Presenting Information: Which Program?
One of the main tasks in completing any research project is presenting the findings in a suitable way.  Often you will be told what to produce and then you need to decide which would be the best program to use.  This chart will help you choose.

[image: image1.wmf][image: image2.png]


[image: image3.wmf][image: image4.wmf]
Word 

Word can be used for practically everything but is best used when there is more text than graphics.
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This would include long documents such as essays and research projects plus shorter documents such as memos and letters.
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Other documents such as poems etc. can be produced using word. Anything that needs to be edited or re-drafted.
Publisher 
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Publisher has a wide variety of different types of publications e.g. newsletters, posters, greetings cards, banners and brochures can all be easily produced.

Publisher gives you control of both images and texts which can be easily altered and moved around the document to find the best layout.  Different fonts can be used to reflect the content of your document e.g.
Dracula Strikes Again!
Excel
Excel is best for presenting numerical data.  It can be used to make calculations and create charts.
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Pie Charts show the proportions of data.
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Line Charts show changes over time.
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Bar or Column Charts are used to compare values against each other.
PowerPoint

This is a presentation package used to produce a slide show which can be shown using a computer or presented as overhead transparencies. 

In addition to slides you can produce handouts for your audience with up to 9 slides per page.
You can use special effects such as transitions and animations to give your presentation variety.
Essay


William Shakespeare was born in Stratford-on-Avon in 1564. He went on to become the most famous playwright this country has produced








