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Date ______________


Unit 7.3

Presenting Information

Student Worksheets Booklet

Name ​​_____________


Form  _____________

Teacher ___________

Checklist

In your booklet you should tick the tasks you complete.

	
	Level
	Pupil
	Teacher

	Add appropriate text to leaflet
	4
	
	

	Text suitably positioned
	4
	
	

	Appropriate logo created
	4
	
	

	Logo design justified
	5
	
	

	Appropriate images added
	4
	
	

	Images suitably positioned
	4
	
	

	Images justified
	5
	
	

	Appropriate colours used
	4
	
	

	Colours justified
	5
	
	

	Leaflet suitable for target audience
	4
	
	

	Draft with annotations for target audience
	4
	
	

	Leaflet suitable for second audience
	5
	
	

	Changes for second audience justified
	5
	
	

	Draft with annotations for second audience
	5


	
	


Some symbols you need to recognise!
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	You will see this symbol where you need to complete homework. 

It will be seen in your worksheet booklet along with instructions of what you should do for homework.

You will also see it as a reminder at the beginning of each lesson that you should have homework ready to hand in.
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	You will see this symbol whenever you need to print something out. There will also be instructions telling you what you should be printing.




Lesson 1
Using Microsoft Publisher

Today you will learn how to use the desk top publishing package (DTP) Microsoft Publisher to:

· create input boxes ready to insert, text, images and wordArt.

·  rotate an image.

· put in a background.

By the end of this lesson you must

	
	Pupil
	Teacher

	· Complete a page of information on a subject you are studying at the moment.
	
	

	· You must have: 

· A background to your information.

· Have inserted at least 2 images (one of which you have rotated)

· Inserted  suitable text using WordArt
	
	

	· You could also: 

· Use the custom shapes tool to insert a shape

· Import images from your file (used in unit 7.1)

· Add shapes behind text
	
	

	· [image: image1.jpg]


Print your page and annotate it with all the features you have used. 
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Lesson 2

What is a corporate image?

Today you will learn 

· What is a corporate image

Things you must complete by the end of this lesson

	
	Pupil
	Teacher

	· Look at both “What’s on in Amstead” covers and identify at least three similarities and differences.
	
	

	· Complete the plan to identify which features you will keep the same and which you will change.
	
	

	· Annotate your plan and try and say what “font”, “key size” and “colour” you will use.
	
	

	· Create a new front cover of “what’s on in Amstead” for the August edition.( make sure you import the Logo and  Amstead photo)
	
	

	· Print out your “What’s on in Amstead” august cover. 
	
	


Task 1

Look at both “ What’s on in Amstead” covers, Identify at least three similarities and differences.

Similarities

· _______________________________________________________

· _______________________________________________________

· _______________________________________________________

· _______________________________________________________

Differences

· _______________________________________________________

· _______________________________________________________

· _______________________________________________________

· _______________________________________________________

How can you tell the magazines were produed by the same organisation?

___________________________________________________________





For homework



Lesson 3

Designing a leaflet


	Pupil
	Teacher

	
	


Have you completed last week’s homework?

Today you will learn 

· The elements of a good design

Things you must complete by the end of this lesson

	
	Pupil
	Teacher

	· Review the three handouts and complete task 1
	
	

	· Design your School leaflet using your homework design
	
	

	· With the person sitting next to you complete the evaluation form of your design
	
	


Task 1

	
	Good Features
	Bad Features

	Design 1


	
	

	Design 2


	
	

	Design 3


	
	


In turn show your leaflet design to the person sitting next to you and complete the evaluation form (remember the design features we talked about at the beginning).

	Evaluation question
	Answer
	Is there anything you would change? Why?

	How has the logo been used? 

(Where is it and is the size appropriate?)
	
	

	How crowded or busy is the page? 

(Is there enough white space)
	
	

	What is the most dominant aspect of the design?

(Which part of the design attracts the eye first). Is it appropriate?
	
	

	Is the eye led to look at each aspect of the design in turn?


	
	

	Is the colour scheme effective?


	
	

	Is the layout clear? Are the different elements in suitable positions?
	
	

	Are the elements lined up (Aligned) Where they are supposed to be?


	
	

	Is the design attractive?


	
	


Homework

Choose 4 well known logos that you know (from magazines, newspaper or around the home. Sketch or stick copies of your chosen logo into the boxes and explain why you chose them.
Lesson 4

Creating a logo

	Pupil
	Teacher

	
	


Have you completed last week’s homework?

Today you will learn 

· The importance of a logo in a corporate identity.

Things you need to complete by the end of this lesson



	
	Pupil
	Teacher

	· Look at the logos  in task 1 and answer the questions.
	
	

	· Create your own logo
	
	


Task 1


These are some logos look at them and complete the questions.

	Logo
	Who’s logo is this? What colour do you associate with it? Is there any text that normally goes with it? How many elements make up the logo?Is the logo simple or complicated?

	
	

	
	

	
	

	

	


Think about all the logos you have seen so far, try and develop a set of rules that nearly all logos follow:
Rule 1     _____________________________________________________

Rule 2    _____________________________________________________

Rule 3    _____________________________________________________

You are now going to create a logo for your school leaflet, remember it should reflect the subject you have chosen and the rules that you have developed.

For Homework




Lesson 5 and 6
Capturing images fit for purpose

	Pupil
	Teacher

	
	



Have you completed last week’s homework?

You will learn 

· What a suitable image is.

· How capture an image using a digital camera.

· How to capture an image using a scanner.

· How to change an image to suit it’s purpose.

Things you need to complete by the end of these lessons



	
	Pupil
	Teacher

	· Complete Task 1
	
	

	· Taken a picture using a digital camera, saved it to your H:drive and used it in your leaflet.
	
	

	· Scanned in an image of a piece of work, saved it to your H:drive and used it in your leaflet
	
	

	· Completed task 2
	
	

	· Print out your presentation as a handout[image: image4.jpg]



	
	


Task 1

	Reason for using the images
	Name of leaflet

	To show what someone or something looks like
	

	To break up the text


	

	To make the publication more attractive and appealing
	

	To be eye catching


	

	To reinforce the text
	

	To shock or to make you look twice


	

	To make you laugh


	


What images do you think would be good to help year 6 pupils understand what work is like in year 7?

·  ​​​​​​​​_______________________________________

·  _______________________________________

·  _______________________________________

You are now going to add 3 more images to your leaflet. These will be:

1. An image of the school (located in the P:drive)
2. A picture you have taken using a digital camera.

3. An image produced using the scanner.

Digital Photographs

Using the digital camera you may go and take a picture ready for including into your leaflet.

REMEMBER

· You must already have an idea of what picture you want to take.
· You must ask permission from your ICT teacher and any other teacher involved.
· You MUST behave at all times when out of the classroom.
Using a scanner

You are going to scan an example of a piece of work from your chosen subject. To make sure that the image is as clear as possible you must scan it at the size that you require (18cm x 13cm) and save it to your H:drive as a bmp file.

Task 2

Look at the images that your teacher is showing you.

What is wrong with each image?

What could be done to correct it?

	
	What is wrong with the image? How can it be improved?

	Image 1


	

	Image 2


	

	Image 3


	

	Image 4


	


For homework





Lesson 7

Creating a folded leaflet

	Pupil
	Teacher

	
	


Have you completed lesson 5 and 6  homework?

Today you will learn 

· To create a folded leaflet for an adult audience

Things you need to complete by the end of this lesson



	
	Pupil
	Teacher

	· a plan of the design of your folded leaflet.
	
	

	· Create your new leaflet with the intended audience in mind.
	
	

	· Ensure that your booklet is up to date
	
	


You are going to rearrange your subject leaflet to provide a folded leaflet to give out at parents evening. You may choose from:

· A portrait sheet folded in half, lengthways

· A landscape sheet folded in half.

· A landscape sheet folded into three equal parts.

Task 1

First plan out the design of your new leaflet remember the following points.

· Who are your new intended audience (what changes might you have to make?)

· Clear layout.
· Good “flow” ( How the eyes look at each part in turn)

· Consistent use of colour.
· Careful use of white space.
· Clear message, with the dominant part (the eye catcher) position appropriately.

 What things do you think will have to change now that your intended audience are adults?

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

4. ____________________________________________

Task 2

Create your new leaflet.

Homework

Lesson 8 

The final product

	Pupil
	Teacher

	
	


Have you completed last week’s homework?

In front of you, you should have a large sheet of paper, pens and glue.

You are going to create a display of the work you have done during this unit. 

These are going to be put on display and other people are going to judge your designs (this could include teachers from other subjects).

You should include in your display

· both the leaflets yopu have created.

· The description that you produced for your homework.

· Identify 3 or 4 things you particularly like about your leaflet and why you like these.

· You might like to include some of the things you would change if you were to do it again.

Homework



This is the end of the unit Using ICT.

Well done! 


Achievements


Tick the sentences that best describe the work you have done in these lessons on Presenting information. You can tick sentences in more than one column.
	Level 3
	Level 4
	Level 5

	I have created a subject leaflet.
	I have planned and created a subject leaflet for Year 6 pupils.
	I have planned and created subject leaflets for Year 6 pupils and parents.



	I have added text to my leaflet.
	I have added appropriate text to my leaflet.
	I have added appropriate text to my leaflets and gave reasons for my choices.

	I have added an image to my leaflet.
	I have added appropriate images to my leaflet.
	I have added appropriate images to my leaflets and gave reasons for my choices.

	I have used colour on my leaflet.
	I have used appropriate colours on my leaflet.
	I have used appropriate colours on my leaflets and gave reasons for my choices.

	
	I have described the steps I worked through to create my leaflet and suggested how it could be improved.
	I have described the steps I worked through to create my leaflets and gave reasons for the changes I made 

for parents.

	
	I have evaluated my leaflet to make sure it was suitable for Y6 pupils.
	I have changed my leaflet and evaluated it to make sure it was suitable for parents.


Key Words

Tick the words/phrases you understand as you progress through these lessons.

	organisation
	
	
	Shared area
	
	

	Corporate image
	
	
	Draft
	
	

	Desk top Publishing
	
	
	White space
	
	

	audience
	
	
	Dpi (dots per inch)
	
	

	Font
	
	
	capture
	
	

	object
	
	
	Digital camera
	
	

	graphic
	
	
	Bitmapped image
	
	

	Design brief
	
	
	Bmp file
	
	

	Import
	
	
	crop
	
	

	Landscape
	
	
	transfer
	
	

	Layer objects
	
	
	
	
	

	Layout 
	
	
	
	
	

	logo
	
	
	
	
	

	Portrait
	
	
	
	
	

	resize
	
	
	
	
	


Glossary

	organisation
	

	Corporate image
	

	Desk top Publishing
	

	audience
	

	Font
	

	object
	

	graphic
	

	Design brief
	

	Import
	

	Landscape
	

	Layer objects
	

	Layout 
	

	logo
	

	Portrait
	

	resize
	

	Shared area
	

	Draft
	

	White space
	

	Dpi (dots per inch)
	

	capture
	

	Digital camera
	

	Bitmapped image
	

	Bmp file
	

	crop
	

	transfer
	

	
	

	
	

	
	


This is where I can change the type of font.





I can add a new slide by clicking this.





This is where I can change the type of font.





I can add a new slide by clicking this.





Using this button I can insert a text box





I can use this to find some more toolbar icons.





I can use this to find some more toolbar icons.





Complete the homework entitled “School leaflet-homework”.


Draw a blocked image of what the cover of your subject leaflet should look like. The only blocks you need to complete are:


Name of school


The school logo


The name of the subject


The text describing the subject


Photographs of the school





Logo





I can use this to find some more toolbar icons.





I can add a new slide by clicking this.





This is where I can change the type of font.


























Photo








I can use this to find some more toolbar icons.





I can add a new slide by clicking this.





This is where I can change the type of font.





Title





Collect 4 or 5 leaflets that have images on them. These may have been posted through your door or collected from shops and businesses. For each leaflet 


Write down why those images have been chosen.


What are the three most important features


Identify 2 corporate features





I can use this to find some more toolbar icons.





I can add a new slide by clicking this.





This is where I can change the type of font.





This is the custom shapes button





Title





Write a description of the process involved in producing your leaflet. This should include:


A description of the task.


A reason for your choice of design


A short description of some of the activities involved in creating the leaflet.


2 or 3 things about your leaflet.


1 or 2 changes you think you could make.





I can use this to find some more toolbar icons.





I can add a new slide by clicking this.





This is where I can change the type of font.





Using this button I can insert wordArt





This is the page number I  am working on





Look at the layout outline of the  front cover of the June edition. You  are going to design a new cover for the August issue.


What things are you going to keep the same?


______________________


______________________


______________________


______________________





What things are you going to change?


______________________


______________________


______________________


______________________














I can increase the size of the page using this box.





I can use this to insert clip art





I can use this to use or hide the wizard toolbox





This is the page I  am working on





Details





Text





Text











Text





info





Task 2





Printout a copy of your new leaflet, annotate it showing how it is different from your 1st leaflet and what changes you have made to it so that it is suitable for your new target audience of adults.





Write what you have you learnt in this unit make some notes on


What text and images you would include in a leaflet about the local area.


What changes you might make to the schools corporate image.












































































































1
2
2

