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Items highlighted in yellow are tasks for you to complete
Items in Blue are help tips

Programme Year 8 Computing

Basic Skill to be taught

KEYBOARD SKILLS
          15 min keyboard skill  development at the start of each lesson using the ‘Type’ program

          Speed and accuracy tests

 

FILE MANAGEMENT
          File management – Windows

          Creating, naming, deleting directory(s)

          Drag and drop, copying, deleting, naming, re-naming files

          Recognizing file extensions

 

COMPUTER GRAPHICS
          basic program functions of the  Paint program

          Image creation and manipulation using the paint program

 

DESKTOP PUBLISHING
        Recap previous skills

        Saving to a directory

        The toolbars and their functions

        Changing fonts and sizes

        Deleting & inserting text

        Using tabs

        Copy and paste

        Inserting graphics – clipart, scanned or digital images

          cropping pictures

          layering

        using background view to add page numbering 

        Applying borders and border applying WordArt to achieve special effects

        Headers and footers, page numbering

 

MULTIMEDIA
          Research and access information from CD databases using Encarta 97

 

INTERNET USAGE
          Use of a search engine to find a topic

          Basic Internet terminology

 

THEORY
        Basic Computer – recognise input and output devices

        CPU – What it does?

        Memory and Storage – Briefly describe RAM & ROM, bytes, discs-floppy and hard and CD and DVD roms
You are involved in the Travel Industry, you are a new company and will be launching your company during 2004, you will decide on what sort of travel you wish to be involved in, (International Travel, Local Travel, Sports Tours, Eco Tourism - you choose the type) etc., and you will need to research and identify your business and then:

Tasks and Assignments

Your task this year: (4 Terms)

You are involved in the Travel Industry, you are a new company and will be launching your company during 2004, you will decide on what sort of travel you wish to be involved in, (International Travel, Local Travel, Sports Tours, Eco Tourism - you choose the type) etc., and you will need to research and identify your business and then:

Term 1 Typing Skills and Microsoft Word 

Undertake excersizes as they are presented

Tasks Create

	Task
	Assignment
	 Objectives
	 Software
	 Resources

	Task 1
	Create a Folder Cover for your file & Create a Spine Label
	Use text and graphics
	Word
	

	Task 2
	Create a document with drawing and clip art
	Using Graphics Clip Art in Microsoft Word
	
	

	Task 3
	Using Headers & Footers Tabs and Styles
	Using exersizes to create document styles
	
	

	Task 4
	Create a letterhead Create a Company logo

Create a Business Card
	Create a Set of Corporate Colours


	
	

	Task 5
	Create a Report
	
	
	

	Task 6
	Create a menu

1. Create a new document which shows a restaurant menu such as the one which follows. 2. Enter a header and a footer of your own choosing. 

3. Format your work to make the menu more attractive in its presentation by varying the font types, font styles, font sizes and using TAB's and borders.
	4. Insert an appropriate picture from the clip-art library. 

5. Save and print your work as Assign1.Doc 


	
	


Term 2 Presentations Power Point topic of choice 5-6 Slides 

Prepare a Presentation of your tour packages, including graphics and text

Prepare a word document as an itinerary of various tours 

Skills to be learnt 

Basic presentation graphics, flying text and animation, transitions and colour management, use of graphics and photographs, storyboard skills.

Worksheets: covering Power Point 

Software: Microsoft Word • Microsoft Power Point • Paint Shop Pro • Internet

Term 3 Excel & Databases

Budgets and costs in offering travel packages, wages, and a Cocktail Party 

Skills to be learnt 

Basic excel work, simple calculations, a look at functions, using excel as a database and as a spreadsheet calculator.

Worksheets: covering Excel

Software: Microsoft Word • Microsoft Excel • Internet

Term 4 
Putting it All together - Internet

A Calendar and Greeting Cards for your clients and associates. A Web page offering your tour services

Skills to be learnt 

Intermediate desktop publishing skills, tables and graphic manipulation

Worksheets: covering Excel

Software: Microsoft Word • Paintshop Pro 7.0 • Dreamweaver or Front Page • Internet

Evaluation Individual Task 

Task 






Number  
Your Name





Date

Consider the Task that you have recently completed,  carefully and critically evaluate your work by answering the following questions.

1.
What was the purpose of the task part a?

Answer:
What was the purpose of the task part b?
Answer:
2.
Who was your intended audience of your tasks?

Answer:
3.
How well do you think your design suits the intended audience?

	
Very well
	

Quite well
	

Not sure
	

Could be improved
	

Audience not considered in the design


4.
Have you been able to test your design on someone from your intended audience group?
What was their reaction?

Answer:
5.
How many samples were you able to view to help you investigate your topic for the power point?
	
None
	

1 or 2
	

About 5
	

Between 
5 and 10
	

More than 10




6.
How did you decide which software to use for your background?

	
I produced  several versions in different software and chose the best
	

I did some drafts in a couple of applications  and chose the best one to complete it in
	

I began using one application and swapped to another when my skill levels increased
	

I only used one of the suggested applications
	

I only tried word processing software




7. How original was your design?

	
I copied a design I had seen elsewhere
	

I copied a design and changed the colouring and shapes
	

I used a variety of designs and combined different aspects of them
	

I used a variety of ideas as inspiration and then developed my design
	

Completely original




8.
Did you produce and keep draft copies of your background and your written response?

	
Yes, my pencil and paper drafts are in my hardcopy portfolio and my digital copies are in my electronic portfolio
	

Yes but only a digital draft version
	

Yes but I only kept a hardcopy draft
	

Yes I did but I didn’t keep any copies
	

No, only a final copy


9.
Are you happy with your image manipulation skills at this stage?

Yes


No
Explain

Answer:
10.
Would you like to develop your skills in image manipulation further since completing this task? 


Yes


No
11.
Did you find any restrictions to your ability to manipulate your images?

Answer:
12.
Did you check your task for spelling and grammar mistakes?


Yes


No
Why / Why not?

Answer:
13. 
How did you feel about your time management for Task 1?

	
I need a lot more time to finish my event item properly
	

I spent more time than suggested in preparing my event item
	

It took me about the same time suggested in the course to complete my event item
	

I was able to work quite quickly and had some time to spare
	

I worked very quickly and was able to spend time refining my item through learning more application tools 


14.
Have another look at the Scenario and the Task 1 Explained. Do you believe this item meets the requirements of the task? Explain

Answer:
Save your evaluations as (your initials)_task_eval into your folder, attach it to the web link site  or email it to me before the end of the week.
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