
Task Planning Sheet

Task 9 – Preparing digital images
The Task Planning Sheet is designed to provide you with a clear list of the activities you will need to undertake to complete your assigned tasks. It is suggested that you complete the activities in the order they are listed.  You must submit your completed ‘Task Planning Sheet’ to verify completion of the competencies that form a part of this task. 

By submitting your completed sheet, you are confirming that you have undertaken all activities associated with the task.

In this task, you will need to develop your knowledge of PhotoFiltre to enhance your photo editing skills. You will need to download and install PhotoFiltre and use the help files as required to develop your skills. You will need to edit a series of images to meet the needs of a client and share these with other team members (classmates) for their feedback and comments via a common social media site. This task may best be done as a collaborative project.

NOTES: 1.
This task may be done in conjunction with the image editing component of Task 8. Please discuss this option with your teacher.

               2.
While this task specifically makes use of PhotoFiltre, you may wish to use an alternative image editing program. Please discuss this with your teacher.

Develop a social media site:

· You are to work in a team of no less than three for this part of the task. If this is not possible, you will need to gain special approval from your teacher for independent work.

· Assess social sites considering the project goal.
· Review social media learning object from Task 5.
· Access and select preferred social media site as a share workspace.
· Register and create site and establish presence (either individually or as a group).
· Establish security parameters for site in consultation with your teacher.
· Later in the task, you are to upload your images to the site and seek feedback from others.
· Prepare a series of screenshots (3) of social media site at key points in the project.
	What to submit
	Problems encountered and strategies used to overcome these

	Screenshots of social media site
	


Locate, download and install PhotoFiltre:
· Read and print email from Andrew Reid. (Computer)

· Access, read and print as necessary the Learning Resources and Your Task. (Bookcase folders)

· Locate and save PhotoFiltre installation file. (Internet)

· Using a screen capture video app, record your installation of PhotoFiltre, with an audio commentary, onto your computer.

· Install PhotoFiltre to your computer.
	What to submit
	Problems encountered and strategies used to overcome these

	Video clip of PhotoFiltre installation
	


Edit digital images: 
· Access email from Andrew Reid. (Computer)

· Access the digital images from Andrew Reid. (Camera)

· Refer to the image adjustments required by the client. (Andrew’s email)
· Adjust images to meet client requirements.
· List steps that you used to edit each image on the accompanying Digital Image Adjustment Record Sheet. (Bookcase folders)

· Upload your edited images to the shared social media page and seek feedback on your work If you can improve your work based on the feedback, do so.

· Print final images and submit to your supervisor (i.e. teacher).
	What to submit
	Problems encountered and strategies used to overcome these

	Edited images – digital format
	

	Printed copy of each image
	

	Digital Image Adjustment Record Sheet 
	


Prepare an invoice and email: 
· Access an invoice template from the Internet. (Internet)

· Construct a company Invoice template adding the company logo to the invoice. (Logo – Camera) 
· Complete the invoice charging for the number of hours this task has taken at $65.00 per hour with a 10% GST on the total amount being charged. 

· Prepare an email to Andrew informing him what action you have taken to edit each image. Add the invoice to the email as an attachment. You do not need to send the email, simply prepare as a draft and take a screenshot of it.
	What to submit
	Problems encountered and strategies used to overcome these

	Completed invoice for Andrew
Screenshot of the email to Andrew ensuring all the text is readable.
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