UNIT 5 – DESK TOP PUBLISHING
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	1-2
	Copy and paste the Unit 5 PowerPoint into your own area in the correct folder – Unit 5

Problem Solving: What do I need to plan for designing a Magazine?

	Create a spider diagram about the different types of business documents

Write a list of places you can research for information

Demonstrate how to research using clip art and Encarta
	Candidates will carry out independent research from a wide range of sources which they identify. 
	Copy and Paste 3 logos, 3 Business Cards, 3 Letterheads and 3 Magazine front covers into PowerPoint and evaluate each one – what’s good, bad and improvements – screenshot put in PPT
Screenshot research using Clip art and Encarta for business documents
	Discuss the findings from researching - Main 1

	3
	As a group discuss 1 logos, 1 Business Cards, 1 Letterheads and 1 Magazine front covers – good, bad and improvements
	Complete the evidence
	Candidates provide clear evidence linking their research to the designs. 
	From the research you have completed say which parts you really like and how you could use them in your magazine – screenshot put in PPT
	Discuss Magazine Ideas

	4
	Discuss and write on the whiteboard everything you would put on a magazine front cover
	Complete the evidence
	Candidates will produce comprehensive design plans to meet fully the requirements of the brief which include: 

sketches, 

identification of software to be used, 

choice of final design 

And the timescale.
	Create a rough sketch of your magazine front cover and what you could put on each page – sketch in PowerPoint – screenshot put in PPT

	Discuss Magazine Ideas

	5
	Discuss what you would put in an introduction
	Complete the evidence
	
	Write an introduction about the audience, purpose and topic for your magazine
– screenshot put in PPT
	ICT Quiz

	6
	Discuss what you would put in an timeline – show an example
	Complete the evidence
	
	Create a timetable of the project – excel – gantt chart
– screenshot put in PPT
	Show and discuss timelines and the understanding of a timeline
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	7
	Problem Solving:

How do I create different styles?
Discuss how you could change the styles but keep the same information
	Complete the evidence
	Candidates create three styles. 

Each style will include the full range of each of the following: 

font (face, size, emphasis, alignment or leading) 

paragraph spacing 

indents or tabs 

bullets 

The styles will be fit for purpose.
	Create 3 style for your front cover – use Publisher – once your have created them, add call out shapes to explain the colours, fonts and sizes used.
– screenshot put in PPT
 
	Show the whole group 2 of the best front covers and say why

	8
	Discuss Keywords:

paragraphs, styles, tabs, bullets and numbering
	Complete the evidence
	
	Add call out for the use of paragraphs, tabs, bullets and numbering
– screenshot put in PPT
Try to include all of the above on at least 1 magazine front cover – all on the same topic.
– screenshot put in PPT
	Discuss Keywords!
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	9-12
	Problem Solving:

How do I show that I can use Publisher really well?

	Create Magazine & improve
	Candidates will produce a detailed document which fully meets the demands of the brief using a desktop publishing package. 
	Create an 8 page A4 magazine using Publisher
– screenshot put in PPT
	Peer assessment – improvements 

	13
	Discuss/ demonstrate  what to screenshot – text, images, animation, transition, sound, video etc.
	Complete the evidence
	There will be good use of facilities, imported text and imported graphics and all will be used appropriately.
	Create a how to guide on using Publisher
– screenshot put in PPT
	Recap on some of the skills they may forget

	14 - 15
	Discuss/ demonstrate  what to screenshot
	Complete the evidence
	Create document layouts by eg: 

setting margins, columns and gutter 

positioning layout guides 

creating and positioning text and graphic frames 

Assemble documents by: 

importing text and graphics 

entering text directly into the document 

using a range of 2D shapes 

use tools to cut and paste, copy and crop 

use monochrome and colour fill and shading 

use lines of different styles and colour 

layering items to create a clear graphic 

use a range of text styles and effects, including reverse and artistic text 

grouping


	Screenshot the following:

Changing Margins, Adding Columns

Adding layout guides

Changing text and images – rotate etc.

Insert text and images

Adding Autoshapes

cut and paste, copy and crop

Changing colours, monochrome, fill, shadings – format

Adding lines and editing lines

Layer – send to front/back

Adding a wash out to a graphic

Change text, fonts, colours, shadow, reverse, shape etc.

Group objects – select all, right click group


	Recap on some of the skills they may forget
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	16
	Problem Solving:

How can I show have used all the software tools on my Magazine?

	Explain how the Magazine fulfills the Introduction 
	The full range of listed facilities will have been consistently used to create complex shapes which clearly suit the needs of the brief and the intended audience. 
	Make sure the Magazine relates to the Introduction 

Print out 1 copy of the magazine, write improvements on the magazine

Improve the magazine

Save and print final copy
– screenshot put in PPT
	Peer Assessment

	17
	Demonstrate how to add lines and borders so it looks professional
	Complete the evidence
	Lines and borders will have been included in the completed document.
	Add lines and borders to the magazine
– screenshot put in PPT
	ICT Quiz
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	18
	Problem Solving:

How do I publish my magazine?

	Complete the evidence
	The final proof will be mostly free from errors. 
	Screenshot a spell check
– screenshot put in PPT
	Discuss why we proof read and spell check all work

	19
	Discuss how to write a formal letter
	Complete the evidence
	There will be a covering letter. 
	Write a letter to a magazine company asking them to look and publish your magazine for you
	Discuss the differences between formal and informal work

	20
	Discuss the stages of publishing – what happens
	Complete the evidence
	A detailed outline is provided of all the final stages of producing multiple copies using commercial printing processes.
	Look on the internet for ways of publishing a magazine and write a report about how a magazine is published and produced
– screenshot put in PPT
	Discuss the stages of publishing

	21
	Explain this is the last section of UNIT 4 – explain what they should have done so far
	Pupils are to finish off work from previous lessons and complete the next evidence, then add comments to the screenshots 


	PRINT OR SAVE FOR MARKING
	
	ICT Quiz

	MARK WORK IN PUPILS USER AREAS AND MAKE SURE THE EVIDENCE IS CORRECT 

· FEEDBACK TO PUPILS AND MAKE SURE THEY FINISH / ADAPT THEM FOR HOMEWORK

IF YOU ASK PUPILS TO PRINT OFF THE EVIDENCE – MAKE SURE THEY ONLY PRINT THE FIRST COUPLE OF SLIDES AND AS HANDOUT!




