STAGE 2 INFORMATION PROCESSING AND PUBLISHING

SUBJECT ADVICE

The following information is provided to support you in identifying key skills that may be assessed within this specific feature. This list is neither prescriptive nor exhaustive.

	DA1
Selection and use of appropriate hardware and software in the completion of text-based communication tasks.

	Chooses appropriate hardware and software for the task e.g. page layout software for brochure, web software for web sites

	Achieves document specifications accurately using page format options and other tools within software program e.g. booklet, brochure produced in Publisher

	Provides final documents (electronic or hard copy) providing evidence of correct and appropriate spelling and grammar

	Edits images and creates logos using appropriate software. Provides electronic copies of before and after images within a suitable file structure 

	Provides evidence of printing specifications being achieved through hard copy evidence e.g. back to back printing

	Provides appropriate report format for Issues Analysis and Product and Documentation tasks, including: cover page, contents page, bibliography, appendix, headings, subheadings, bullets/numbering, font typeface and size appropriate to the report

	Applies software tools to achieve report format for Issues Analysis and Product and Documentation tasks e.g., header/footers, format painter, styles, bullets, borders, line-spacing, indenting, numbering, hyphenation, tables etc.

	Produces text that is sharp and easy to read i.e. not created in Photoshop

	For Electronic Publishing

	Uses appropriate file management e.g. naming of file, placement of files, size of graphics

	Creates links and anchors for efficient navigation around the site

	Uses appropriate page labelling and saves appropriately

	Uses advanced software functions to enable efficient production of electronic documents
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