Edexcel GCSE ICT

Task 1 - DTP


Desktop Publishing Task
This will be your first task of four that you will write up as part of your GCSE course. Each task is worth 15% of your final mark as all your coursework makes up 60% of your GCSE. It is important you do well in each task as this will put less pressure on you in the exam.

Your write up of each task follows a “System Lifecycle” and should be split into the following sections:
· IDENTIFY (5 out of 40 marks)
· What is the problem you will solve?

· ANALYSE (9 out of 40 marks)
· How are you going to input then process and output the data for your solution?

· DESIGN (9 out of 40 marks)
· Choosing the final design and how to test your solution.

· IMPLEMENT (12 out of 40 marks)
· Actually doing the task, correcting errors and testing your solution.

· EVALUATE (5 out of 40 marks)
· How well did your solution meet its objectives?

This guide is split up into the same sections giving you guidance along the way. The guide uses sub-headings to split the sections up even further. You should do the same when writing up your coursework.

Your final mark will be based purely on the coursework you hand in. Don’t think you can just do the task on the computer and print it out. 75% of the marks are for how you write up your work.

You will also be awarded marks for the presentation of your coursework, so keep all your work safe and neatly in your folders and use plastic wallets to protect any sheets of paper.

If you handwrite or draw anything, do it neatly and check your spelling and grammar. When writing up coursework on the computer, use a sensible font and font size (no bigger than size 14 for body text) and remember to spell check your work before printing it out.
Finally, keep your password safe, even from your friends. If anyone knows it, they can delete or copy your work. Remember, this coursework is 60% of your final mark.

Good luck!

IDENTIFY

Scenario

You are to write a “scenario” or background story that will result in you needing to create a document using a Desktop Publishing (DTP) and Graphics application.

In this scenario, you will define a “user” for your document. This “user” can be the person you are creating the document for, or the person or people that are going to use it. This “user” can be a real person for a real situation, or a friend who can “act” or “role-play” being the user from a made up situation. You can have more than one user, but keep it realistic for the task in hand. The only person a user cannot be is yourself.
Make sure you choose your user carefully, because they will have to give you meaningful feedback and criticism of your document as you write the task up.

Here are some examples to get you started:
	Document to create
	User of document

	A menu for a restaurant
	Restaurant owner or customers

	A flyer for a new club
	Club owner or customers

	Instruction leaflet for a digital camera
	Camera company or customer

	Advertisement for a new shop
	Shop owner or customers

	Music CD booklet for a local band
	Band members or fans

	Skateboard safety leaflet
	Skate park owner or skaters


Create your scenario around a topic that you are interested in. Remember, you will be spending a lot of time on this. Use your imagination!

Consider the following:

· What is the purpose of the document?

· Why does the user want the document?

· How will this improve what they are already doing?

· What information will you need?

Although you can create any document you like, there are some rules to this task:

· The document must be able to be printed on A4 sized paper
· You must have text that flows between frames
· You must use a significant amount of text
· You must use and manipulate graphical images

Possible Solutions

In this section, you need to write about and compare “manual” methods with ICT methods.

Manual methods

· How could you create your document without using ICT?

· How could you get images onto your document?

· How could you put the text on?
· How could you make copies?

ICT methods

· What type of applications could you use?

· What features would you use?

Advantages of using ICT

What would the advantages be of using ICT to create your document? Comparing manual methods with the ICT methods you could consider the following:

· Manipulating and resizing images
· Editing text

· Correcting mistakes

· Changing your design in the future

· Keeping your document safe

What other advantages can you think of?

Objectives

You now have to write a list of user requirements or “objectives” for your DTP task. These objectives will be what you will use to judge how well your solution works.
Think about your scenario and consider the purpose of your document:

· What would your user expect to see in your document?

· What must be in your document?

· What text?

· What images?

· What information?

Try not to use “general” objectives, like, “My document should look good”, but use focused, quantitative objectives, such as, “I must include 3 photographs of the restaurant or food” or “The name and address should be on the back”

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?

DESIGN

Your design for your document will be in three stages of development:

1. You will produce at least two different outline sketches of your document

2. You will show these to your “user” to get feedback and constructive criticism

3. You will produce your final design taking into account your user’s feedback 

Initial Designs

Your initial designs can be handwritten sketches or outline layouts made on the computer. They do not need much detail as they are just to be used to check with the user that the design roughly meets their requirements.

You should outline:

· The layout of the pages

· Any special folds or page formats

· Where graphical images will go

· Which columns of text flow into each other

· Where all the information will be
You must create at least two different versions of your initial design for your user to comment on.

User feedback on initial designs

You should now present your initial designs to your user(s) and collect feedback and constructive criticism. Try to get them to suggest at least one improvement to make. You could get them to write on the sketches or maybe answer a questionnaire.
Try to get focused, considered feedback such as, “I like the way the pictures are ordered, so I can follow the instructions easily”, or “maybe you could increase the margins and column gutters so it doesn’t look as cluttered”. Avoid things like, “that’s good” or “it’s nice”.

Once you have got the feedback, you should summarise it in your write up.

Final Designs

Taking into account your feedback, you should now create your final, detailed design for your document.

Your design should be detailed enough for someone else to be able to recreate your document purely from your design.

You should include:

· Annotated diagrams, detailed outline sketches or layouts

· A detailed write of up the process you will follow.

In your diagrams, make sure you detail things such as:

· Page layout

· Positions of frames/columns/lines

· Fonts

· Text size

· Paragraph styles

· Position/size of graphics and blocks of text

· Links between frames
When writing up the process, break your solution up into sections following your flow diagram from your ANALYSE section.
Your write up should describe in detail how you will create your document, but doesn’t have to give instructions on how to use the software. e.g. Say “I will set the page up to make my document landscape” rather than “I will double click on PUBLISHER, then I will click on the FILE menu, then PAGE SETUP then LANDSCAPE, then OK”

Test Plans

You now need to devise a plan to test that your document will meet the user’s requirements. Look back at the “objectives” in your IDENTIFY section. How are you going to make sure your document meets these objectives?

Devise a checklist for your document that you can run through as you develop it. As well as checking that the objectives are met, consider using things like:

· Spelling / Grammar checker

· Print preview

· Proof reading

What other judgements could you make?

Create a test table like the example below:

	Test
	Expected results
	Actual results
	Changes needed

	Run Spell checker
	All words in document are spelt correctly
	
	

	Check margins
	No pictures will be cut off when printed
	
	


Don’t fill anything in the “Actual results” or “Changes needed” column yet. You will fill this in when you have actually created your document.

IMPLEMENT
You have designed your document, so now it’s time to “implement” your designs to create your document.

Development
Implementation is a cyclical development process illustrated in the diagram below and you have to show this process by including evidence of development, testing and improving or correcting errors.
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You can show this process by printing out hardcopy drafts on the laser printer, or taking “screen shots” of your document at certain stages.

To take screen shots, or pictures of your computer screen, set up your screen so that you can clearly see your document, then press the “Print Screen” key on your keyboard. It is normally next to the “F12” function key and is sometimes truncated to “Prt Scr” or something similar.

Once you have pressed this key, you can go into Word or Publisher and PASTE the picture of your screen into a document.

However you have produced a copy of your draft, you must then annotate or make notes on:
· the sequence of development,

· corrected errors and

· areas for improvement.
In your annotation, say what you have done, why you have done it and how.

If you have used screen shots, you can use text boxes with arrows to make your annotations. If you have printed out hardcopies, you should write neatly on the drafts themselves.

It would be wise to save draft or early versions of your work in case you have to come back to them or have lost the hardcopy. To create drafts, go to FILE>SAVE AS then rename your document file e.g. “document1” to “document2” etc.

It is fine if your document changes from your final design, but only if you have included in your annotation why the changes were necessary.
Testing

You should now formally test your document to see if your solution is successful.

Print out a copy of your testing plan and a copy of your document. Now, do each test in turn and handwrite your results in the “Actual results” column. Write on your document to show that you have done the test.

If your actual results match your expected results (the document passed the test), then just write “as expected” in your actual results column and “none” in the “changes needed” column.

If they don’t match (the document failed the test), write down your actual results then detail the changes needed for your document to pass.

You will not lose marks if your document fails a test, in fact, you will gain marks because you can then show evidence of correcting the error and testing the document successfully.

Final Version

Once your document has been fully developed and passed all tests, you have a final version.

Hand in your final document into the appropriate “shared area” to send it off for printing in colour using the school’s colour laser printer. If you need it printing on both sides, make sure to tell your teacher.

You should only print your final version in colour. All drafts should be printed on the black and white laser printers in your classroom. You can however have a colour version for final testing.

EVALUATE

Now that you have created your final document you need to evaluate or judge how successful your solution is. You do this in three stages:

· Review all the original objectives of the document

· Obtain feedback and constructive criticism from the user

· Use this feedback to detail improvements that could be made in the future

Review objectives

Look back at your IDENTIFY section and copy the list of objectives you established into your evaluation write up.

For each objective, state:

· Whether the objective has been met

· If it has, what did you do to achieve this?

· If not, what problems did you encounter, or why did you decide to change the objective?

If your final document is different to your final design, say why you made these changes.

User comments

You must now show your final document to your user(s) and collect feedback similar to how you did it in your DESIGN section.

Try to get critical, honest and relevant comments because you will need these in the next part of your evaluation. Try to get the user(s) to give you at least two ideas on how to improve your document in the future.

Summarise these comments in your write up.

Improvements

Taking the user’s comment in to account, detail at least two changes or improvements that could be made in the future. Reference the relevant comments from your summary in the previous section.

QUALITY OF WRITTEN COMMUNICATION

Well done! You have finished your first GCSE ICT task. One down, only three more to go! Now you have done all the hard work, don’t blow it by handing piles of scruffy paper in to your teacher. You will also be given marks on the quality of your presentation.

Go back through this guide and use a “GCSE ICT Task Tracker” to make sure you have finished everything and have printed out all the evidence needed for each section.

Check that all your writing is legible and that spelling, punctuation and grammar are accurate, so that your meaning is clear.
Now, create a front page for your task write up, including your name, set, form, teacher and the task title.

Create similar front covers for each of the following sections

:

· IDENTIFY

· ANALYSE

· DESIGN

· IMPLEMENT

· EVALUATE

Sort your work out in the same way this guide is set out, with evidence for each sub-heading following in order. 
Now for each section, put your printouts, sketches and other evidence in five plastic wallets and tie them neatly together with a treasury tag.

Hand this in to your teacher, then sit down, give out a big sigh of relief and give yourself a big pat on the back. You’ve finished!

Well done!
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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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