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Applied Information Technology 2a & 2b

	Task/Lesson No.
	Portfolio Text & formatting

	Class:
	Y11 AIT 2a & 2b

	Area:

	Technology & Enterprise

	Teacher: 

	Mr Faulks

	Phone:
	

	Contact email:
	

	Timeline: 
	Approx 3  Lessons

	Date Due:

	Week 4   Lesson 2 about three lessons

	Task Notes:
	Portfolio 1 Text & Formatting  Worksheet


Have you completed the text exercises? 

Desktop Publishing Tricks.doc
Task 5 AIT2a Create a Portfolio in Microsoft Word showing samples and information on 

Text & Formatting.

This should be in the form of a Portfolio in a presentation folder or a stapled booklet with cover page and portfolio design.

	What needs to be submitted for assessment
	Due date

	· Evidence of your investigation including:

· Draft documents, brainstorms, storyboards

· Investigation on various font styles
· Explanation of formatting styles
· Samples of Letterheads, memos, facsimile pages and similar office stationery
· Examples of various styles of document presentation 
· Draft design
· Samples of journals, time planners and office organisers (calendars, diaries)
	

	· Your detailed portfolio:

· Good use of design principles and elements throughout your portfolio
· See marking grid for details
	

	· Annotated designs of your proposal and ideas
	

	· Journal which includes your own planning for this portfolio
· timeline

· skills, hardware and software identified

· Evaluated project review—What were you asked to do? What you did? What would you do better?
	


Showing different pages (i.e. Letterhead samples (2), Memo, Fax and brochures) 

Your portfolio allows you to demonstrate the process you used as well as the products you have created. It is a record of all the work you do. Your portfolio will include all the activities you complete through the unit as well as any preparation and drafts created for Task 1 and Task 2. Your portfolio will hold templates for surveys and journals stationery and other paperwork plus will also include two power points (Concepts & Design & Multimedia) explaining the skills learnt.
	Portfolio 1  
	Text & Formatting
	.docs word Cover Pages etc.

	Portfolio 2   
	Concepts & Design
	.ppt. on design & audio

	Portfolio 3    
	Multimedia
	.ppt. on images creativity


Your Task

Your portfolio will include:

1.
All production drafts and other activities

As you work through each week you will be using the Technology Design Process and creating drafts to help you complete Tasks 1 and 2. You will need to keep copies of these and include them in your portfolio. You will also complete other activities as you investigate Information Technologies. These are also to be added to your portfolio.

2.
Any electronic files

All your electronic files should be saved, named and filed appropriately and included as part of your portfolio. Week 1 contains help on naming and saving files correctly.

3.
Your journal 

This is a journal in which you explain how you created your designs, images, audio and video files.  You can also use a journal to reflect on what you have achieved, any areas you would like more help on, and any thoughts you have on information technologies or the Technology Process.

4.
The task evaluations

At the end of each task you will complete an evaluation where you can comment on how you found the task, any problems encountered, and anything you would do differently in the future.

Setting up Portfolio 1

Digital Photographs (for cover page)
Setting up cover page

Journal Time Plans Evaluation sheets

Text and Formatting

Slide 1 Cover page 

Text and Formatting

Slide 2 Table of Contents

Slides 3 onwards 

a) Text Definition

b) Text Font Samples

c) Creative Fonts

d) Text Formatting

Slide 3 Text Definition

Look up the following – show examples and explain

· Typeface 

· Points 

· Subscript 

· Serif 

· Sans Serif 
2 Text Font Samples

1. Show some examples of different fonts

2. Show drop caps

3. Show indents

Some fonts are standard to different types of technology. The general default font for Microsoft Word is Times New Roman, the general mobile phone text message font is Arial Unicode MS or Lucida Sans, and the standard internet font for information pages is usually Arial. Every font is different, and can express a different theme, convey the tone and purpose of the text, set a mood for the reader or quickly draw attention. 

Fonts are used to personalise emails, decorate and individualise work and adjust to the purpose of the text. Some fonts are easy to use (eg. Times New Roman, Arial, Comic Sans MS and Courier) and are ideal for documents and word processing, making it easily legible for readers.

Other fonts are used to draw attention (eg. Copperplate Gothic Bold, Marketpro, Rockwell Extra Bold) as they are bold and east to read. Some fonts can be used to link the text to the ideas in the text (eg. Roaring Fire could be used to title a thriller novel).

The simpler the font is, the easier it is to read, therefore, if you are creating something for a young audience, make your fonts very simple so it will suit their reading skills. If you are going to write a lot of text, then keep your font simple too or it looks confusing.

Fancy fonts are best left for simple headings. San Serif fonts are usually used for headings and serif fonts are usually used for body text, because they help the reader to read. The serifs are typically thought of making the eye flow letter to letter easily.

There are thousands of fonts that people have on their computers. If you are designing web pages, it is very sensible to choose common fonts that people will have on their computers.

3 Creative Text

i.e. Your name

Show at least four examples of word art using shapes fill effects (pattern or pictures), text direction and various styles. 

4. Text Formatting (Show samples and explain each)

· Justification 

· Tabs 

· Line Spacing 

· Simple Text 

· Bullets 

· Case

· Page Break 

· Text Wrap
· Select four from the list and explain in your portfolio.
· Leading is the 

· Kerning is the
· Justification is the 

· Typeface 

· Points 

· Subscript 

· Serif 

· Sans Serif 

· Justification 

· Tabs 

· Line Spacing 

· Simple Text 

· Bullets 

· Case

· Page Break 

· Text Wrap

Slide 1 Cover page 

Text and Formatting

Slide 2 Table of Contents

Slides 3 onwards 

e) Text Definition

f) Text Font Samples

g) Creative Fonts

h) Text Formatting

Slide 3 Text Definition

Look up the following – show examples and explain

· Typeface 

· Points 

· Subscript 

· Serif 

· Sans Serif 
2 Text Font Samples

1. Show some examples of different fonts

2. Show drop caps

3. Show indents

Peer-Evaluation of Task 

(Portfolio Text & Formatting)

Evaluation of Task : 4       Created by:
Evaluated by:                       
Date  

You are required to honestly evaluate a student presentation. 

You must give this sheet to the student so that they can put it in their Task Portfolio.

Please circle the appropriate response:

Very Poor
Poor
  Not Good
Good
 Quite Good
Very Good
Excellent

The ‘Task’ presentation is well-designed:

	(((
	((
	(
	(
	(
	((
	(((


The Task presentation has all the items required for this task:

	(((
	((
	(
	(
	(
	((
	(((


The information included is relevant to the task:

	(((
	((
	(
	(
	(
	((
	(((


There is a reference list of all sites and resources used:

	(((
	((
	(
	(
	(
	((
	(((


Descriptions  used are appropriate in this ‘Task’ presentation:

	(((
	((
	(
	(
	(
	((
	(((


Overall impression of the ‘Task’ presentation.

	(((
	((
	(
	(
	(
	((
	(((


Evaluator please complete the following:

My favourite thing about the Task presentation was:

Evaluator please complete the following: One suggestion for improvement is:

Evaluator  General Comment:

Signed by evaluator:___________________________ 

Marking Grid

Task 4: Portfolio 1 Text & Formatting
Total: 100 
	Item
	Possible

Mark
	Actual

Mark

	Text & Formatting
	50
	

	Proposal review
	
	

	Cover Page with photo Title name
	5
	

	Table of Contents
	5
	

	Text Definitions Typeface, Subscript,  Points, Superscript, Line Through, Underline etc
	5
	

	Text Font Samples 
	5
	

	A sample of Creative Fonts 
	5
	

	Word Art – horizontal Vertical, angle, curved
	5
	

	Use of word templates
	5
	

	Various Text Formatting - drop caps, indents, Justification, Tabs, Line Spacing, Bullet variations Numbering types, Case
	10
	

	Leading, show at least 3 examples.   Kerning 


	5
	

	Product
	
	

	Working sheets – Journal, Time Planner, Letterhead, Memo
	50
	

	Samples of Letterheads, memos, facsimile pages and similar office stationery
	10
	

	Quality of submitted work
	10
	

	Booklet produced as a portfolio
	10
	

	Evaluation
	10
	

	
	10
	

	Total
	
	

	
	100
	


Teacher Comment: 


��









