[image: image2.png]



Peter Faulks – Worksheet Text


	Title or Task: 
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	Description:
	 

	Files Required
	

	Suitable for Classes:

	 AIT •  Multimedia • Cert II IT • Cert II Bus

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 

	Date Due:


	  

	Task Brief:
	In class lesson

	Outcomes:
	 


Items highlighted in yellow are tasks for you to complete
Items in Blue italics are help tips

These pages are designed to show you how to use software packages; various software updates may have taken place so some pages will not apply to versions other than those listed here. In some cases data files may be required.

Week 1   Lesson 2

Setting up Portfolio 1

Digital Photographs

Setting up cover sheet Journal Time Plans Evaluation sheets

Now

Create a presentation folder and a Power Point showing samples and information on text and audio.

	

	Your portfolio allows you to demonstrate the process you used as well as the products you have created. It is a record of all the work you do. Your portfolio will include all the activities you complete through the unit as well as any preparation and drafts created for Task 1 and Task 2. Your portfolio will hold templates for surveys and journals stationery and other paperwork plus will also include two power points explaining the skills learnt.

	Use the portfolio web template and set links to each document and the power point portfolios

Portfolio 1  

Text & Formatting

.docs word Cover Pages etc.

Portfolio 2   

Concepts & Design

.ppt. on design & audio

Portfolio 3    

Multimedia

.ppt. on images creativity



	Your Task

Your portfolio will include:

1.
All production drafts and other activities

As you work through each week you will be using the Technology Design Process and creating drafts to help you complete Tasks 1 and 2. You will need to keep copies of these and include them in your portfolio. You will also complete other activities as you investigate Information Technologies. These are also to be added to your portfolio.

2.
Any electronic files

All your electronic files should be saved, named and filed appropriately and included as part of your portfolio. Week 1 contains help on naming and saving files correctly.

3.
Your journal 

This is a journal in which you explain how you created your designs, images, audio and video files.  You can also use a journal to reflect on what you have achieved, any areas you would like more help on, and any thoughts you have on information technologies or the Technology Process.

4.
The task evaluations

At the end of each task you will complete an evaluation where you can comment on how you found the task, any problems encountered, and anything you would do differently in the future.



	Saving and Sending your Portfolio

Your portfolio will be in both hardcopy and digital forms. 

The digital portfolio will probably be quite large by the end of semester so you may need several disks to save your work. Depending on what hardware you have available, these may be floppy disks or CD’s. 

You may also need to produce drafts using paper and pencil, therefore it is advisable to have a folder in which you can place your hard copies in an organised manner. Plastic sleeves and/or dividers would be a good idea. You will only need one folder for all tasks.

If you have access to the technology, use a scanner to create a digital copy of your paper and pencil drafts.  That way you can send your drafts to me via email or on disk.

You can send your work to me via email, fax or by post or I will view with you in class.


Text and Formatting

Slide 1 Cover page 

Text and Formatting

Slide 2 Table of Contents

Slides 3 onwards 

a) Text Definition

b) Text Font Samples

c) Creative Fonts

d) Text Formatting

Slide 3 Text Definition

Look up the following – show examples and explain

· Typeface 

· Points 

· Subscript 

· Serif 

· Sans Serif 
2 Text Font Samples

1. Show some examples of different fonts

2. Show drop caps

3. Show indents

Some fonts are standard to different types of technology. The general default font for Microsoft Word is Times New Roman, the general mobile phone text message font is Arial Unicode MS or Lucida Sans, and the standard internet font for information pages is usually Arial. Every font is different, and can express a different theme, convey the tone and purpose of the text, set a mood for the reader or quickly draw attention. 

Fonts are used to personalise emails, decorate and individualise work and adjust to the purpose of the text. Some fonts are easy to use (eg. Times New Roman, Arial, Comic Sans MS and Courier) and are ideal for documents and word processing, making it easily legible for readers.

Other fonts are used to draw attention (eg. Copperplate Gothic Bold, Marketpro, Rockwell Extra Bold) as they are bold and east to read. Some fonts can be used to link the text to the ideas in the text (eg. Roaring Fire could be used to title a thriller novel).

The simpler the font is, the easier it is to read, therefore, if you are creating something for a young audience, make your fonts very simple so it will suit their reading skills. If you are going to write a lot of text, then keep your font simple too or it looks confusing.

Fancy fonts are best left for simple headings. San Serif fonts are usually used for headings and serif fonts are usually used for body text, because they help the reader to read. The serifs are typically thought of making the eye flow letter to letter easily.

There are thousands of fonts that people have on their computers. If you are designing web pages, it is very sensible to choose common fonts that people will have on their computers.
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3 Creative Text

i.e. Your name
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Show at least four examples of word art using shapes fill effects (pattern or pictures), text direction and various styles. 

4. Text Formatting (Show samples and explain each)

· Justification 

· Tabs 

· Line Spacing 

· Simple Text 

· Bullets 

· Case

· Page Break 

· Text Wrap
· Select four from the list and explain in your portfolio.
· Leading is the 

· Kerning is the
· Justification is the 

· Typeface 

· Points 

· Subscript 

· Serif 

· Sans Serif 

· Justification 

· Tabs 

· Line Spacing 

· Simple Text 

· Bullets 

· Case

· Page Break 

· Text Wrap

Slide 1 Cover page 

Text and Formatting

Slide 2 Table of Contents

Slides 3 onwards 

e) Text Definition

f) Text Font Samples

g) Creative Fonts

h) Text Formatting

Slide 3 Text Definition

Look up the following – show examples and explain

· Typeface 

· Points 

· Subscript 

· Serif 

· Sans Serif 
2 Text Font Samples

1. Show some examples of different fonts

2. Show drop caps

3. Show indents

Help Pages Follow


Typeface:

	Oldstyle
	· Diagonal stress

· Serifs on lowercase letters are slanted

· Moderate thick/ thin transition in the strokes

· Ideal for extensive text


	Slab

Serif


	· Vertical Stress

· Serifs on lowercase letters are thick and horizontal

· Very little or no thick/ thin transitions in the strokes

· Ideal for extensive text


	Sans

Serif
	· No stress because there is no thick/ thin transition

· No serifs anywhere

· No thick/ thin transitions in the strokes

· Ideal for contrasting titles


	Modern
	· Vertical Stress

· Serifs on lowercase letters are thin and horizontal

· Radical thick/ thin transitions in the strokes

· Ideal for cold, elegant titles


	Script
	· Appear to have been handwritten with a calligraphy pen or brush

· Should be used sparingly 

· Cannot use for extended text

· Never write in all capitals

· Ideal for very large titles


	
	· Fun and distinctive

· Cannot use for extended text

· Ideal for titles



Size: Refers to the size of the font

· Drastic changes in size works extremely well

· A lot of white space and small writing works well

· Lowercase can be larger than all uppercase

· Use a graphic element in an unusual size

Weight: Refers to the thickness of the strokes

· Contrast light, medium, semi-bold and bold font

Structure: Refers to how the font is built

· Use families with different structures

· Monoweight versus thick/ thin transition

· Compressed versus extended font

Form: Refers to the shape of the font

· Capitals are distinctly different from lowercase

· Roman versus italic

· Never combine two italic forms

Direction: Refers to the slant of the font

· Slanting upward to the right creates positive energy]

· Vertical re-direction of type can create a dramatic effect

· Tall, thin column of type versus long, horizontal typeface

Colour: Refers to the colour or degree of black of the font

· Warm colours (reds & oranges) come forward and command our attention

· Cool colours (blues and greens) recede from our eyes

· Degree of black changes according to the fonts; form, structure, space inside letters, space between the letters, space between the lines and size of the type


	Oldstyle 24PT
	Book Antiqua

Calisto MT

Times New Roman
	Bookman Old Style

Garamond

	Slab serif 24PT
	Copperplate Gothic bold

Copperplate Gothic Light
	Courier New

Georgia



	San serif 24PT
	Arial Narrow

Arial

Arial Black

Haettenschweiler

Lucida Console

OCR A Extended

Tahoma

Lucida Sans Unicode
	Abidi MT Condensed Light

Andale Mono

Century Gothic

Impact

News Gothic MT

Trebuchet MS

Verdana



	Modern
	
	

	Script 24PT
	Comic Sans MS

Lucida Sans

Matisse itc

Tempus Sans ITC
	Lucida Handwriting

Monotype Corsiva

	Decorative 24PT
	Westminster
	



	Oldstyle (Italics) 24PT
	Book Antiqua

Calisto MT

Times New Roman
	Bookman Old Style

Garamond

	Slab serif

(Italics) 24PT
	Copperplate Gothic bold

Copperplate Gothic Light
	Courier New

Georgia



	San serif

(Italics) 24PT
	Arial Narrow

Arial

Arial Black

Haettenschweiler

Lucida Console

OCR A Extended

Tahoma

Lucida Sans Unicode
	Abidi MT Condensed Light

Andale Mono

Century Gothic

Impact

News Gothic MT

Trebuchet MS

Verdana



	Modern 
	
	

	Script (Italics) 24PT
	Comic Sans MS

Lucida Sans

Matisse itc

Tempus Sans ITC
	Lucida Handwriting

Monotype Corsiva

	Decorative (Italics) 24PT
	Westminster
	



	Oldstyle 22PT
	BOOKMAN ANTIQUA

CALISTO MT

TIMES NEW ROMAN
	BOOKMAN OLD STYLE

GARAMOND

	Slab serif 22PT
	COPPERPLATE GOTHIC BOLD

COPPERPLATE GOTHIC LIGHT
	COURIER NEW

GEORGIA



	San serif 22PT
	ARIAL NARROW

ARIAL

ARIAL BLACK

HAETTENSCHWEILER

LUCIDA CONSOLE

OCR A EXTENDED

TAHOMA

LUCIDA SANS UNICODE
	Abidi MT Condensed Light

Andale Mono

Century Gothic

Impact

News Gothic MT

Trebuchet MS

Verdana



	Modern 
	
	

	Script 22PT
	COMIC SANS MS

LUCIDA SANS

Matisse itc

TEMPUS SANS ITC
	LUCIDA HANDWRITING MONOYPE CORSIVA

	Decorative 22PT
	WESTMINSTER
	


Peer-Evaluation of Task 

(Portfolio Text & Formatting)

Evaluation of Task : 4       Created by:
Evaluated by:                       
Date  

You are required to honestly evaluate a student presentation. 

You must give this sheet to the student so that they can put it in their Task Portfolio.

Please circle the appropriate response:

Very Poor
Poor
  Not Good
Good
 Quite Good
Very Good
Excellent

The ‘Task’ presentation is well-designed:

	(((
	((
	(
	(
	(
	((
	(((


The Task presentation has all the items required for this task:

	(((
	((
	(
	(
	(
	((
	(((


The information included is relevant to the task:

	(((
	((
	(
	(
	(
	((
	(((


There is a reference list of all sites and resources used:

	(((
	((
	(
	(
	(
	((
	(((


Descriptions  used are appropriate in this ‘Task’ presentation:

	(((
	((
	(
	(
	(
	((
	(((


Overall impression of the ‘Task’ presentation.

	(((
	((
	(
	(
	(
	((
	(((


Evaluator please complete the following:

My favourite thing about the Task presentation was:

Evaluator please complete the following: One suggestion for improvement is:

Evaluator  General Comment:

Signed by evaluator:___________________________ 
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Typeface Design








Typeface Design








Typeface Design








Typeface Design








Typeface Design













