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Module 10 
Marketing Material 
Description: If you are running a business, what are some of the methods you will use to promote your business and market your products and services? In business, different types of marketing material such as flyers, brochures, posters and so forth, are used to promote the products and services. These documents use the brand identity and inform the customers about the products and services.  In this module, you will use word processing and graphics skills to create marketing material for your business. You will also use features of Skype to communicate and discuss your ideas. Even if you do not plan to start a business, these skills will help you design and communicate ideas in your job or in your personal life. 
Activity 1: Understanding Brochure Design 
A brochure is one of the often-used marketing materials in business. A brochure is small leaflet or a booklet containing information about the business, products and services. Brochures are used to introduce and advertise products or services to potential customers. 
Step 1: Guided Practice 
Brochure Design  
What information and elements will you include in the brochure? A brochure usually contains the business name, logo, location and contact information along with the information about the products and services. This information is organized in an attractive way to get the attention of the potential customers. Images are included to enhance the look of the brochure.    
PLAN IT OUT
Create a Brochure for your business idea. Look at the following sample:
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MEMORABLE...

Tasty Tidbits presents an
unbelievable array of
mouthwatering snacks for
every occasion.

Available at leading stores
and supermarkets.

Home delivery for bulk
orders.

21, Vaishnavi Housing Sociery,
Nehru Colony, Ahmedabad — 350001

Email: mrawat@gmail.com
www. tastytidbits.com

Phone: 2807634
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Designed by Meena





Brochure Page 1 Example 
[image: image2.jpg]WHAT'S SPECIAL ABOUT
TASTY TIDBITS?

Made with freshly ground spices and homemade
ingredients

DELIGHTING CUSTOMERS...
Healthy, fresh and delicious, our snacks are
made with only the freshest of the
ingredients, homemade spices and the purest
of the ghee.

Meena Rawat, the propristor brings in
exquisite flavors from her wealth of tradition

and cooking experience to these snacks.

OUR ARRAY OF GOODIES

« Salted Cashew nuts
o Dry Fruit Mix
 Cheese Balls

« Spicy Potato Wafers
 Butter Cookies
 Dry Fruit Toffee

* And many more specialties...

Every ingredient is chosen with care, every item

made vith ove,

EVERY OCCASION IS A
REASON TO CELEBRATE
Whetheritis an evening with your family, a
party with friends, or some solitary time with
a movie or book- Tasty Tidbits snacks make
any occasion extra special.

Available at:
© Ouroffice
 Leading grocery stores and supermarkets

At your doorstep





Brochure Page 2 Example 

Think about the following questions and plan your brochure design.
Note: You can also refer the marketing plan and sales presentations you created for ideas and information.
1. What is the purpose of the brochure?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. What information about your business do you want to include in your brochure?  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. What information about your products or services do you want to include in the brochure?  
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4. What information about the location and availability of products and services will you include? 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. How will you organize the information, the logo and other images to make the brochure look attractive?  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
TRY IT OUT
Follow the instructions to create the brochure design with the aid of the Help Guide. 
A. SET THE PAGE TO LANDSCAPE
1. Start the word processing software, and open a new, blank document. (See Help Guide, Word Processing Skill 1.1)
2. Set up the page to print sideways, or in landscape. (See Help Guide, Word Processing Skill 6.4)
3. Make the margins or the empty spaces along the edges of the page smaller, so there is more room for the brochure information.  (See Help Guide, Word Processing Skill 6.5)
4. Create a folder for the module and save your work in that folder.    Make sure you save your work after every couple of steps you complete. (See Help Guide, Word Processing Skill 1.7)
B. FORMAT PAGE TO THREE COLUMNS
1. Format the page so it has three columns. (See Help Guide, Word Processing Skill 6.6)
2. Save your work.
C. ADD INFORMATION IN THE FIRST COLUMN
1. Type a heading for the first column. Then, type few sentences about the product or service below the heading or anything else you would like to write about.  (See Help Guide, Word Processing Skill 2.1)
Note: The first column on the left side of the page will be the inside flap of your brochure, or the first thing people will see when they fold open the front cover. Here might be a good place to put some information about the product or service you are advertising. However, you should feel free to put any information you want here.

2. Change the look of the heading and sentences. You might want to make the heading bigger and change its style and colour so it stands out. (See Help Guide, Word Processing Skill 3.1, 3.2, 3.3 and 3.4)
3. Change the line spacing or indents for the sentences.  (See Help Guide, Word Processing Skill 4.1, 4.2 and 4.3)
4. Save your work. 
D. SAVE HEADING AND SENTENCES AS STYLES
1. When you have finished formatting the heading and sentences, save both as styles that you can use to quickly change the look of other headings and sentences in the brochure. (See Help Guide, Word Processing Skill 10.6)
2. Save your work.  
E. INSERT A PICTURE
1. Add a picture if you want.  (See Help Guide, Word Processing Skill 5.1, 5.2 and 5.3)
2. Change the picture’s text wrapping, and move and resize it as needed. (See Help Guide, Word Processing Skill 5.4, 5.5 and 5.6)
3. Save your work.
F. INSERT A COLUMN BREAK
1. Put the cursor at the end of or below the last word or picture in the first column. Then, insert a column break so you can work on the middle column, which will be the backside of the folded brochure. (See Help Guide, Word Processing Skill 6.7)
2. Save your work.
G. ADD INFORMATION IN THE MIDDLE COLUMN
1. In this column, you might want to type the address, telephone number, and even the 
Web site URL and email address. (See Help Guide, Word Processing Skill 2.1)
Note: If you have completed the Logo and Letterhead activity earlier, you might want to look at it and use that same information. However, you should feel free to put other information here if you wish.
2. Change the position and look of the information any way you like. If you think you might use any of this formatting again in your brochure, save the formats as new text styles. (See Help Guide, Word Processing Skill 3.1, 3.2, 3.3, 3.4 and 10.6)
3. Save your work. 
H. INSERT ANOTHER COLUMN BREAK
1. Put the cursor at the end of or below the last word or picture in the middle column. 
Then, insert a column break so you can work on the right column, which will be the front panel of the folded brochure. (See Help Guide, Word Processing Skill 6.7)
Note: You might need to go back to the Web site URL and the email address and remove any hyperlink formatting that appears on its own.
2. Save your work.
I. ADD INFORMATION IN THE RIGHT COLUMN
1. In this column you might want to put the company logo and a slogan, or a phrase about the company (product or service) that catches people’s attention. You may also change the look and position of the slogan text.  (See Help Guide, Word Processing Skill 2.1, 3.1, 3.2, 3.3 and 3.4)
Note: If you have completed the Logo and Letterhead activity earlier, you might want to look at the slogan you put in the footer of the letterhead project.
2. Add a picture or insert the saved logo file, and change its text wrapping. Then, change its size and position as you wish. (See Help Guide, Word Processing Skill 5.1, 5.2, 5.3, 5.4, 5.5 and 5.6)
3. Save your work.
J. INSERT A PAGE BREAK
1. Put the cursor at the end of or below the last word or picture in that column. Then, insert a page break. (See Help Guide, Word Processing Skill 6.8)
2. Save your work. 
K. ADD INFORMATION ON THE PANELS
1. Type a heading for the left panel, and below, type the information you want to include.  Use the saved text styles to change the look of the words.  (See Section D: Save Headings and Text as Styles)
Note: Think about the information you would like to include on these three panels, which will be seen when the brochure is unfolded all the way. You might want to list the business product or services, along with some prices for each item.

2. Add a picture, if you want. Make sure you change the picture’s text wrapping so you can easily resize or move it. (See Help Guide, Word Processing Skill 5.1, 5.2, 5.3, 5.4, 5.5 and 5.6)
3. Repeat Step 1and 2 to finish the middle and right panels on this page. (See Help Guide, Word Processing Skill 6.7)
Note: Remember to insert a column break to end one column and start work on the next. . 

4. If you wish, you might want to make a bulleted list of the business products and services, or use tabs to line up your information. (See Help Guide, Word Processing Skill 4.7 and 4.4)
5. You can also change the picture into a watermark behind the words on a panel. (See Help Guide, Word Processing Skill 5.13)
6. Save your work. 
L. INCLUDE LOCATION MAP AND OTHER DESIGN MATERIALS (OPTIONAL)
1. Draw a street map that shows readers where the business is located. Feel free to change the line width, line colour, and fill colours as you wish. If you want to add words to the map, just make new text boxes and type the information inside. Then, insert the saved image on the middle column. Change its size and position as you wish.  (See Help Guide, Graphics Group 5, 6 and 7 and Word Processing Skill 5.2, 5.4, 5.5 and 5.6)
2. Add a box that says “Designed By” to your brochure. Find an empty space at the bottom of one of the brochure’s panels, such as the middle panel on the first page (the back of the folded brochure). Make a text box, and then type “Designed by” followed by your name. You can also change the look of the words and the text box any way you wish. (See Help Guide, Graphics Group 7)
3. Save your work.
Getting feedback from others will help you improve your work. Share your brochure design with a few other participants and get their feedback. Make changes based on the feedback, if required. It is always a good practice to review your work before you share it with others.
Step 2: Self-Practice
Practice and improve your skills by completing the following activities in your spare time.

Sales Catalog 
A sales catalog is a list of products or services offered by the business for sale. The product or services details are organized with descriptions and other details such as price, quantity, size and so forth.  The catalogs also include information on how the customers can order or purchase the products or services. The catalogs are designed in an attractive way and are distributed or mailed to potential customers.   Look at the following example. Create a sales catalog for your products and services.     
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Product Catalog Page 1 Example 
[image: image4.jpg]Butter Cookies
Our Spedialty, these tutter cookies ar=
made from hamemade butter using our
secret recipe. A perfect companion for the
beverage of your choice

Dry Fruit Toffes
Hade from the finest of the dry fuits
and sugar caramel, our toffes i sure to
mettin your mouth.

price: Fs. 250
Quantity: 100 gms

Spicy Potato Chips
Pop one into the mouth and you wil not be able
10 5top, the freshest o the potatoes falvoured
vith our specialspice mi.

price: fs. 10
Quantity? 100 gms

Salted Cashew
Ahealthy, tasty anytime snack. Cashevs, classic
- Stated or spicy flavored.

price: s 150
Quantity? 100 gms

Delighting Customers...

Healthy, fresh and delicious, our snacks are made
with only the freshest of the ingredients, homemade
spices and the purest of the ghee.

Meena Rawat, the proprietor brings in exquisite
flavors from her wealth of tradition and cooking
experience to these snacks.

Every ingredient i chosen vith
care, every item made with ove.





Product Catalog Page 2 Example

Activity 2: Share and Discuss on a Skype Video Call 
One of the communication features that Skype offers is the Video Call facility. Video calls allow you and the person you are communicating to see other in real time. In this activity, you will pair up with another participant. You will share and discuss feedback for all the presentations, branding and marketing material products with your partner.  
· The instructions given below are specific to a web site and may differ from other web sites. The site below is a suggested site only. You or the facilitator may select another web site to use for this activity. 

· To access the web site suggested below, you will need to register for the site. Before you set up an email account or register for any other external Web site, you must become familiar with some basic rules regarding Internet Safety. Please make sure that the basic rules of Internet Safety are reviewed before registering on any Web site (Refer to the Appendix – Internet Safety Guidelines).  
1. Start the Skype application and login to your Skype account. 
Note: To use Skype*, you need to first check if your machine has the Skype application. If not, request your facilitator to download and install it in your machine.
2. If your partner is not in your contact list, add the person to your list. Or, accept the contact request sent by your partner. 
3. Make a video call to your partner.
Note: You are allowed to make a video call only to a single contact. Making a video call with multiple contacts is available through a paid plan. To make a video call, you need to have microphone, headset and a webcam set up with your system in working condition. 
4. In your Skype window, go to the Contacts tab.
[image: image5.jpg]2 Contacts H O
qQ
| © soorsonTestsene

@ samn

gD





5. Click the name of the person you wish to make the video call. You will notice a chat window with the person’s name will appear.
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Note: Before you make a video call, check your audio and video settings. In your Skype window click Call | Video Settings or click Call | Audio Settings.
Note: Before you make a video call, check if the person you wish to talk to is online. Usually, the online status of a contact on your list is indicated by a green check mark next to the contact’s name.

6. Click the Video call button in the chat window.  You will hear the call ringing until the person answers the call.
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7. Look into the webcam and begin your conversation.

8. Share your files with your partner by sending the files on Skype or printing them and showing them in the video. 
9. To stop the video call, click End call.
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10. Sign out of your Skype Account
Self-Practice 

Practice your skills by completing the following activities in your spare time. 

1. Make a voice call to a participant and change the voice call to a video call during the conversation. 

2. Make a video call and change the size and position of the video screen. 

3. Make a video call and pop out the video screen as a separate window. 

 Activity 3: Using What I Learnt 

1. In this activity, you will discuss uses of the Word Processing in a business scenario.  The software has many uses. For example, you  can use Word Processing for making

· Brochures
· Catalogs

· Posters
· Information Booklets

Think about other possible uses of Word Processing for your business.  Use the space given below to list your points.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Think about possible uses of the products you created and the Skype skills you learnt in your personal and professional life. Use the space given below to list your points.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Share the lists with your friends and note down any additional points.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Skills Set Checklist 
Go through the checklist to review what you have learned in this module. 
	Skills
	Yes
	No
	Need Practice

	I can set up a document to print sideways, or landscape.
	
	
	

	I can set up a page with columns like a newspaper or a magazine.
	
	
	

	I can change the look of words.
	
	
	

	I can change the space between lines.
	
	
	

	I can change the position of alignment of lines of words.
	
	
	

	I can make and use shortcuts to change the look of words.
	
	
	

	I can add pictures to my pages.
	
	
	

	I can change the way words flow, or wrap, around a picture.
	
	
	

	I can make a picture bigger or smaller.
	
	
	

	I can move a picture.
	
	
	

	I can insert a column break.
	
	
	

	I can insert a page break.
	
	
	

	I can change an existing picture to a light background picture, or watermark.
	
	
	

	I can draw a map using the drawing tools.
	
	
	

	I can make a Skype video call.
	
	
	

	I can share files with contacts during a Skype call.
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