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Organise and integrate (covers skill standard 1.10.1, 2.9.1)
You will need to know how to combine information such as text, charts, images and so on to create different types of document.

The documents you need to know about are:
· letter 

· flyer 

· newsletter 

· information sheet 

· invitation 

· email 

· poster 

· multi-media presentation 

· leaflet  (Level 2 only)

· report  (Level 2 only)
For each of the above you should know the purpose of each and layouts appropriate to each. 

Some of these documents require standard information, that is information that is expected to be present.
	Standard information expected

	Letter
	Email

	· date of letter

· sender's name and address

· receiver's address

· salutation (e.g. Dear Mrs Smith)

· complimentary close (e.g. Yours sincerely)
	· receiver's address

· cc (optional)

· bcc (optional)

· subject of email


Chapters in the book cover the content of all the above documents except for flyer.
A flyer is a small sheet of paper, often A5 size, which is used to advertise something. It is like a mini poster but unlike a poster which is designed to be pinned up on a notice board and read from a distance, a flyer is designed to be handed to someone or pushed through a letter box to be read at leisure.

Once you have created your document you should check it to see if the following are true:
· you have used a font and font style that can be clearly read 

· any image(s) are appropriately sized to suit the document

· any objects that need grouping have been grouped  to suit the document 

· you have made good use of the screen or page size – not too much white space 

· the different components are balanced appropriately – images not too large, tables sensibly sized, heading text distinguished from other text etc.

· you have split text as appropriate (e.g. into paragraphs) 

· headings have been entered as appropriate 

· you have used multi-level bulleted list(s) and numbered lists as appropriate (Level 1 students will be expected to only use simple bulleted lists)
· any tables you have used have been adjusted appropriately 

· you have used text wrapping, behind/in front of an image or text box as appropriate (Level 2 only)
· text boxes have been used where appropriate and sized appropriately (Level 2 only)
· in slides the use of transitions, builds, animations and timings are appropriate (Level 2 only).
You will need to know how to:
· set page orientation (e.g. landscape, portrait)

· set up page layout including page breaks, line spacing, margins and columns 

· insert headers and footers 

· use page numbering 

· produce handouts of slides from presentation software (i.e. 6 slides per page and 3 slides per page).
You will need to know how to combine different objects into your documents. These could be any combination of:
· text

· graphics

· charts and graphs

· tables

· numerical data

· record data from a database

· video and sound files. 

You will have lots of practice doing the tasks from the book.
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