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G040

Booklet/Handbook

For this unit | will create six business documents, | will;

For this part of the six documents | will:

e (Create a handbook

¢ Examine 2 existing

handbooks. What is common?

Analyse and create letter drafts and a final letter with a house style with logo
Analyse and create advert drafts and final advert with a house style

Create and analyse invoice drafts and final invoice
Create and analyse web page drafts and a final web page
Create a staff presentation

Create a handbook/booklet on technologies

Sketch of layout
Who is the audience?

Crosorsn o

s Strengths,
weaknesses and

improvements
e Proof reading
* Annotate
« Evaluate

Booklet

Second
Draft

First Draft

Strengths,
weaknesses and
improvements
Proof reading
Changes made
Annotate
Evaluate

o Strengths,
weaknesses and

improvements
s Annotate
o FEvaluate
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G040 Booklet/Handbook

For this part of my unit | will be creating a booklet. This booklet will be about
technologies. It will be a booklet for staff members of my company, talking about
technologies and what they need to learn.

| will then move on to:

Research existing booklets
- | will examine 2 existing booklets in detail.
- Say which elements are common between them and | will state what
elements | like and which ones that | will use.

Plan out my booklet
- | will sketch out the layout of my booklet using boxes to show the placement
of each element.
- State who my audience is
- Create a plan and update it regularly
- State any other considerations like costs

First draft
- Create my first draft
- Discuss what | did to create my first draft
- Talk about the good and bad points, and how | can improve my draft
- Annotate the printed copy
- Evaluate

Second draft
- Create my second draft
- Discuss what | improved from my first draft
- Talk about the good and bad points, and how | can improve my draft to create
my final
- Annotate the printed copy
- Evaluate

i
5
o

Create my final draft

Discuss what | improved from my second draft

Talk about the good and bad points, and how | can improve my final
Evaluate

.
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G040 Booklet/Handbook

Research

For my research, | listened and took notes to several presentations about all of
the technologies from “The Information Age”.

What | intend on using:

Staff
Presentation

Photographs
h 4

Page H3



@
o
B
o

U
)
=

CoOoNOORWN A ‘

Booklet/Handbook

Front cover — picture of Canary Wharf and text
Contents page

Personal computers

Touch screens

Digital broadcasting

DVD

High Definition (HD)

Mobile phones

Video/audio compression

10. The Internet
11. WAP
12, Evaluation of technologies (strengths and weaknesses)

Each subject page:

Title

Subtitle

Cloud Computing logo
Definition

Two pictures

Methods of communication
Page number
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G040

Booklet/Handbook

First draft strengths and weaknesses

Strengths

Weaknesses

Good use of corporate colours (blue)

Wrong Text

Good use of company image on every
page

Not lined up boxes

Good use of titles and subtitles

No bold headings for explanation boxes

Contents to help find information

Text over some edges

Cloud Computing Simple Definition

Underlined words that don’t need to be

Diagrams with numbers on to identify
parts

Some words that should be emphasised
aren't

Every method of communication for each
one

Layout needs improving

2 pictures on each page

Graphs to show statistics

Improvements

Change of text to “at Cloud Computing”
on the front page

Drop text down on page 5 because it is
going over the edge

Line up boxes on contents page

Take off underline on a word on page 6

Bold headings in explanation boxes

Underline services headings on page 10

Fix out of line box on page 10

Layout needs improving. More colour is
needed
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G040 Booklet’'Handbook
Second draft strengths and weaknesses
Strengths Weaknesses

Good use of corporate colours (blue)

Spelling error

Good use of company image on every
page

Box out of line on page 10

Good use of titles and subtitles

Contents to help find information

Cloud Computing Simple Definition

Diagrams with numbers on to identify
parts

Every method of communication for each
one

2 pictures on each page

Graphs to show statistics

Layout needs improving. More colour is
needed

Improvements

“Enail” should be corrected to “Email”

| Fix box out of line on page 10
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G040 Booklet/Handbook

Final strengths and weaknesses

Strengths Weaknesses

Good use of corporate colours (blue)

Good use of company image on every
page

Good use of titles and subtitles

Contents to help find information

Cloud Computing Simple Definition

Diagrams with numbers on to identify
parts

Every method of communication for each
one

2 pictures on each page

Graphs to show statistics

No spelling errors

Improvements
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G040 Booklet/Handbook

Problems

1. When thinking about doing the booklet at the start it got very confusing to
work out where each page will go and what will be on it. | then got around this
problem by getting several sheets of paper and making it myself with blank
sheets and numbering them so | could understand it.

2. The margins on the page kept chopping off some of my work. | solved this
problem by going into settings and changing some of the margins for printing
and also by stepping my work back a bit from the edges.

Evaluation of software used

Macromedia Fireworks

Fireworks helped me edit the pictures that ended up on my booklet. The tools on
here are very good and helped me edit quickly and efficiently.

Microsoft Publisher

Publisher made it easy for me to create a booklet. This was because it allowed you
to easily do things like change the amount of columns for a piece of text. | was
originally going to create this handbook in Adobe InDesign but | fee! more
comfortable with Publisher because | knew that | could ask for help if something
went wrong with Publisher because it is well know. With InDesign | found that not
many people know about it.

How | would approach this in the future?

1. In the future | would plan out my booklet much better. This is because |
got confused at the start of planning as to where each page would be
and what would be on it.

2. | would also look to made hand drawn plans in order to be more
accurate and having better plans in order to achieve what | want from
the start.
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