Edexcel GCSE ICT

Task 1 - DTP


ANALYSE

Hardware & software

You need to list the hardware that you will use, but only the hardware that is especially relevant to producing your document. I don’t think you’ll need speakers or a joystick to produce your document!

Always say why the hardware you have chosen is suitable.

Input devices

· How will you get your images into the computer?
Output devices

· What will you need to print your document?
Storage devices

· What will you store your document on?

You can choose any software you like to produce your document, but you must say why you think it is suitable.

What will you use to:

· Put your document together?

· Manipulate images?

· Process your text?

Data collection & input

In this section you need to write about how you will collect and input the data needed for your document

Data required
· What data or information will you put on your document?
Source
· Where will you get it from?

Collection method
· How will you get the information?

Input method

· How will you get the information into your software application?

Error checking

· How will you know that the information is correct?

You could do this in a table like the example below:

	Data Required
	Source
	Collection method
	Input method
	Error checking

	Photographs of restaurant
	digital camera
	Taking photos myself
	Download from camera then import into Publisher
	Visual checking of pictures

	Instructions on how to surf
	From the internet site www.howtosurf.com
	Copy text from web site
	Paste into Word
	I will use the spell checker in Word


Data processing

The data for this task will mainly be your text and graphical images. In this section, you need to detail how you will manipulate this data to create your document.

How will you process your textual data? Consider:

· The number of pages and format of the document

· Any special folds in the pages

· Will you use linked columns?
· How will you format your text?

· Will you use graphical text like word art?

Consider your graphical data. How will you manipulate your images? Will you:

· Crop or resize?

· Use special effects in PhotoDraw?

Data flow

What is the sequence of operations needed to create your document? You need to explain this process in this section. You should show this in a flow diagram as well as summarising the process in your write up.

You will obviously have to go into more detail, but just for an example, a simple summary would be:

1. Collect data

2. Process data

3. Check if document is finished

4. Save document to disk

5. Output document
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When describing the process of creating your document, it is important to refer back to the “objectives” you have defined in the IDENTIFY section.
Forms of output

Your output in this case will be your created document. For this task, it must be able to be printed out on A4 sized paper. Your final version will be printed on the school colour laser printer. This can be set up so that you can print onto both sides.

You must detail at least two different layouts and folds that would be appropriate for your document. Any choices that you make must be justified.
You can draw sketches or diagrams to show this.

Backup & Security

You must keep your document safe and secure for it to be reusable.

· What would you save it on?

· Where will you keep it?

· What should you do if you update it in the future?

· How would you recover your document if it gets corrupted?

· Is the information on the document sensitive or private?
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Flow diagram guide





Word allows you to draw flow diagrams easily. Go to View>Toolbars>Drawing then you can access the Flowchart Autoshapes.





Draw your boxes, and then Right Click them to add the text. Resize the boxes so that you can see all your text clearly.





You can then use the Connector Autoshapes to join them all up. Once everything is connected, you can move things around to tidy it up.





If you need to add any more text like “Yes” and “No”, use text boxes.





If you Right Click the boxes, you can Format your Autoshapes to change colours and lines etc





Use the shapes correctly. Here’s a guide:
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