October 2008
AS level INSET
Unit 2
New specification

Description of the organisation

My organisation is a local business which sells and promotes local products such as
such as Welsh beef, Cacennau Catrin and Lampeter Eggs.
1 mark
My organisation is a local business which sells and promotes local products such as
such as Welsh beef, Cacennau Catrin and Lampeter Eggs. The name of the
organisation is “Penderyn Products of Wales” and is a small local firm whose main
aim is to promote local produce produced by local companies in Ceredigion. It also
has a shop run by Mr and Mrs Lloyd based in Lampeter in Ceredigion. It sells many
examples of locally produced food products and promotes those products at local
shows and food festivals.
2 marks
Identification of 3 types of documents used by the organisation.
Here is a letter, flyer and invoice used by the Penderyn shop.

0 marks

Document 1
Letter headed notepaper to write letters to customers

Document 2
A flyer which is put into all local letterboxes and shops.

Document 3
An invoice which contains details of an order

1 mark

2

Analysis of existing publication(s) to determine ‘house style’
The image that is conveyed is that of a professional, serious organisation that
welcomes local businesses to ask help to sell their produce.
0 marks
The image that the documents attempt to convey is that of
• a WELSH organisation because of the use of the national colours of Wales
are red and green; the use of the Welsh red dragon in the logo and this appears
on all the documents produced by Penderyn Shop.
• welcoming and co-operative to local businesses and is supportive of high
quality products. The writing tone on the invoice is friendly and asks for the
customers support to continue their work in promoting local products
• the map of Ceredigion denotes it is a local company serving local farms.
• as the country is a Celtic country it uses fonts in the style of Celtic...
1 mark
Data processing activities within the organization.
Desktop publishing
1 mark identifies at least 2 documents and states the purpose of each.
(if only 1 document then 0 marks)
1 mark 4 techniques used e.g. tables, bullets etc.

Document 1 (Purpose + audience)
A flyer which is put into all local newspapers
The Flyer has the following techniques
Double line spacing, bullets (not related to documents)
Document 2 (Purpose + audience)
An invoice which is sent to customers who have an account at the shop
The invoice has tables and merged cells (not related to documents)

0 marks
0 marks

0 marks
0 marks

Document 1 (Purpose + audience + data)
A flyer containing details of the events in Food Festival which is put into all local
letterboxes and shops.
The Flyer has the following techniques

Watermark
Word Art
Centre Text
Table
Merged cells
1.5 line spacing
Bullets

3

Document 2 (Purpose + audience + data)
An invoice which contains details of an order by customers who have an account at
the shop and which is given to them each week.
The invoice has

Tables
Merged cells

Headers and footer

Marking
2 documents identified with a different Function +data + audience for each
= 1 mark
4 different techniques identified

= 1 mark
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Automated documents
1 mark for details of purpose of the document
1 mark for details of data ‘could be’ or ‘is’ merged
The shop does not have any automated documents at the moment but it sends out letters to
customers each month.
0 marks
(Doesn’t identify which parts could be automated)
The shop does not have any automated documents at the moment. The shop sends out letters
to customers giving details of this month's special offers or introducing a new product. The
customer names and addresses are on the database for billing purposes but this database could
be used to produce mailmerged letters and envelope labels to all customers...
= 1 mark
A template could be set up which has the shop’s letter headed notepaper and has the
merge fields included in it including date of letter from ‘insert date; the signature of the
Manager and the Firstname and Surname of customers and the Housename , Village or
Town and Postcode fields. This mailmerged template could be reused every month by
simply editing the data about special offers or inviting them to special events. It could be
sent to customers or put in with their invoice.
= 1 extra mark

Presentation or web page (Actual or potential)
1 mark for purpose
1 mark for data and special features e.g. video, sound animations which are included or could
be included
The shop has a web page to advertise its products
0 marks
It has hyperlinks and menus to help get around the web site.

0 marks

Penderyn shop has a web page which can be found at www. penderynshop.co.uk.
The home page also has a bilingual scrolling banner going from right to left across the top of
the page and a flash graphic of a friendly dragon. The home page has a counter to record how
many people visit the web page.
The site has 5 other pages which can be accessed either by clicking on tabs or by clicking on
hyperlinks to get to a page on each product type.
There is a page on;
• Meat products
• Dairy products including locally produced ice cream There are hot spots which you
can click on to see a promotional video about local Welsh cheeses on the dairy
products page.
• Cakes and biscuits
• Welsh water products
In addition to advertising and promoting the products it sells there is also an email page where
customers can email enquiries to Mr and Mrs Lloyd.
2 marks

1 mark for identifying data in detail

1 mark for identifying role of features used.
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(A screenshot of the web page should be included here if there is one)
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Leaflet
Purpose and Intended Audience
My leaflet will be used by Penderyn Foods to promote an evening at Lampeter Food
Festival to promote local businesses such as Welsh beef, Cacennau Catrin and
Lampeter Eggs. The leaflet is aimed to interest local businesses to come and sell their
foods and is also aimed to interest buyers of grocery stores throughout the country and
even buyers of superstores such as Morrisons and Somerfield.
= 1 mark
Image/Ethos being conveyed
Having examined the documents I see no need to change the house style and image I
want to portray. The image reflects the products they sell. The image that I will
attempt to convey is that of a supportive organisation that welcomes local businesses
to ask help to sell their produce. This will be an organisation that is passionate about
Welsh heritage and want to encourage small businesses to sell their products as best
as they can. The organisation will be a warm, friendly company that helps small
businesses to promote their products throughout the U.K. The language I will use will
be non formal and its tone will be welcoming. To put across this Welsh image, the
leaflet will include the colours of Wales which are Red, Green and White which are
the colours of the national flag. As the country is a Celtic country I will use fonts in
the style of Celtic. As it is a food festival I will include pictures of our national food
such as leeks. The Red Dragon is a very important Welsh symbol as it represents
strength of the people and I want the image that small local businesses can be strong
businesses that are able to sell world wide as some companies already do e.g. “Ty
Nant” water.
= 1 mark

Designs should have been included here
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Bold, Centre, Underline

Full Justification

Map

Frame Borders

The Platform

Here is a map of the fuction room in
the Aberaeron ‘Feathers Hotel’
function.

All throughout the evening, the P.O.W.
organisation allows all companies to take
the platform give a presentation on the
projector of their products. We allow this
because we believe that all companies
deserve a chance to have the attention of
the crowd to sell their produce.

The Order of Presentation
Welcoming
7.30 p.m.

001
002
003
004
005
006
007
008
009
010
011
012
013
014
015
016
017
018
019
020

Telynnau Teifi
Catrin’s Cakes
Welsh Kilts
Llanllyr Water
Aeron Valley Cheese
Ffynonlas Wine
Welsh Lamb
Welsh Beef
Caernarfon Carvings
Caernarfon Carvings
Aeron Jersey Ice Cream
Penderyn Whisky
Ty Nant Water
Llangadog Creamery
Llangadog Creamery
Cowbois Jumpers
Celtes Jumpers
Blas
Adlais
Mêl Meirionydd

Word Art

Shading
Table
Cell merging

Different Fonts
and font sizes

Autoshape

Committee
Welsh Lamb &
Beef
Catrin’s
Cakes
Caernarfon
Carvings
Ty Nant
Water
Llangadog
Creamery
Penderyn Whisky

7.45 p.m.
8.00 p.m.
8.15 p.m.
8.30 p.m.
8.45 p.m.
9.00 p.m.

Croeso
All are welcome to sample our top
8
quality local produce

Presents

The Purpose of this Evening
We at P.O.W. believe that small businesses
should be able to sell their products
worldwide. The P.O.W. organisation helps

Businesses Attending this
Promotional Evening.
As mentioned, there are many local
businesses attending this promotional

small businesses to sell welsh products to

evening. The companies that have slots

across

on the platform this evening are as

country by holding

a

Produce

Conference in which they invite the small

follows:

businesses to come and sell their produce

• ‘Welsh Lamb and Beef’

to buyers of other companies such as

• ‘Catrin’s Cakes’

Somerfield, Morrisons and Tesco.

•

The

P.O.W.

organisation

has

helped

List of Bullet
‘Caernarfon Carvings’ points

• ‘Ty Nant Water’

companies such as ‘Ty Nant’ to sell their

• ‘Llangadog Creamery’

water to customers across the world to

• ‘Penderyn Whisky’

Cook Some Burgers Using Welsh Lamb
Servings: 8
Frame
Level of difficulty: Easy
Preparation Time: 20 minutesborder
Cooking Time: 10 minutes
Ingredients
6 tbsp HButterH
5 HShallotsH, finely chopped
700g minced Welsh Lamb Graphic
2 tbsp French mustard
7 gherkins, finely chopped
1 garlic clove, finely chopped
1 tbsp flat-leafed parsley, chopped
2 tbsp double cream
1 dash of Worcestershire sauce
1 pinch salt and fresh ground black
pepper
200g Wensleydale cheese
3 tbsp HOlive oilH
1. Melt half of the butter in a frying pan and fry the
shallots until softened.

countries such as Sweden, Australia and the

2. Transfer the shallots to a large bowl and add the lamb,

U.S.A.

mustard, gherkins, garlic, parsley and cream.
3. Add a dash of Worcestershire sauce and season well

P.O.W. creates a welcoming environment for

with salt and freshly ground black pepper.

companies to come sell their products and
4. Divide the mixture into 8 burgers.

be proud of their Welsh heritage. We
encourage

them

to

participate

in

5. Cut the Wensleydale into 8 pieces and mould each

this

burger around a piece of the cheese.

wonderful

evening

that

creates
6. Heat the remaining butter together with the oil in a

opportunities for the companies to broaden

frying pan and fry the burgers for 3-4 minutes on each

their range of customers and sell worldwide.
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side. Serve in soft bread buns with salad.

What can we mark by just looking at the document?
Use of basic
features
Note that the
features must appear
on the final
document not just in
a report. No marks
can be awarded for
features which do
not appear on the
final document

Use of different font styles and sizes
Use of bold, centre and underline
(Need all 3 but not necessarily on the same text)
Autoshape

1D
1D

Right or full Justification(Not centre)
Bullet points Must be customized not the default bullets
e.g.
Do not award if only one bullet
Do not award if not in a list
Do not award if centre or right align which skews the bullets

1D

WordArt
( Ensure it looks like Word ART and not just use of large fonts)
NB The term word art does not only relate to the feature in
Word -could be done in outside packages.
Shading effects
This could be coloured text boxes; shading tables; putting on
coloured borders in tables ; coloured text etc
Does not appear on
final document

Headers and footers
Nb if pagination is part of this then cannot count it twice i.e. in
advanced features Must appear on the same place on every
page on the printed document

*Evidence required
Need to look for
evidence of the
origin of second
graphic image

*Use of at least two forms of electronic combination of

Use of advanced
features

Before and after
evidence required
or no marks will be
awarded.

graphical images e.g. scanned images, graphics from the
Internet, clipart from disc, digital camera images, graphs from
a spreadsheet, graphics from a paint or CAD package

Tables
A lot easier if we can see the lines otherwise was it just tabs?
Each of the following may be awarded one mark – up to a
maximum of 5 marks for this section.
Note that the features must appear on the final document not
just in a report. No marks can be awarded for features which do
not appear on the final document
Different paragraph formats
Different line spacing ?
Appropriate use of superscript and subscript

1D

1D

1D

1D

1X

22

1D
MAX 5

1
1D
1

Sensible use any nonsense use should not be awarded a mark

;not automatic
Set and use own tabs
NOT the default tab setting on bullets
Set and use own indents
Use of layering (forward and behind)
NOT just construction or moving on top
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1
1
?

1D

Construction
evidence needed

Watermarks
Own style sheets

1D
1

Can be clearly seen
on final printed
document so no
need for extra
evidence
Does not appear on
final document

Customised tables
NOT shading in tables and border must be cell merging or
changing the text orientation inside the table
Page or frame borders

1D
1D

Pagination
Must appear on the same place on every page

What evidence are we now looking for?

Basic features
Origin of second graphic
(not provided)
Advanced features
Layering D
Watermarks D
Possible line spacing D
AND they all appear on
the final
document

Total mark = 17 marks out of 22
11

1

EVIDENCE
Clip Art
I selected the clip art button on the bottom of the screen, searched for ‘sheep’ and
press insert on the image I wanted in my leaflet.

Clip Art Button

Image downloaded off the Internet.
I went to ‘www.google.com/images’ and searched welsh dragon GIF

12

I selected the dragon I wanted to use.

I then right clicked on the mouse an selected copy.

13

I then selected paste to insert it into my leaflet.
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Leaflet – Advanced Features
1) Layering
Before
To get the Penderyn logo in the front I had to right click on the Welsh Lamb logo,
then select order and click on send to back.

After
The Welsh Lamb logo is now behind the Penderyn Logo

15

EVIDENCE OF LAYERING WHICH IS NOT
ACCEPTABLE
Before

After

This could just be MOVE

2) Line Spacing
Before
I wrote paragraphs about the organisation in a text box, I wanted to emphasise this
text so I decided to use 1.5 line spaces for the text.

To do this, I highlighted the text and right clicked the mouse, then selected
Paragraph, then set line spacing from single to 1.5. Selected ok.
The text has been emphasised due to the use of 1.5 line spacing.
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EVIDENCE OF LINE SPACING
WHICH IS NOT ACCEPTABLE

There is no before and after and there is no
evidence that this screenshot was linked to
that document
Note that this cropping of evidence to only show
the dialogue box is also very common when
showing tabs and indents, superscripts and
subscripts
TELL STUDENT
“DO NOT CROP”
“SHOW BEFORE AND AFTER WITH THE
DOCUMENT IN THE17BACKGROUND”

3) Pagination

I inserted automatic page numbers so that it will come up automatically on all
pages. In the footer I put the organisation’s web address to attract new customers
to the website. I also selected a font that matched the leaflet which is ‘Century
Gothic SF’ and used the text colour that matched the theme of the leaflet which is
red.

!!!
Note the marks for headers and footers and for
pagination will not be given because they do not
appear on the final document even though they
can be seen here. They must also appear on both
sides of the document in the same place.
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4) Watermark
Before
The image behind the Word Art is the same colour as the Word Art. One can not
read the Word Art.

To make it readable I used a Watermark on the image. To do this I selected the
colour button on the picture toolbar and selected Washout.

After
Now the image is a much paler colour therefore one can read the Word Art.

19

5) Customised Tables
Before
In the top row of the table, I wanted only one cell for a title for the table.

To do this, I highlighted the top row in the table, right licked on mouse and
selected merge cells.

After
Now the top row is one cell so I can put a title in.

20

6) Page or frame Borders
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Mail Merge Letter
Purpose and Intended Audience
The mail merge letter is to send out invitations for a promotional evening representing
the organisation. The letter is sent out to potential customers and suppliers who might
like to attend the evening.
Ethos
The letter needs to look professional as Penderyn which uses the title P.O.W.
(Products of Wales) is a company that has high professional standards so this is very
important that this is portrayed in the layout of the letter. If the customer is to regard
the organisation as promoting a quality product then all correspondence must be of a
high standard as well. The font I will use is Times New Roman as I feel this is a
formal font reflecting the serious professionalism of the organisation. Size 12 is a
good size for most readers to understand.
The database
I created this database in Access and it contains details of my best customers.

NOT!! no need to show how they created it. Data in the
database is relevant and fit for purpose
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Welsh dragon logo
from Clipart
In Header

Macro to add the address in header
Products of Wales Organisation
5 South Road
Lampeter
Times new
Ceredigion
roman size 12
SA46 0DT
01545 570 688

Welsh dragon logo
from Clipart
In header

Head of Organisation: Mr. Llywelyn Jones
Insert date macro
«Title» «First_Name» «Surname»
«Address_1»
«Address_2»
«Address_3»
Merged fields
«Post_Code»
Dear «Title» «First_Name» «Surname»,

Times new roman size
12 and fully justified

Text
P.O.W. inviting customers in the database to come to
Lampeter food festival .
Outlin of who POW are and why they are organising this
event.
Time and date of event: 10th of November and will begin at
6.30p.m.
What the visitors will be able to see and do.
Welcoming line.

Yours
Macro signature

Footer www. Pow.org.uk

ref N
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Products of Wales Organisation
5 South Road
Lampeter
Ceredigion
SA46 0DT
01545 570 688
Head of Organisation: Mr. Llywelyn Jones
25 October 2007
«Title» «First_Name» «Surname»
«Address_1»
«Address_2»
«Address_3»
«Post_Code»
Dear «Title» «First_Name» «Surname»,
The P.O.W. (Products of Wales) organisation is holding a Welsh Produce
Conference to promote local businesses at the Lampeter Food Festival, University of
Wales, Lampeter. This promotional evening will be held on the 10th of November and
will begin at 6.30p.m. The P.O.W. organisation accordingly invites you to this
evening.
As you might already know, the P.O.W. organisation is an organisation that
helps small Welsh businesses to promote their produce. We as an organisation believe
that small businesses deserve help in hand to promote their produce.
The evening will begin at 6.30p.m. At 7.30p.m. the presentations will begin
and many businesses will have the chance to promote their offers through a Power
Point presentation on the platform. Visitors will be free to walk around the stalls all
evening as they wish and sample local produce.
I am confident that you will come to support these businesses and wish to see
you there.
Yours faithfully,

Mr. Llywelyn Jones
www.pow.org.uk

Ref 27LFF
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NOTE Here we would expect to at least the first six
mailmerged letters. I have only include one
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It would be better to run the mailmerge and print it out
because when candidates try to crop 6 then we get the
following happening.

If you can’t read the evidence you do not
get any marks !
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Proof of Macros
Add Date
Date has appeared in
American format

Add Signature

Add Address

I selected the
customise
toolbar
27

I then
dragged
the
signature
macro up
to the
toolbar

After this I
wanted to
create a
logo for my
button. I
clicked on
‘edit button
image’ to
do this.
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This is the
image of my
button

I then clicked
on default
style to get rid
of the text
extension.
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When I
click on
this button
it adds the
signature

Saving my Letter as a Template

To save my
letter has a
template I
had to
change save
type as
document
template.

30

I can then open this
template up to use it
for more than one
letter.
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NOTE!!!!
Will all of these screenshots you can see the letter
template in the background and you can see the
toolbar which is being edited.
Many candidates do not do this and just show
cropped dialogue boxes. How do we know these
macros …etc relate to this template?
TELL CANDIDATES DO NOT
Crop toolbars

Crop dialogue boxes

Crop edit button
dialogue boxes

Crop template
dialogue boxes
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Products of Wales Organisation
5 South Road
Lampeter
Ceredigion
SA46 0DT
01545 570 688
Head of Organisation: Mr. Llywelyn Jones

25 October 2007
«Title» «First_Name» «Surname»
«Address_1»
«Address_2»
«Address_3»
«Post_Code»
Dear «Title» «First_Name» «Surname»,
The P.O.W. (Products of Wales) organisation would like to thank you for your
presence at the promotional evening. We hope that you found the evening beneficial
and feel that you can use us in the future to promote your produce. Your presence was
highly appreciated by the guests of the evening.

Yours faithfully,

Mr. Llywelyn Jones

www.pow.org.uk

Ref 27LFF

33

Note that this is
• The same database
• The same mailmerge template. Only
the data has changed.
• If any spelling punctuation or grammar
mistakes etc. mistakes then no marks
• The mailmerge must be run again and
6 letters produced and included in the
portfolio.
(I have not included these in this report
but they must be present in a real portfolio
to get the mark)
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Task 2 – AUTOMATED DOCUMENTS
Components
Design of
document
Note all of the
underlined in each
section must be
there in order to
give a mark

Criteria
Purpose of your document

1D

Image / ethos you want to convey
(do not use the same as before unless full and detailed
justification)

1D

Detailed design of document
Note annotated documents is not design
•
•

Use of basic
features

Mark

1 mark was awarded for the basic layout and page
orientation

1D

1 mark was awarded for identification of automated features
including both mailmerged fields and macros.

1D

•

1 mark for both font styles and sizes to be used

1D

•

1 mark was awarded for the contact data on the document
including logo/graphics and description of the data in the
letter.

1D

Import data from an external source
1 mark was awarded for the wordprocessed template document
showing the fields incorporated into the document
The letter must not be cropped and should show clearly identify both
the merged fields and their position on the document; the contact
details and the data in the letter/document.

1D

This cannot just be a letter headed notepaper type document with
merged fields. It is the whole letter for the stated task.
1 mark was for evidence of the database used, usually a screenshot or
printout. No need to show creation of the database.
Use of suitable format and layout for data
1 mark for a suitable letter which addresses all of the following
Does it address the stated purpose?
Does it have contact details on?
If it is a letter does it have a date?
Does the body of data contain all the required data e.g., place and time
if applicable?
1 mark is it a suitable format and layout
NOT ONE MISTAKE
No capital letter or spelling mistakes in the letter or in the data
imported from the database.
Names and addresses in the database had to be realistic and not
nonsense.
Basic grammar such as full stops at the end of sentences.
Not a mixture e.g. street, Street
Not Dear Davies and Dear mr Davies,
Not Sa56Fgy (Mixture of upper and lower case characters in postcode
The layout had to be clear not squashed into the top third of the page
Should not contain graphics put in as watermarks which obscured the
writing.
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1D

1D

1D

Not inconsistencies e.g. Beach Club / Beach club.
headteacher /head teacher /Headteacher
NB Allow Sincerely/sincerely
Allow indented and non indented letters
Allow 12th of May and 12th of May
Allow 7pm and 7 pm and 7 p.m.
Allow SA46ODT / SA46 ODT
Ensure automated routines work
1 mark for printouts of the letter. There should be 6 records / merged
documents.
If less than this do not give a mark.
1 mark was given if there were no spacing errors in the merged data.
Do not allow double spacing e.g. Dear Mr

Use of advanced
features

You must provide
both of these as
evidence

Individual macros or modules created using internal
programming capabilities of the software package
Individual macros or modules created using internal
programming capabilities of the software package
One way to get these three marks is to;
Provide 3 simple play and record macros on the single
document and evidence that they work including names of
macros, key presses or toolbar icons used.
NOTE
NO marks for macros which already exist on the standard
and formatting toolbars e.g.
• NO Print macros
• NO Save macros
• NO Print preview macros etc,
• NO change font macros
NO cut and paste macros
NO nonsense macros
NO date macros except those created by Insert…date..
1. Evidence of the three macros with the actual template
letter in the background or evidence of testing each
macro.
Note we must see the template document in the background
of the screenshot.
We must see the result of the macro on the document e.g. the
date in the position it was inserted.
2. The code for the macros must be included
An alternative way to get these three marks
 write a macro using original visual basic code or the
programming capabilities of the software.
(1 mark)
 the macro must be tested and evidenced as screenshots and
the code printed out (1mark)
 each line of the code annotated by the candidate to show
understanding.
(1 mark)
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1D
1D

1D
1D
1D

MAX 3
marks

Individually designed templates
(NOT the standard default the normal template)
To get these marks the candidate could have

Any three of the following
Max 3 marks
Save the mailmerge document as a template
1
document capable of being reused not just
letter headed notepaper

1D

1

1D

Design their own button icon for one of
their macros and add to a toolbar.
• Screen shot evidence would have to
be provided.
• Not the default buttons generated
• Note we must see the buttons added to
the toolbar with the mailmerged letter
clearly in view also.
• DO NOT CROP EVIDENCE

1D

Show use of template document for another
1
If 6
use.
letters
• Must use the same template and
included
database. The data will simply be
altered.
• Must have new mailmerged template
printed out
• Must have 6 records printed out.
• Must have no spelling, capital letter or
basic grammar mistakes
Create own style sheet sand again screen shot
evidence would have to be provide. It could
be part of their re use of the template design
(Not original) or a separate document

1

Create standard documents such as invoices,
application or survey forms and
questionnaires could contain automated
features such as tick boxes or list boxes or
automatically calculated field. This document
should relate to their chosen organisation. It
could be part of their re use of the template
design (Not original) or a separate

1

Total: 18 marks out of 18
(If mailmerges had been included)
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Purpose and Intended Audience
My power point will be used on the evening of the Food Festival conference as a
welcoming presentation prior to the participating companies’ presentations. The
presentation will represent the organisation showing any offers of the evening. The
target audience of the evening is the customers of the event as it will include offers of
the evening.
Comments in blue already used can’t
use again. It needs to be something
different and original not repeated from
earlier sections

Ethos
The power point needs to be in a professional layout also using the same scheme
colours as the leaflet. It needs to be simple yet effective representing the clarity of the
organisation. I will use the vivacious colours to attract the attention of the audience to
Note data is
the presentation. I also will carry on with the traditional Welsh image to give the
needed
not
feeling of heritage. The colour green will be most important in the power point
as
it will represent the organic, fresh and wholesome products on sale. It also just slide 1
represents the rural companies partaking in the evening. The colour red will
slide 2 etc….
represent the blood of our fellow country men that are helped through this
evening. White will be used to show the cleanliness off the company and Not acceptable
emphasise our honesty. All these colours also make up the colours of the flag in
which
design is
is fitting for the company

screenshots of
implemented
systems

Designs of all six pages would be expected here
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The 6 slides in the implemented system

Evidence of basic features
Hotspots
I wanted to put a link to the Organic Wales website which gives information about
food festivals in Wales
I select the image of the dragon and right click on mouse. I then select the Hyperlink.

I then type in the URL of the organisation’s website www.organicwales.com.
.When I now click the image of the dragon, it will take me to Organic Wales website
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Bookmark
I select the text box saying ‘Home’. I then right click the text box and select
Hyperlink.I then select the ‘Bookmark’ button.

I selected ‘First Slide’ and selected ‘ok’.
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I then clicked ‘ok’.

Hypertext
I wanted to be able to go directly to the Lampeter Food festivals website so I created
some hypertext. I typed in the URL of the organisation’s website. I then selected ‘ok’.
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When one selects the text in the power point, one is redirected to the organisation’s
website.

Transitions Effects
I selected ‘Slide show’ on the toolbar and then selected ‘Slide Transition…’
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I selected ‘Random Bars Vertical’.

Animation Effects
I selected ‘Slide Show’ on the toolbar and then selected ‘Custom Animation’.
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I selected the Word Art saying ‘The Welsh Produce Conference’. I then selected add
effect and then crawl in.

I selected Direction: from right and Speed: Very Fast.
I then right clicked on the effect and selected ‘Start with Previous’.
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Background Styles
I right clicked on the Background and then selected background.

I selected the colour toolbar and selected ‘fill effects’.
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I selected the colours I wanted and selected ‘ok’.

I Selected ‘Apply to All’.
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WHAT NOT TO DO!!!!
Beware of cropping evidence the following are all
unacceptable
Background Transition
styles

Animations

Links

Both are cropped dialogue
boxes and are not
acceptable anyway but in
addition…
Not a proper web site

No web site entered
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Advanced features
Custom Animation
I enter the site called ‘www.3dtextmaker.com’. I inserted my preferences such as size
of font colour and text etc.

I then right clicked the preview and selected ‘save target as…’ and saved into a file.

I selected the animation from the file I saved it and inserted it into the power point.
Here is a screen shot of the animation in the Power Point.
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NO ‘flash’ or
original animation
done in something
like Photoshop was
used so this kind of
basic animation
would only gain
1 mark

Sound
Here is a screen shot of recording the sound into the hard drive. The Programme used
is ‘Sound Recorder’.

Where is the evidence of sound? What song is he trying to capture?
0 marks

Adding sound to the video and improving the quality.

Evidence sound was used in
Movie AND Movie went into
Powerpoint so 1 mark can be
given for basic use of sound but
no real evidence of capture

I have changed
the volume of
the music.

Adding Titles and credits to t
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Video
Original video
Ned to thing we can see it is a video because more than one frame
We saw the video in the Powerpoint presentation

= 1 mark

Advanced video mark
Evidence of storyboard or improvement to quality
No evidence . = 0 marks
a) The story board must be in design section and must have data, timing,
transitions and effects and details of sound files and sound effects.
b) If improving the quality of the video then sound effects must be edited and
must clearly show how they link in with video effects and changes. There must be
chapter marks which could then be used to produce covers with links to each
different scene.

Video effects
Transitions

I have
decided to
add
transitions to
blend the
scenes
together

This is the
title. It
appears at
the beginning
of the video.
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I have placed the transition on video track 2

Adding Video Effects.
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Adding video to the power point.

Video is inserted in the Power Point.
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Task 3 – PRESENTATION
Components
Design of
documents
Must have at least 6
slides or all marks
for purpose and
design will be lost

Criteria

1D

Purpose of document
Detailed design of documents/presentation/web page
Note annotated documents is not design
•

•
•
•

1 mark is for the basic background style and outline layout
of the presentation with inherent page orientation and
identified which frames were text and which were for
pictures
1 mark is for details of the data both text and graphics in
theses frames
1 mark if they added details of fonts and font sizes used.
1 mark is for 6 details of animation, transition, hotspots,
hypertext, bookmarks sound and video etc.

Structure diagram showing pathways
Use of basic features
Candidates should not
produce detailed reports
on how they did bold font
and how they used Word
art and how they put text
boxes in and this bears no
relevance to the
presentation or web
features

Must be 3 slides or
pages

Mark

Background styles
• Candidates must design their own not use a pre defined
template.
• It must have a consistent theme or house style.e.g.
consistent colour scheme. presentation style, logo in
same position on every page
Animation effects
• Effects must be seen on the slide or web page. If
evidence is so cropped that you cannot see part of the
slide or web page in the background .do not give mark.
Transition effects
• Effects must be seen on the slide or web page. If
evidence is so cropped that you cannot see part of the
slide or web page in the background .do not give mark.
Hypertext (Link to external file)
• Must show object and URL address or directory
• Must appear on final presentation or web page
Hotspots (Picture/graphic which link to internal or external
object or file)
• Must show object and URL address or directory or
slide
• Must appear on final presentation or web page
Bookmarks /Anchor(Link to internal slide/object or file)
• Must show object and URL address or directory or
slide
• Must appear on final presentation or web page
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1

1
1
1
1D
1D

1D

1D

1D
1D

1D

Use of advanced
features

SOUND

Use of sound
1 mark simple use
e.g. Sound coming in automatically from a video only evidence in
transcript or if you see them speaking / they say they gave an
introduction
• Internal sound features of PowerPoint or ‘Clapping noise’
• Import sound files from disc
Evidence must be provided it was used in the presentation or web
page

1 mark how was the sound captured?
Note this is NOT for loading a file from a backing store
e.g.
• download music from Internet (MP3)
• burn from a CD
• Use sound recorder in Windows
• Dictates sound using a microphone to overlay PowerPoint
• edit or create own sound files
Evidence must be provided of the capture of the sound
It must be shown to be used in the presentation or web page

1D

1

2 marks can be awarded for downloading or burning from CD etc if
there is evidence that this happened and that it is put into the

presentation or web page
VIDEO

Use of original video
This video must be taken by the candidate. Candidates will be
expected to sign this is all their own work.
Candidates must record video put it into presentation

1D

Evidence must be provided usually in the form of a screenshot
of the film in editing software. Note loading film from a
backing store is not sufficient evidence of original video as it
could have come from Youtube.
1 mark for extra detail
e.g. planning/story board
This mark can only be awarded if all of the following criteria
are covered.
• There must be an overview or outline of what is going
on in each frame of the video either in written form or
pictorially.
• On the story board their must be evidence of a
transcript of what is being said or explanation of sound
files to be used
• There must be timings between frames
• There must be planned transition or special effects or
titles and credits

Video editing affects put on frames

1

1D

E.g. Titles credits, or frame effects such as editing effects such
as blurring. Old fashioned effects etc

Video effects effect put on transitions between frames
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1D

ANIMATION

You must show your evidence of construction
Use of original animation / Flash graphics

Simple animation such as

1D

-3d Textmaker
graphic e.g. wordart
grows and shrinks
or
-simple ‘flash type animation
(two commands) e.g. create ball then make ball bounce
or
-simple 2 frame animation in photo editing software
NB animated Gifs not produced entirely by the candidate gained no
marks.

1

More complex graphical animations
As above but with at least 3 frames or commands
NB animated Gifs not produced entirely by the candidate gained no
marks.

You must show your evidence of construction

Total: 13 marks out of 20

55

Compression and Storage Techniques
Compression

Identification

Did they explain why we
use compression
techniques?

1D

3 relevant techniques

1D

Justification of own stated
examples
1X
(No relationship to own)
1X
(only 1 related to what
actually did)

Data compression is a technique used to save data in a file
into a smaller file so that when stored, it uses less memory
space in the hard drive. Although this saves storage space it
can cause problems when opening files as some software are
only compatible with certain file types.
One can do this with such files as images. One can save from
a ‘.bmp’ (which is a big file as it colours each pixel
individually therefore makes it a large file) to a file such as
‘.jpeg’ which does not take up as much memory space.
Another example of this is when saving a word document.
One can save documents as a ‘.txt’ file however this is saved
using a lot of memory and only the text of the document is
stored. As a compression technique, one is able to save the
word document as a ‘.doc’ file. This is a compression
technique because it does not save each pixel accurately,
also it saves the whole document meaning it not only saves
the text but also devices that are used in the document such
as tables, clip art, word art, borders etc.
A way this was used as a technique in my power point was by
compressing the video. I filmed the video on a camcorder that
saves the videos to the file type ‘Mpeg3’. If I was to upload the
video straight to my power point, all I would have seen was a
black box as the file type is too large for the software. To
solve this problem I imported the film into a software called
‘Serif Movie Plus 5’ which is a software that is able to edit
videos. Another thing it can do is compress a video file as it is
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being exported to the hard drive. I exported the file and it was
saved as an ‘Avi’ file type which uses up less memory space
than ‘Mpeg3’. After this compression technique was done,
‘Microsoft Power Point’ was able to play the video with no
problems.

Total: = 2 marks out of 4
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Evaluation
Evaluation
Summary of what
they did with no
sense of why
each feature was
valuable and no
improvements

Summary of what
they did with no
sense of why
each feature was
valuable and
only sketchy
improvements
with no solid
examples

Evaluation the features they
have used and saying why
they add value and concrete
suggestion for improvements
in at least one task area

1
Description of
what they did

2
Description of
what they did

3

Task 2

Description of
what they did

Description of
what they did

Outline evaluation

Task 3

Description of
what they did

Description of
what they did

Outline evaluation

No
Improvements

Improvements
in any section

Some Concrete
improvements in any

Task
Task 1

Improvements

4

D

Outline evaluation

D
D

D

section

More detailed
evaluation of the
features they have
used and saying why
they add value and
concrete suggestion
for improvements in at
least two task area

Marks
They should not start to
criticise their work
What was not good and why
- must be concrete and not
general
In addition they should be
evaluating the features they
have used and saying why they
add value and concrete
suggestion for improvements in
all task areas

5
Critical and detailed

Detailed
evaluation
Detailed

D

D

evaluation
Outline

D

evaluation
Some
Concrete
improvements on
at least 2

They should now be giving very detailed criticism of all
documents produced
What was not good and why - must be concrete and not general
In addition they should provide a very detailed evaluation of all of
the major features they have used across all documents produced
saying why they add value and concrete suggestion for
improvements in all task areas

6
Critical and Very detailed evaluation

D

evaluation
Critical and detailed
evaluation

Critical and Very detailed evaluation

Critical
Detailed evaluation

Critical and Very detailed evaluation

Concrete
suggestions for
improvements in all
areas

Concrete and detailed suggestions for improvements
in all areas

D

sections
Coverage

Not all tasks
covered
And weak

Not all tasks
covered
But some
detail

All Tasks Covered

D

Total: 4 marks out of 6 marks
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Task 1: Leaflet
In the leaflet, it was needed that it provided information about
the promotional event that was taking place. In the ethos it
stated:
‘The image that I will attempt to convey is that of a supportive organisation that
welcomes local businesses to ask help to sell their produce. This will be an
organisation that is passionate about Welsh heritage and want to encourage
small businesses to sell their products as best as they can. The organisation
will be a warm, friendly company that helps small businesses to promote their
products throughout the U.K. To put across this Welsh image, the leaflet will
include the colours of the Wales which are Red, Green and White which are the
colours of the national flag. As the country is a Celtic country I will use fonts in
the style of Celtic. As it is a food festival I will include pictures of our national
food such as leeks. The Red Dragon is a very important Welsh symbol as it
represents strength of the people and I want the image that small local
businesses can be strong businesses that are able to sell world wide as some
companies already do e.g. “Ty Nant” water.’’

I believe that that the leaflet does reflect the ethos. It shows
warmth, friendliness and strength. The colours that have been
used are very warm and welcoming colours. I believe the
white that has been used shows that the organisation is clean
and does not give any lies. It shows the clarity of the
organisation and welcomes friends to help. Through this
combination of the colours I believe that the leaflet shows
strength of small businesses because the red represents the
blood of the Welsh and shows that if we work together
everyone achieves more. I also used a few pictures of the
welsh dragon which is the symbol of our heritage. I believe
that the leaflet does reflect the ethos well however there a few
minor details that do not reflect the ethos such as font. I wrote
in my ethos that I will use a font reflecting the fact that Wales
is a Celtic country, unfortunately I was unable to find a real
Celtic font to show this but looked for the nearest match
which was ‘Clarity Gothic SF’. Another feature that was not
included in the leaflet was images of welsh food such as
leeks.
Good Points
• What is very good in my leaflet is the title of the evening.
Here there are images of three dragons (two of them
watermarked) and the title of the organisation and the
evening. Everything is evenly spaced and in the correct
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size needed to grab the attention of the target audience
but not going overboard on graphic effects.
• Other good features about the leaflet are that it is very
informative on the organisation’s obligations; also it
gives useful advice to small businesses. It delivers
information about the promotional evening so that the
audience knows what is going on.
• In the leaflet I used many different fonts and sized text. I
used this feature because it put emphasis on different
things. If I was to use the same fonts and sizes for
everything nothing would stand out from each other and
the leaflet would not show emphasis on anything.
• Another feature that is good in my leaflet is a recipe for
‘Lamb Burgers’ to encourage the use of Welsh Lamb as
it is one the businesses under the wing of the
organisation.
• Lastly, a good feature is in the leaflet is that it presents
the organisation’s URL address in the ‘Footer’. This
provides the information if one would like to do further
research on the website of the organisation. Bullet
Points are used to show clear cut information regarding
the event and the organisation.
Bad Points
• Unfortunately there are a few bad points in my leaflet I
must criticise. The first being a vital piece of information
which is needed and is not there is contact information
such as a phone number and e-mail address. This is an
important feature I should have introduced into the
leaflet. However I did insert the web address on the
leaflet which could lead to contact information on the
website.
• Another bad point in the leaflet is where the map is.
There is a list of companies below the map. Even though
this list is very helpful, there is a lot of white space to
the right of the list. I could have inserted something to
cover the white space to make it seem more
professional.
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• Another bad quality on the leaflet is the table. I find it to
be slightly too big and clumsy on the leaflet and
disproportionate to the paragraph above it.
• The last of the bad points is that I feel the leaflet is
deprived of colourful images. Although I did use a few
images such as logos of small businesses and the red
dragon I still feel there is a need for more colourful
images to make the leaflet jump out of the paper.

Improvements
• There are many ways to improve certain features in the
leaflet for future purposes. First and foremost, I would
make it an obligation to insert the organisation’s main
telephone number and a query e-mail address so that
the target audience can ask appropriate questions
regarding the promotional evening.
• Next, I would improve the leaflet by filling in the white
space. I would make the list into two columns leaving a
decent space below to add more information about the
evening or even the telephone number and e-mail
address.
• Another way of improving the leaflet would be to
decrease the size of the table slightly and give the
paragraph above it 1.5 line spacing instead of single line
spacing.
• The last thing I would need to do to improve is to add
some more images in the leaflet to liven it up a bit. As
there is slightly too much text and not enough pictures,
pictures would be a wise addition to the leaflet. What
extra picture would he like to see added?
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Task 2: Mail Merge Letter
The task was to create a mail merge letter inviting clients to
the evening. The ethos stated:
‘The letter needs to look professional as P.O.W. (Products of Wales) is a
company that has high professional standards so this is very important that
this is portrayed in the layout of the letter.’

The letter does reflect the ethos as it has a very
professional layout using all things needed to for a
business letter. Why?

Good Points
• There is an address of the company at the top of the
letter in the header. It gives the full address of the main
office of the organisation and the phone number for
immediate contact with the company. It also gives the
name of the head of organisation.
• There are two dragons beside the address as a symbol
of the organisation and reflecting also the ethos of the
leaflet and inserting it in here and making a connection
between the leaflet and the letter. They have been
watermarked to black and white to give it a professional
image as formal letters need no colours.
• A date has been added to the letter informing the time
when letter was written and to show if it was a recent
letter from the organisation.
• The letter has been saved as a template and is able to
connect with the database of the company to quickly
insert names and addresses of the clients that will
receive the letter.
• The letter informs the client when, where and why is this
event is held. It gives clear description of the every
detail that is needed for each client. It is in a font that
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one can easily read and has 1.5 line spacing so that
each line is not too close to each other which is also
another method of making it easier to read.
• A signature is used to show how authentic the letter is. It
shows that the letter was written by the head of
organisation showing that it is an important letter to
receive from the company.
• In the footer, an URL has been inserted to show the web
address of the organisation. This gives the client the key
to make further research into the organisation and to
learn more about what it does to help.
• Toolbar buttons have been made using macros to make
it quicker and easier to insert data such as address, date
and signature. This saves time and money for the
organisation because the button has been customised
to do what the company needs from it. One can spend a
lot of time inserting the address of the company but now
one can insert the address with a touch of a button.
• The text has been justified to make it look more
professional so that each line ends where the margin is
and that each line is parallel.
Bad Points
• I have not inserted an e-mail address with the address in
the header. By not putting an e-mail address in the letter,
the organisation could lose valuable clients because
some people prefer to use e-mail to contact a company
as it is an immediate delivery to the organisation and
one can receive feedback quicker.
• The font used is slightly too small and can be hard to
read by those who have impaired vision or have
dyslexia. Also the font is not the same as I used in the
leaflet. I could have used the same font as the leaflet
which was ‘Clarity Gothic SF’ instead of using ‘Times
New Roman’ because it would have reflected the leaflet
without losing the professional feel.
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Improvements
• Firstly, to improve, I would insert an e-mail address with
the address of the main office as it would create a
gateway for more potential clients than without it as
many people prefer to contact companies via e-mail.
• I would also increase the size of the font as it can be
hard to read for people with impaired vision and dyslexia
if the writing is too small.
• Another way of improving my letter would be to change
the font style from ‘Times New Roman’ to ‘Clarity Gothic
SF’ as it is the same font style I used in the leaflet. This
would show the relationship between the leaflet and the
letter and make it clearer that it is the same company.
• Also, a way of making work easier would be too add
another macro adding the web address at the bottom of
the letter in the footer.
Task 3: Screen Based Presentation
In the presentation it was needed that it provided
information on events and offers of the organisation. The
ethos stated:
‘The power point needs to be in a professional layout also using the same
scheme colours as the leaflet. It needs to be simple yet effective
representing the clarity of the organisation. I will use the vivacious colours
to attract the attention of the audience to the presentation. I also will carry
on with the traditional Welsh image to give the feeling of heritage. The
colour green will be most important in the power point as it will represent
the organic, fresh and wholesome products on sale. It also represents the
rural companies partaking in the evening. The colour red will represent the
blood of our fellow country men that are helped through this evening. White
will be used to show the cleanliness off the company and emphasise our
honesty. All these colours also make up the colours of the flag which is
fitting for the company.’

I believe that the presentation does reflect the ethos well as
it does use the same scheme colours as the leaflet which
are red, green and white. The green represents the ground
and the organic, fresh and wholesome products. The red
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shows the strength of the Welsh and shows that we as
fellow country men help each other as blood is thicker than
water. The white definitely shows the cleanliness of the
company and does emphasise the honesty of the company.
Therefore the presentation does reflect the ethos well.
Good Points
•

The animation used in the presentation is not
extravagant. It is very simple because it shows the
clarity of the company in the same way the white colour
does. All the animation is nearly all the same.

•

On the second slide, there is some writing in a text box.
Instead of making a clear background, 30% transparency
is used as a background so that one can see what is
behind the text box but can easily read the text.

•

I have used hypertexts and hotspots in the presentation
that quickly leads one to the organisation’s website.
This allows easy access to more information about the
company and what it does.

•

The presentation clearly shows the offers that are
available at this event by using 3D animation which
grabs the attention of its audience. This also keeps their
interest at all times.

•

The presentation also shows some logos of small
businesses that are partaking in the event held by the
organisation. This provides advertisement to the
businesses.

•

Bookmarks are used so one can easily return to the first
page of the presentation.

•

A video was made and inserted into the power point to
give the audience a different way of receiving
information because many people understand in
different ways. This is also a method of entertainment
which allows the presenter to have a break and for the
listeners to relax and enjoy the film.

65

Exemplar coursework with comments by N Kay
WJEC ICT A level New specification
•

The same background is used throughout the
presentation to prevent any confusion.

Bad Points
•

It is not clear that the dragons are hotspots that direct to
the organisation’s website.

•

There are many bright colours used therefore not
suitable to be viewed from those who suffer from
Epilepsy.

•

On the second slide there is too much writing on the
presentation rather than having bullet points giving
precise points that the company is trying to put across.

•

The video is quite short at a minute long.

•

There is quite a lot of white space on the first slide.

•

The animation used is slightly too simple.

Improvements
•

For future development, I could show clearly under the
dragons to click on them to be redirected to the official
website of the company. ‘Click Here’ would be
appropriate to grab their attention and redirect them to
the site.

•

On the second slide, instead of having a load of writing I
could insert bullet points with the most important points
so that everyone who views the presentation remembers
the most important points about offers and events
available. Why is this important?

•

I could re-edit the video so that it would be longer and
add another film in to give a variety of different things to
show on the movie. Such as what?

•

As there are white spaces on the first slide I could add
promotional information and also use it as a chance to
insert contact details to remind clients of such things as
phone numbers, address and e-mail address.
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•

I could add a completely custom animated character that
would keep the audience’s attention through the
presentation. Which one would be better?

•

Use more different animation on the presentation to
prevent it from being mundane and boring. What and
why?

Total for Coursework

Max

Comments

Background
Analysis
Task1

4
6
22

Task 2

18

Task 3

20

Compression

4

Evaluation

6

Total
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4
6
17 (no designs or headers and
footers and pagination on final
document but did have 5 out of 6
advanced features)
18 (if 6 printouts of original and 6
printouts reused set of mailmerge
documents had been included)
13 (no designs; no evidence of
sound capture; no advanced
original animation and no
advanced original video design)
2 (mainly general not applied to
own files)
4 (not critical and concrete enough
in suggested improvements)
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