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G040

Strand F Staff Presentation

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

For this part of the six documents | will:

o Create a staff presentation

* Examine 2/3 existing
presentations. 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?

D
Plan

e Strengths,
weaknesses and

improvements
¢ Proof reading
¢ Annotate
 Evaluate

Staff
Presentation

Second
Draft

First Draft

Strengths,
weaknesses and
improvements
Proof reading
Changes made
Annotate
Evaluate

o Strengths,
weaknesses and

improvements
¢ Annotate
¢ Evaluate
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G040 Strand F Staff Presentation

For this part of my unit | will be creating a staff presentation. This presentation will be
about my company. It will be a presentation for my staff members of my company,
talking about their induction and the rules of the company.

I will then move on to;

Research existing staff presentations
- | willexamine 2 or 3 existing presentations in detail.
- Say which elements are common between them and | will state what
elements | like and which ones that | will use.

Plan out my presentations
- | will sketch out the layout of my advert 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 i 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

Ly
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 Strand F Staff Presentation

Good and Bad point of research

Requirements | Research 1 | Research 2

Research 3

Text styles

Page layout

Paragraph formatting

Formatted text

Graphics — logo

Graphics — photographs

Graphics — clip art

MUK |||

Graphics - line drawings

KX >E XXX

Graphics - graphs

Graphics — charts

Tables

Borders

Shading

Sound

Video clips

YK 2K | K 2K 2| 2K 2K K| K 2K K| | XK | X

Automation

What | intend on using:

. x XUPK| XK XXX

Video Clips

Staff

Borders Presentation

@ Automation

Photographs
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G040 Strand F Staff Presentation

Staff Induction
1} About the Company — Graph of last 5 years sales

2) Mission Statement

3) Organisational Chart of staff

4) Quick Tour

5) Laws - Data protection, health and safety

6) Contract of Employment — working hours, rates of pay, sickness, maternity
leave, disﬂplinary procedure

7) Fire procedures — locations, exits, use of fire alarms/items

8) Staff Email and Internet Policy/Electronic communications act

9) Contacts
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G040 Strand F Staff Presentation

Draft 1
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G040

Strand F Staff Presentation

First draft strengths and weaknesses

Strengths

Weaknesses

Website Layout

No background colour on the master
slide

Blue colours (follows corporate image)

Lack of text

Good navigation buttons

Lack of pictures

Easy navigation

Lack of colour

(Good explanations in some places

Needs more detail in places

(Good use of bold

White background does not look good

Use of graphs from excel

No animated GIF’'s

Use of lists

Quotes

Animation

Video

Bullet points

First draft improvements

Problem

Improvements needed

No background colour on the master slide

Add a background to the master
slide

Lack of text

Add more text in detail

Lack of pictures

Add pictures and animated GiF's

Lack of colour

Add more colour to hierarchy's

Needs more detail in places

Use more sources for in depth
information

White background does not look good

Change to a blue colour

No animated GlF's

Add animated GIF's
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G040 Strand F Staff Presentation

Second draft strengths and weaknesses

Strengths Weaknesses

Website Layout Lack of text

Blue colours (follows corporate image) Needs more detail in places
Good navigation buttons No animated GIF's

Easy navigation

Good explanations in some places

Good use of bold

Use of graphs from excel

Use of lists

Quotes

Animation

Video

Bullet points

Buttons

Good hackground master slide colour

Pictures

More colour on hierarchy

Second draft improvements

Problem Improvements needed

Lack of text -~ Add more text
Needs more detail in places
No animated GiF's Add animated GIF's
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G040 Strand F Staff Presentation

Final draft strengths and weaknesgses

Strengths

Weaknesses

Website Layout

Blue colours {follows corporate image)

(Good navigation buttons

Easy navigation

Good explanations in some places

Good use of bold

Use of graphs from excel

Use of lists

Quotes

Animation

Video

Bullet points

Buttons

Good background master slide colour

Pictures

More colour on hierarchy

In detail text

Animated GIF's

Relevant Video

Final Improvements

Problem Improvements/Reason why this has not been done

Maintaining the house/corporate style

| maintained my corporate style in this presentation by using my house colour (blue)
and by using my logo. | also kept the colour scheme to blue and created my
presentation to give a minimalistic effect. This effect is my company'’s style especially

when you look at the other parts such as the advert and website.
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G040 Strand F Staff Presentation

Problems

1) Video - | had problems trying to edit my video once it was filmed. This was
because | did not have Windows Movie Maker on my laptop. | then solved this
problem by going home and looking on other computers in the house for
Windows Movie Maker, and then found a computer that did and done the
work on that computer.

2) 1 had problems creating the navigation animated GIF. This was because the
design would not work and then | realised that it was saved as the wrong file
format. | overcame this problem by checking my work and then locating the
right file type (animated GIF) that it should be.

3) For the information on my company | had problems trying to get the correct
information about things such as maternity leave etc. This was a problem
because | did not want to end up with a presentation with statements that
were not correct. So | searched the internet and looked up facts from
government websites for the correct information.

Evaluation of software used

Macromedia Fireworks

Fireworks helped me design the buttons on the left hand side of the master slide.
These provided the navigation for my PowerPoint. Fireworks was easy to use and
helped me product the animated GIF's. | will continue to use Fireworks.

Microsoft PowerPoint

PowerPoint is the best program to use on Windows in order to present something (if
not animated using Flash) in my opinion. It has allowed me to animated my
presentation and to display it in a good manner. PowerPoint is specially made for
this document type and it works well.

How | would approach this in the future?

1. | would use research that was relevant to my company — unfortunately | could
not find many PowerPoint presentations about staff induction, so | could not
pick and choose who they would be aimed at.
| would plan out every single slide. This would make my work more accurate.
When asked to give this presentation | realised that the speaker notes would
not work because they just tend to repeat on the information that is in the
slide. To make a better product next time | would spend more time on it and
check more thoroughly. | would also add in facts that are relevant at the
bottom to make the speaker have extra facts at hand, to keep the listeners
concentrating.
4. | would get many people to view my slide designs and then get their views on
the designs to improve the final designs.

w N
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G040 Strand G - Webpage

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

Create a staff presentation
Create a handbook/booklet on technologies

For this part of the six documents | will:

» Create a staff presentation

o Examine 2 existing websites.

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

What is common?

Sketch of layout
Who is the audience?

Commar—
Plan

Second
Draft

s Strengths,
weaknesses and

improvements
* Proof reading s Strengths,
¢ Annotate weaknesses and
s Evaluate improvements

Proof reading
Changes made
Annotate
Evaluate

First Draft

¢ Strengths,
weaknesses and
improvements

¢ Annotate

e Evaluate
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G040 Strand G - Webpage

For this part of my unit | will be creating a staff presentation. This presentation will be
about my company. It will be a presentation for my staff members of my company,
talking about their induction and the rules of the company.

| will then move on to:

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

Plan out my website
- | will sketch out the layout of my website 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

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 Strand G - Webpage

| started by importing the image into Fireworks ready for editing

vetee

| then zoomed into the picture and used the brush or eraser to take out the rest of
the picture that | didn’t want — such as the part to the left of the filmstrip
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G040 Strand G - Webpage

Problems

1) | originally did my website with a small sized canvas. This became a problem
because when viewed on screen it was then too small. | then done research
into the average screen size used by internet users. The results returned that
the screen size 1024x768 was the average resolution of user of the internet. |
then designed my website for this size to cater for all different users.

2) The video was originally 15.6mb in size. When uploaded to my website for
testing, the video took a long time to load. This was a problem because time
is money in business, and videos must appear instantly. | then went home
and exported the video again as the same size, but with lower quality. The file
size was then lowered down to 4mb which is a decrease of 80%. This then
made my video load quickly for viewers to watch.

Evaluation of software used

Macromedia Fireworks

Fireworks helped me edit the pictures that ended up on my website. The tools on
here are very good and helped me edit quickly and efficiently. | think that Fireworks
is more efficient than Photoshop for this use due to Fireworks being simpler to use
and also that Fireworks was originally designed for manipulating images to go onto
the web.

Macromedia Dreamweaver

| have been using Dreamweaver for many years, and | think that there is no better
web design program out there. Notepad does not give assist and have parts where
you can view your design whilst coding, and also notepad does not give you help
when coding the actual website. For instance when you type something simple like
<u> for underlining, Dreamweaver gives you the end tag additionally (</u>) so there
is less learning and more help for the user. All other programs that try to do a similar
job to Dreamweaver are not heard of making Dreamweaver the best website design
program to use for just about anybody. Apart from Frontpage, which | think is basic
and requires no skill at all. On top of that | think that Frontpage does not allow you to
produce as good results as Dreamweaver does.

How | would approach this in the future?

1. To achieve a truly professional look, | would make the whole website using
CSS. | have learnt this already in my spare time, but | think that CSS is only to
be used when you are producing a large amount of web pages that all need to
be identical in the areas of layout and style. Coding CSS into a page is time
consuming and took me a long time to do for a different website that |
designed. Using CSS would make the whole website automated, so that when
| change my external CSS file (my template) all of my pages will also change,
saving a large amount of time.
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