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Comparing my Business Documents

You are only comparing two of your business documents.  These have to be created using different software applications.  You can choose which ones to compare.
You need to write in paragraphs covering the following points.

Use font size 12-14 Times New Roman ONLY; not Word Art. 
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Compare and discuss the following aspects of two of your documents (These documents must have been produced using different software)





What is the purpose of each document e.g. To provide a special offer or to remind someone of an event etc. 


What size paper has been used? (This handout is A4- A3 is the largest, A5 is the smallest).


What fonts have been used? 


What colours have been used for the fonts and background?


Describe any images or logos used.  What colours have been used?  Where on the page is the image or logo?


Where on the page is the largest area of blank space?








Discuss why you chose the software selected to produce the documents and an alternative application that could have been used.


Examples:-





“Word by Microsoft is a useful program for mail merge because it has a built in helper or wizard that is easier to use”.  


Explain in detail why you would use word for mail merge; the advantages and disadvantages of using this software.


“Excel allows calculations to be used to work out the total costs of buying products”.  


Explain in detail why you used Excel to produce your invoice and your database for the mail merge.  


“Publisher enables leaflets to be produced from templates and then personalised”. 


Discuss the advantages and disadvantages of using this software and its features.








You now need to discuss whether your documents are sustainable.  This means can they be used again for a similar purpose without a lot of alteration





Example





If the same mail merge was needed in the future sent to different people. Could your documents be used again or would you have to re-type the letters?








Finally you need to discuss the improvements you could make to your documents.





What improvements could you make to your letter and the one collected so that next time a mail merge is done the letter would not need to be typed? e.g. A store of letters could be saved and each one selected when needed.


What improvements would you make so that your letter looks more professional? Write about: Font size, style, layout, headings, space, images, word art, graphs, writing style. 


What improvements could be made to your invoice to make it easier to use?


What improvements could be made to your flyer so that it could easily be changed for a new purpose?
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