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Unit 212: Artwork and imaging software 2

Handout 2 – Produce information

How to produce information that communicates effectively and accurately
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Information can be defined as a collection of data from which results may be drawn, or a message that is received and understood.

Information can consists of data, text, images, sounds, etc; and can be presented in a number of different ways eg 

· Documents 

· Radio 

· TV

· Face-to-face (verbal or body language)

· Other electronic media eg computers, etc.

As humans we communicate with each other. “Communication” is the passing of information between us where we get some meaning from the information provided. 

For communication to be effective the information has to be produced accurately, taking into account time, content, meaning, organisation of the information, and the needs of the audience. For example need of the audience could be to make an article available in large print, Braille, or audio format.
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These days we mostly rely upon computers to produce information. Below are some points that need to be considered when using ICT equipment to produce information:

· Save work regularly to avoid losing information

· Experiment with new tools to produce information in a variety of ways

· Learn to use software to manipulate text, graphics, movies, etc.

· Be consistent in the format used within one document

· Create and use templates and formats for producing specific types of information 

· Exchange information according to peoples’ needs eg email, hardcopy, audio, etc.

It is important to present information in a format that is appropriate for the purpose and meets the needs of the intended audience eg paper-based materials, multi-media presentations or development of a website. 

The use of a computer word processor to produce information provides its user with many benefits eg 

· Easy to make changes to a document. You can move, change, delete, save, and format all your ideas as many times as you like without having to write the whole document over and over again. This also saves a lot of time to produce information in a variety of ways. 
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· It is easy to share and store files electronically 

· A document can be changed and edited to suit the needs of different users within a few clicks eg the size of text from point 12 to point 18, and the font from Times to Arial, etc. 

· Provides the ability to check spellings and grammar by build in dictionaries

· Words and sentences can be inserted, amended or deleted when and where required

· Multiple copies of letters can be generated with different addresses easily

· Easily create letters, reports, memos, e-mails, books, etc. using the same text

Using word processing software can improve written communication to be more effective, accurate, produced in less time with better content and meaning, and to suit the needs of different audiences. 

Below are some points to presenting information containing images:

· [image: image4.png]


Appropriate images make text easier to understand and more attractive

· Images, photographs, drawings, and symbols should be used to support text

· Don’t overdo use of images/pictures in a document

· Don’t used images that are biased or can be considered offensive

· Place images in suitable positions on the document

· Use coloured pictures, rather than plain black and white

· The best pictures are the simplest 

Practical Task

Find some text you have created in the past and make the following changes to it:

· Change the format of the text to make it read simpler

· Add suitable images to the text to make it look attractive

· Change the format of the text to suit a person with limited eyesight
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