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Module 4 

Combining and presenting information 

About this Module Learning Outcomes/Success Criteria (WILF) : 
 In this module pupils learn to combine an present information in ways that 
are fit for purpose and audience.  Organise and integrate information of 
different types to achieve a purpose, using accepted layouts and 
conventions as appropriate 
They learn to use communication software effectively to  meet the 
requirements of a straightforward task.  They learn how to combine 
information within a publication for a familiar audience and purpose.  
Pupils learn to read, send and receive electronic messages with 
attachments and demonstrate the need to stay safe and respect others 
when using ICT-based communication 

� All: Must be able to combine and present information in ways that are fit for 
purpose and audience for a straightforward task; read, send and receive 
electronic messages with attachments 

� Most: Should be able to use a suitable communication task to meet the 
requirements of a complex task; use collaborative tools appropriately; 
organise and integrate information of different types to achieve a purpose, 
using accepted layouts and conventions as appropriate. 

� Some: Could be able to organise electronic messages, attachments and 
contacts effectively; evaluate the selection, use and effectiveness of ICT tools 
and facilities used to present information; work accurately and check accuracy 
using software facilities where appropriate. 

Where the unit fits in: Cross- curricular Links: 

�   Digital Literacy 
� Finding, retrieving and validating information 

� Safety, Security and the Law 
� Online Safety 
� Responsible Use 
� Respect and Etiquette 

 
� Information Technology 

                                           
 

         

Literacy :  
Learn a range of vocabulary 
Explaining and justifying responses 
 
PSHE: 
Awareness of e-safety and online behaviour 
 
Maths 
 
SMSC: 
Social – How to behave online 
Moral – Listening to others and working as a class; understand the need to stay safe 
and respect others when using ICT-based communication 
Cultural – To be aware of the information age we live in. 
 

    



  Module Week Topic  Learning Objectives and Activities Learning Outcomes Resources 

4 1 Combining 
and 
presenting 
information -
1 

� identify features of effective 
publications 

 
Select five student and ask to answer the 
following questions:  

� Who is it aimed at? Who is the target 
audience? 

� Why was it produced? (to inform, 
entertain, sell, collect, etc.) 

� What is in it? (types of information only, 
e.g. text, images, charts) 

� How is it presented? (paper size, 
orientation, most striking formatting 
feature), and 

� what mark out of 10 do they give it and 
why 

Enter the keypoints on to a table and ask them 
whether they agree or not. 
Tell students to look at the three publications on 
page 3 and ask them to answer the questions 
above them. 
Explain to students how content is laid out and 
that they can map out layout of a page to show 
what the components are and how they fit 
together. 
Stress that the success factors for an effective 
publication include 

� what information is selected (fit for 
purpose and audience) 

� how types of information are combined 
(text, images and other components)  

� how they are presented (page layout, 
use of colours and text styles, etc). 

… especially on a front page! 

Students will be able to: 
� identify the purposes of , target audience 

for and features of different types of 
publications 

� map out page layouts  

� describe text styles 

 

Resources 
Study Module 7 
Key vocabulary 
types of publications: 

poster  presentation  website  
brochure  information point 
report  personal / business letter  
newsletter  flyer factsheet 

requirements 
fit for purpose 
fit for audience 
content 
storyboard 
layout 
image 
text 
style 
on paper 
on screen 
 
Homework( 30 minutes) 
 
Ask students to: 
(1) complete Skill Builder 7.2. (Tell 
them to design a table and enter 
their short descriptions into it.)  
 
 
 
 



  

4 2 Combining 
and 
presenting 
information -
2 

� plan a publication 
 
Ask students to think of  

� how they would present this 
information, e.g. text (address), image 
(map), or combination of both 

� where  
� in what style (e.g. small/large text) 

Ask several students and discuss their answers 
with the group.  
Draw their attention to what is said about 
allocating sufficient time for reviewing their 
work. Stress that allowing quality time for a final 
review and making improvements is especially 
important in the test.   
Remind students of information overload – a risk 
you first identified when looking for information 
on the internet.  Ask them how they can avoid 
the risk of information overload in publications. 
Answer: be selective, just as with information 
found on the internet. 
State that ranking information is a good 
approach (paragraph 4) but stress that ranking is 
publication-specific: the same picture might have 
different rankings for a digital poster and paper 
flyer. 
Go through the points made in the sections on 
text, images, table, and graphs and charts. 
Remind students of the need to review the layout 
of their work regularly.   
Introduce the term AutoShape and show them 
how they can copy an AutoShape 

Students will be able to ... 
� analyse requirements  

� match types of publications to 
requirements 

� rank information for specific 
publications 

� set success criteria for publications 

� review effectiveness of layouts 

Study Module 7 
2 sheets of A4, one white, one 
different colour 
Key vocabulary 
types of publications: 

poster  presentation  website  
brochure  information point 
report  personal / business letter  
newsletter  flyer factsheet 

requirements 
fit for purpose 
fit for audience 
content 
storyboard 
layout 
image 
text 
style 
print 
on screen 
 
Homework ( 40 minutes) 
. Where will information go? Use, 
format and label AutoShapes to 
create two outline layouts for a 
paper-poster to advertise the 
Charity Ball to 16-19 year olds. 
Write a short statement saying 
which one is better and why. 
2. Read section What styles? 
(pages 9 -10) 
3. Where will the picture go? 
Complete Skill Builder 7.4. 
4. Where will the text go? 
Complete Skill Builder 7.5. 



  

3 Combining 
and 
presenting 
information - 
Printed 

� plan and carry out the production of a 
paper-based publication  

� apply a mark scheme 
Tell students in order to create a presentation 
they should be 

(1) understanding requirements 
(2) planning, then doing 
(3) reviewing, checking and improving 

Explain to students that they all start today with 
the printed poster. Remind them the tips for 
choosing suitable software.  
Draw up a list of key terms for important 
software tools and features and check students 
know how to use them. 
Tell students that in their planning they need to 
allow quality time for all three. Reviewing and 
checking need to be part of their planning. 
Inform students that there are digital images 
they can use, and remind them that they can edit 
and format them. 
Set a time limit that will challenge your students. 
Explain to students that they have such limited 
time. 
Show students the mark scheme and explain that 
marks are awarded in five categories. Explain 
what the five categories are. 
Pair-up students. 
Self-assessment 
Ask students to honestly assess their own work 
and enter the marks they award themselves into 
the fields under the heading Own Marks. 
Peer-assessment 
Ask students to exchange mark sheets, fairly 
assess their partner’s poster and enter marks 
they award a fellow student in the fields under 
the heading Peer Marks. 
Ask students to identify weaknesses (a) in their 
work, and (b) in their ways of working, from 
understanding the requirements to saving the 
final version.  Ask them to draw up a personal 
improvement plan with targets and time scales. 
 
 

Students will be able to ... 
 

optimise computer settings and 
interface features for the task in-
hand  
• manage the storage of 
information needed for a 
publication  
• select and combine appropriate 
types of information  
• select page designs and layouts 
that are fit for purpose and 
audience  
• select and use appropriate 
language and formatting  
• review own work and ways of 
working • check for accuracy, 
meaning and fitness for purpose • 
 minimise risks of losing the 
publication • use a mark scheme to 
assess own and somebody else’s 
work  
• draw up a personal improvement 
plan 

Study Modules 1 – 7 and 
associated data files 
Key vocabulary 
Desktop publishing: 
Master Page  
Duplicate page 
Apply Master Page 
Sections 
Publication designs 
Schemes 

� Colour 
� Font  

Design checker 
Graphics manager 
Styles 
3-D style 
Shadow style 
Formatting 
Auto-fit text 
Guides 
Homework (30 minutes) 
Ask students to: 

1. revisit Skill Builder 7.1.1. 
2. plan and start work on 

the 1-page flyer as 
specified in Skill Builder 
7.9. 

3. keep a log of: 
a. time spent, 
b. things found 

easy to do, 
c. things found 

difficult to do, 
d. actions for 

improvement 
plan. 

 
 



  

4  Combining 
and 
presenting 
information - 
Presentation 

� plan and carry out the production of a 
screen-based publication 

� apply a mark scheme 
 

Ask students to recall the requirements for the 
presentation. 
Remind them: reduce the risk of getting it wrong 
by checking the instructions, do not rely solely on 
what you think you remember from first reading 
them! 
Explain to students that they do not have to work 
with numbers to create a chart – this has been 
done for them. Graphs are provided but it is up to 
them to select the most appropriate. 
Ask students how many graphs are provided and 
how many of those show the break-even point.  
Spoilt for choice? Remind them to rank the 
graphs, at least mentally. 
Remind students of the image bank for their 
posters and inform them it is available for their 
presentation. 
Ask students how the target audience for the 
presentation differs from the target audience for 
the poster.  What does that mean for their use of 
language, style, colour, etc? 
Show students the choice of ready-made slide-
layouts and ask them to choose the most 
appropriate category. 
Remind students that they need to consider 
writing styles, selecting and formatting texts and 
images, use of colours, etc. based on the 
requirements. 
Remind students that optimising system settings 
and interface features is part of planning and 
getting ready. 
Remind them to review, evaluate and improve 
 
Give them the mark scheme and ask them to 
assess their own as well as do peer- assessment. 
Ask students to compare and discuss their 
decisions. 
 
 
 

� optimise computer settings and 
interface features for the task in-
hand 

� manage the storage of information 
needed for a publication 

� select and combine appropriate 
types of information 

� select slide designs and layouts 
that are fit for purpose and 
audience 

� select and use appropriate 
language and formatting  

� apply suitable actions, animations 
and transitions 

� review own work and ways of 
working 

� check for accuracy, meaning and 
fitness for purpose 

� minimise risks of losing the 
publication 

� use a mark scheme to assess own 
and somebody else’s work 

� draw up a personal improvement 
plan 

time permitting 

give a presentation  

Resources 
Study Module 7 
SAM and Mark Scheme 
Images:  
L19.1-5slides 
L18.3-Bear1-for-your-text 
L18.4-Bear2-for-your-text 
L18.5-Bear3-for-your-text 
L18.6-group-of-bears 
L18.7-2bears-standing 
L18.8-2bears-sitting1 
L18.9-2bears-sitting2 
L18.10-bear1 
L18.11-bear2 
L18.12-bear3 
L18.13-bear4 
Homework (40 minutes) 
Ask students to:  

1. Improve their 
presentation, save it 
under a new file name, 
and remark it themselves 

2. Draw up an personal 
improvement plan from 
lessons learnt creating 
and marking the 
presentation covering: 

a. the quality and 
effectiveness of 
what they 
produce, e.g. the 
poster 

b. their own ways 
of working 

3. Complete the digital 
poster 



  

5 Using ICT to 
communicate 

� use email effectively and appropriately 
 
Take students through the components of an 
email and explain how email can be used as an 
effective means of ICT-based communication. 
 
Ask students to prepare emails, add relevent 
details to the body of the message, attach 
relevant publication, make sure email has been 
delivered, take screenshot, add their mane to 
headers and footer. 
 
Ask studenst to peer assess the screen shots 
checking if the email is fit for purpose, subject 
given a meaningful name, fit for audience, 
attachment done,  body of the message – 
formatting, language used, spelling and 
grammar errors, not written with CapsLock on  . 
 
Take students through the do’s and don’t’s of 
email etiquette. 
Explain what spam is and take them through the 
risks of spam emails. 

Students will be able to: 
� send emails that are fit for purpose 

and audience 

� follow email etiquette to respect 
others 

� stay safe online 

� carry out email housekeeping 

Resources 
Study Module 8 
Key vocabulary 
Email 
Mail folders 
Inbox 
Outbox 
Sent box 
Drafts 
Deleted items 
Spam / Junk 
To… CC… BC… 
Subject line 
Text body 
Attachment 
Format 
Spam / Junk 
Phishing 
Address book 
Etiquette 
AUP 
 



  

 
 

Homework (40 minutes) 
Ask students to: 
(1) complete Skill Builder 8.1. 
(2) create and save at least one 
digital signature (if possible two 
or three for different emails, e.g. 
formal and informal) 
(3) read section Managing your 
inbox (page 6) 
(4) do some email-housekeeping, 
e.g. delete emails no longer 
needed, archive emails 
(5) have at least three entries in 
their address book with email 
addresses that can be accessed 
during lessons 
(6) compare and contrast email 
with three other ICT tools used 
primarily to communicate. Create 
a 4-column table with the 
headings ICT Tool, Advantages, 
Disadvantages and My Ranking.  
Enter details, then sort the records 
in rank order. 
 

6 Formal 
Assessment 
and Feedback 

� Perform a formal written and practical 
assessment (Functional Skills exam style) 

� Give assessment Feedback 

Students will be able to ... 
 
� exhibit their knowledge on combining 

and presenting information 
� respond to feedback 

Sample Assessment Papers from 
Pearson Edexcel 


