of the 

rooms the room

ÅSingle /Double

ÅBathrooms

ÅMini Bar

Åetc

French script 18 pts

Times new 

roman 16 

pts

Watermark Picture 

of bedroom from 

Internet

A4 Landscape  border 1.5 cm

Watermarked picture of 

swimming pool from the 

Internet
Wordart Arial 20 pt

Clipart of sun from 

Word clipart

Bold centre underline

Double line spacing

Pagination 1

Indent 

bullets





Bullet points

ÅRed

ÅGreen

ÅYellow 

ÅBlue

ÅRed

ÅGreen

ÅYellow 

ÅBlue

ÅRed

ÅGreen

ÅYellow 

ÅBlue

V r r



Word Art:      make it obvious

Leaflet

Created using 

font styles and 

sizes

Created using 

Word Art



Shading effects

ÅShade in tables

ÅShade in text boxes

ÅShade in text / use of coloured text

ÅShading Word Art

ÅNB Shading in tables is not customising a 
table



Different types of graphic

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

ÅPictures from Internet ïshow screen shot of web site

ÅClipart from Word e.g. picture of telephone from clipart

ÅCreate own graphic in paint

ÅGet a picture alter it in Photoshop

ÅScan in picture

ÅPicture from a digital camera

ÅGraph from spreadsheet



Headers and footers

ÅMust be both there

ÅMust appear on all sides of final printed 
document

ÅMust appear on every page in same 
position

ÅIf pagination is part of it then cannot count 
as advanced feature

ÅIdeally put one header one footer and one 
pagination ( 3 things)



Evidence ïall features must be on 

the final document

We only need evidence for the following basic  skills 

ÅOrigin of graphics

ÅHeaders and footers must be on the final document

ÅEverything else we can see on the printed document
ÅAnnotating your document would help us a lot in case 

we miss something!!!!

Do not crop screen shots



Advanced skills- Safer to do at least 6

We need before and after screen shot evidence of;

Å Different paragraph formats (evidence before and after)

Å Different line spacing (evidence before and after)

Å Superscript and subscript (Sensible use ;not automatic th )

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

Not give automatic tabs created by bullet points

Å Set and use own indents (evidence in annotated screen shots)

Å Use of layering (must see forward and behind)

On your final document we can see

ÅCustomised tables ïcell merging / text direction not just coloured cells or borders

ÅPage or frame borders

ÅPagination

Remember to printout your final document!!!!! 

Be very careful about cropping screenshots and cutting out the evidence 

must see document behind

We need construction evidence of

ÅWatermarks

ÅCreate own style sheets



Different paragraph formats:
Å

D
ro

p
 c

a
p
ita

ls

Å
M

o
u
ld

e
d

 te
x
t a

ro
u

n
d

 a
 

p
ic

tu
re

ÅDrop capitals



Styles

Before                                 After



Line spacing

Before After

Must appear on final document



Indents , tabs etc

Before                                            After

Must appear on final document

Looking for 

evidence of tab 

changes on 

ruler 

corresponding 

to movement of 

text


