Stage 2 Information Processing and Publishing

Assessment Type 1 – Practical Skills
Business logo and Mail merge
Scenario
You have been approached by one of your relatives to design a logo for their new business. They want their logo to be unique and relevant to the business.  All relevant contact details must be included on the stationery.
Many businesses rely on a process called “mail merge” to combine a master letter and a table of personal details in order to produce a large number of individualised documents. Your relative has given you a hand written letter which they wish to have sent to a list of individual clients.
Assessment Task

You are to use the design process to create a logo for your relatives business - this logo must be unique, and will be located on the mail merge letter that you will create.
You are to type and correctly format the attached hand written letter. It is important that you ensure that all details are correct, including spelling and grammar. You will also need to create a table of personal details from the five records attached and conduct a mail merge to create five individual letters.
You will need to submit:
• The master document
• The data source (table of personal details)
• The five merged letters
• An evaluation reflecting on the process used and application of the design principles (maximum of 500 words)
Attention to detail is important in this task so ensure that you check all of your final documents carefully.
Learning Requirements
1.
Understand, select, and use appropriate hardware and software for the completion of text-based communication tasks
2.
Apply manipulation and organisational skills to the use of information-processing technology
3.
Apply layout and design principles to the production of text-based documents or presentations
4.
Understand and apply the design process in planning and producing text-based products
5.
Evaluate text-based products and the design process used.

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

DA2
Application of manipulative and organisational skills in the use of information-processing technology.

DA3
Application of layout and design principles to the production of text-based documents or presentations.

DA4
Application of the design process in planning and producing text-based products.

AE2
Evaluation of text-based products and the design process used.

This task has been exemplified with the kind permission of A Mabarrack and D Larkins, Seymour College
	
	Understanding
	Development and Application
	Analysis and Evaluation

	A
	Comprehensive understanding of the most appropriate hardware and software for the completion of text-based communication tasks.

Comprehensive understanding of the design process in planning, producing, and evaluating text-based products.

In-depth understanding of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.
	Discerning selection and highly proficient use of appropriate hardware and software in the completion of text-based communication tasks.
Highly proficient application of manipulative and organisational skills in the use of information-processing technology.

Consistent and thoughtful application of layout and design principles to the production of text-based documents or presentations.
Comprehensive and well-considered application of the design process in planning and producing text-based products.
	Perceptive and thorough analysis and evaluation of the impact of social, ethical, and/or legal issues most closely related to information-processing and publishing technologies.

Discerning and thorough evaluation of text-based products and the design process used.

	B
	Well-informed understanding of appropriate hardware and software for the completion of text-based communication tasks.

Well-informed understanding of the design process in planning, producing, and evaluating text-based products.

Well-considered understanding of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.
	Well-considered selection and proficient use of appropriate hardware and software in the completion of text-based communication tasks.
Proficient application of manipulative and organisational skills in the use of information-processing technology.

Thoughtful application of layout and design principles to the production of text-based documents or presentations.

Well-considered application of the design process in planning and producing text-based products.
	Well-considered analysis and evaluation of the impact of social, ethical, and/or legal issues closely related to information-processing and publishing technologies.

Well-considered evaluation of text-based products and the design process used.

	C
	Informed understanding of appropriate hardware and software for the completion of text-based communication tasks. 

Competent understanding of the design process in planning, producing, and evaluating text-based products.

Informed understanding of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.
	Considered selection and use of appropriate hardware and software in the completion of text-based communication tasks.
Competent application of manipulative and organisational skills in the use of information-processing technology.

Competent application of layout and design principles to the production of text-based documents or presentations.

Competent application of the design process in planning and producing text-based products.
	Considered analysis and evaluation of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.

Competent evaluation of text-based products and the design process used.

	D
	Some recognition of hardware or software for the completion of basic text-based communication tasks.

Some understanding of basic aspects of the design process in planning, producing, and evaluating text-based products.

Awareness of some impacts of social, ethical, or legal issues that are partly related to information-processing and publishing technologies.
	Partial use of basic hardware or software in the completion of basic text-based communication tasks.

Some application of basic manipulative and organisational skills in the use of information-processing technology.

Some application of basic layout and design principles to the production of text-based documents or presentations.

Basic application of some aspects of the design process in planning and producing one or more text-based products.
	Some awareness of the impact of one or more social, ethical, or legal issues related to information-processing and publishing technologies.

Some basic assessment of text-based products, with some reference to the design process.

	E
	Identification of aspects of hardware or software related to text-based communication tasks.

Some recognition of limited aspects of the role of the design process in planning, producing, and evaluating text-based products.

Limited consideration of any issues that may be related to information-processing and publishing technologies.
	Attempted use of basic hardware or software in attempting text-based communication tasks.

Limited application of manipulative and organisational skills in attempting to use information-processing technology.

Attempted use of elements of layout and design principles in the attempted production of a text-based document or presentation.

Attempted application of one or more aspects of the design process in planning and attempting to produce a simple text-based product.
	Emerging awareness of one or more aspects of the impact of a social, ethical, or legal issue related to information-processing and publishing technologies.

Attempted description of one or more text-based products, with limited reference to the design process.
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