Unit 2 Outcome 3

Group Task Booklet


This booklet outline all tasks needed to be completed by members of the group.
Please make sure to submit the task in this format.

What you have to do

1) Analysis

a) Define the problem – rewrite the problem in your own words by providing a succinct and logical problem statement.
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

b) Identify input and output requirements - analyse the problem by describing input and output requirements using an IPO chart.  In the Input column of the IPO chart list all input data and graphics that will be used.  In the Processing column ensure that you include all manipulation of data that will take place.
	INPUT
	PROCESS
	OUTPUT

	Size Of Shirt email Link
	Opens email program
	An email being sent to shop requesting order.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


c) Identify any constraints - the constraints should identify any restrictions on the solution.  These might include the software or hardware to be used, how often the information needs to be produced, other. 
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

d) Identify and describe the audience and their characteristics.
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
e) Prepare a project plan (task analysis table) that identifies tasks, duration, milestones, and dependent tasks.
i. List and describe the tasks that need to be completed in order to solve the organisational problem.
ii. Order the tasks into a logical sequence.

iii. Establish milestones (achievement of a significant stage in the project with zero time duration; markers of a task completed and are not tasks themselves).  You may use the following headings to help categorise the tasks and their milestones -

· work out exactly what the problem is (analyse)

· plan a solution that would work (design)

· create the designed solution (develop)

· check that the solution works in every case (test)

· start using the solution (implement)

· check that the solution meets expectations (evaluate)

iv. Estimate the time required to complete each task.
v. Define the person/s responsible for each task.
vi. Identify dependent tasks (the other task/s that must be completed before this task can be commenced).

	Task Number
	Task Name
	Description
	Duration
	Resources Required
	Task Milestone
	Dependent Task (Predecessors)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


f) Create a Gantt chart for the whole project. Use MS Excel or MS Word.  The Gantt chart must include all of the information listed in the project plan.
2) Design

Each team member needs to produce a design for the website and a design brief for the project based on the information gathered in the Analysis phase.

(a) Each team member must produce fully annotated page layouts for each Web page using the appropriate plans.  These include: 

i. titles and text to be contained on each page

ii. non-text content such as images, animation, sound, video

iii. navigation pathways and links

iv. the website should be 4-8 Web pages in length

(b) Each team member should produce a site map that shows the hyperlink interrelationships between the web pages (how the pages link to each other and to external sites).

(c) Team discussion should take place to determine:

· the best design option or variation of it 

· formats and conventions to be employed by team members when completing their part of the publication

· file naming scheme

· page layout

· colour scheme

(d) Each team member must write a brief report that discusses why/why not her design option was chosen.  The discussion should include reference to positive and negative elements of the design option and a conclusion about the final selection.  The group then submits the designs to the leaders of both campuses for discussion and approval.
(e) As a group And individually apply techniques and procedures to manage the production and handling of electronic files:

· Name files in a manner that is logical and meaningful

· Files, folders and directories are appropriately named 

· Files and folders are named in a logical and consistent manner

· Include author’s initials, date of production and relevant title in the file name

· Ensure that file names are unique

· Use correct file name extensions so that the software type is apparent

· Draw your file directory

· Store files in their correct folders and directories

· Screen dump your file directory after you complete this outcome task

· Back-up copies of files have been made as a disaster-recovery strategy procedure 

· Files are stored on your student drive, and a removable storage device such as a USB memory stick.

· Add the full directory pathway as part of the footer in any hard copy output.

3) Development 

Use web authoring software to produce the website.

a) Depict a range of functions, techniques and procedures used to process data – use a range of functions to produce a solution and an information product that enhances decision-making and knowledge sharing; enables collaborative problem-solving and meets the organisational goals.

Annotate the solution and information product to illustrate the techniques and functions used to process data.  That is, submit one annotated printout from the website that describes two of the functions used to produce the output.  In your output, you must demonstrate most of the following functions:

· Cascading Style Sheets 

· edit and format text 

· links (relative and absolute links, internal and external links) 

· navigation 

· screen formats such as tables/frames/shared borders 

· tagging (metadata tags, alt tags) 

· forms 

· import images/sound
b) Apply correct formats and conventions to produce the output.
Key Web Page Formats & Conventions for screen readability are:

· Logo on home page is repeated throughout the site for consistency

· Maximum of four colours used with colour scheme repeated throughout the site for consistency

· White background is popular – i.e., use of ‘white space’

· Sans serif font for text

· Text is usually left aligned or centered for effect

· Avoid italics; use different font sizes for headings and emphasis

· Avoid use of all capitals and underscore

· Dark colour for text (usually black)

· Avoid text on blue background

· Avoid red and green together for colour-blind people

· Short lines of 10-12 words (60 characters)

· Paragraphs are usually 4-8 lines in length

· Each page is not excessively long and is not wider than the screen

· Tables have been used appropriately to place page elements in position

· Use arrow margins

· Home page should include a brief introduction to organisation which conveys the purpose of the site

· Have a clear navigational pathway; use a menu bar or directional arrows or words

· Use graphics to enhance meaning

Key Web Page Formats & Conventions relating to authorship are:

· Date of development

· Date of last revision

· Signature - author’s name

· Contact details - e-mail address

Other

· Image file sizes are suitable for slow Internet connections

Annotate the solution to illustrate the techniques and procedures used to validate the solution and/or product. i.e., submit one annotated printout for the website and user documentation which describes and identifies two validation techniques undertaken, such as:

· Check spelling and grammar electronically and manually

· Check data quality of information produced – i.e., accuracy, reasonableness, reliability, relevance, flexibility of access and timeliness of data.
4) Testing

a) Test table with test data and results – use sample data to test all features provided by the solution include individual testing, page testing and user testing. (See below)
b) Submit one annotated printout for the website that describes and identifies two of the testing techniques undertaken here. 

Individual Testing:

	Feature Tested
	Description
	Sample Data
	Expected Result
	Actual Result

	Spelling & grammar
	Describe what you are testing
	Where necessary enter sample data that you will use to test the feature.  Include a “correct” value, “incorrect” value and extraordinary value
	Describe what you expect to occur after you have tested the feature.
	Describe what occurred after you tested the feature.

	Layout
	
	
	
	

	Clarity/Readability of information
	
	
	
	

	Use of colour
	
	
	
	

	Accuracy of information
	
	
	
	

	Reliability of information
	
	
	
	

	Graphics – clarity, appropriate
	
	
	
	


Page Testing

	Feature Tested
	Description
	Sample Data
	Expected Result
	Actual Result

	Links – list each link that you will test
	Describe each link and where it is supposed to go
	Use the actual links created
	Describe what you expect to occur after you have tested the feature.
	Describe what occurred after you tested the feature.

	Pictures/Animations/Graphics
	List each picture used and indicate if it is animated – you are testing that they appear, move
	Use the pictures that you have inserted
	
	

	Load time
	Describe that you are testing how long the web site takes to load and how long it takes to move between pages
	
	
	


User Testing

Make up a questionnaire that contains questions that will give you information about the efficiency and effectiveness of your Web site. Your questionnaire is to be completed by one person after they have navigated your site. Points to consider are:

· Clarity of information

· Readability of information

· Navigational ease

· Use of links

· Appropriateness of graphics

· Use of colour

· Use of font

· Use of background

· Length of pages

· Usefulness/relevance of information.

5) Evaluation 

Produce a report that evaluates the efficiency and effectiveness of the website. Consider:

(a) Efficiency of data processing – has your solution enabled data to be processed using less time, less effort and/or less cost?

(b) Effectiveness of information product – has the product met the user’s needs (achievement of purpose); does the information solution satisfy the elements of quality output – accuracy, clarity, readability and attractiveness of output?

	Checkpoints
	(

	Achievement of purpose
	

	Does the solution achieve the purpose?
	

	Has the message been tested?
	

	Has the solution solved the information problem?
	

	Accuracy 
	

	Is all information correct?
	

	Are the spelling and grammar correct?
	

	Have all validation techniques worked?
	

	Are the images used appropriate – do they complement the text?
	

	Clarity
	

	Is the purpose of the output unambiguous?
	

	Is it easy to understand?
	

	Readability 
	

	Is the output easy to read?  Consider font type and use of headings.
	

	Is the text free from typing errors?
	

	Does the language suit the intended audience?  (Check the use of jargon and level of vocabulary) 
	

	Attractiveness
	

	Does the layout grab the reader’s attention?
	

	Is the format consistent throughout the document?
	

	Is white space used effectively?
	

	Is the design consistent and avoids hard to see colour schemes?
	

	Completeness
	

	Is all information that the user needs available?
	

	Is the information relevant and reliable?
	

	Is the information current?
	


Formats and Conventions for Reports, Articles, Word-processed accounts/documents

· Insert one space after all punctuation marks

· Use a clear and consistent heading format

· Use bold or italics to highlight text

· Use 1-3 different font styles

· Select appropriate fonts – consider readability

· Use commonly used guidelines for bibliographies

· Indent quotations and use a smaller font

· Use mixed case – not all capitals

· Be consistent with capitalisation of headings, etc

· Ensure that the page is not crowded – use of ‘white space’

· Keep the message clear – succinct and simple

· Number pages in documents longer than two pages

· Use serif font (has a tail at the end of the letters) for paragraph text

· Use sans serif font for headings, tables and diagrams 

Tip: use one of the Microsoft Word Report Wizards to help you
