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Module 13 

Developing a Product Portfolio 
Description: How will you showcase your learning and the best work that you have developed during the duration of this course?  One way is to put together a portfolio, which exhibits your best products and highlights your learning. Portfolios are often used in business and job scenarios to communicate about your projects, products or services. In this module, you will create an electronic portfolio that you will present to an audience, which can include the other participants, the facilitators, family members, and other invited guests from your community.  Even if you do not plan to start a business, these skills will help you in showcasing your learning in your job or in your personal life. 
Activity 1: Understanding Product Portfolios 
What is the purpose of a product portfolio? A product portfolio is a presentation of the some of your best work products, to represent your strengths and show samples of your best work. You will be developing a product portfolio for your learning in this course. It should highlight your growth as a user of technology, and highlight the products that show off your skills.  Your product portfolio will be supported with visuals and other media. 
Step 1: Guided Practice 
Product Portfolio   
What information will you include in your product portfolio? Your portfolio should include an introduction, what you learnt during the curriculum and your reflection of your learning.  The introduction should cover a summary about yourself and the product portfolio. The section on your learning should highlight the skills and knowledge you have gained, and present a representative display of your work samples. The reflection should include how the skills and knowledge you gained will help you in the present and in the future.  

PLAN IT OUT
Create a product portfolio presentation using the samples you created from all the previous modules. 
Look at the Product Portfolio Example. Try to limit the presentation time to last no more than 10 minutes, as it has to be presented to an audience. So, while you plan and create the presentation, choose the information that you think is most important, represents your best work, and that you would like to share with the audience. 
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Product Portfolio Example 
Think about the following questions and plan your product portfolio presentation. 
1. What are the different sections in your product portfolio? How will you highlight the different sections?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. What information will you include about yourself and the product portfolio?   

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. How will you include the different skills and knowledge that you gained through the curriculum? 
Note: You can refer to the Using What I Learnt and the Skills Set Checklist section of the different modules to make a list of the skills and knowledge. 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Which samples will you include in your portfolio? Why? How will you include these samples? 
Note: You can review the work you have saved in the Module folders and make a list of the products that you want to include.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5. How have the skills and knowledge that you gained during the course, helped you? 
Note: You can refer to the answers provided by you in the Using What I Learnt section of the different modules.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. How do you plan to use the skills and knowledge you gained, in the future? 
Note: You can refer to the answers provided by you in the Using What I Learnt section of the different modules. 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
TRY IT OUT
Follow the instructions to create the product portfolio with the aid of the Help Guide.  
A. CREATE SLIDES 

1. Start the multimedia software, and open a new, blank presentation. (See Help Guide, Multimedia Skill 1.1)
2. Create the slides as per your portfolio plan. Look at the Product Portfolio Example to see how a presentation might look when completed. ( See Help Guide, Multimedia Group 3, 4, 5 and 6)
3. Create a folder for the module and save your work in that folder.  Make sure you save your work after every few steps you complete.  (See Help Guide, Multimedia Skill 1.9)
B. MAKE ANY CHANGES TO YOUR SLIDES 

1. Go through your samples that you saved in your folder on the desktop. Gather all the information you require. Determine which products you want to include and which you want to leave out. Summarise some of the information, as required.  Once you have gathered and compiled all the information you require for your product portfolio, include appropriate title slides for each section. Feel free to add any other relevant detail that you consider important for your product portfolio to each of the sections. 
2. Make any changes to headings of the slides, include any additional elements or images and type any additional information, as required. ( See Help Guide, Multimedia Group 3, 4, 5 and 6)
3. Verify that the design of the slides, the colours, the fonts and other visual elements are uniform throughout the presentation.  
4. Embed any associated documents to the slides. (See Help Guide, Multimedia Skill 7.11)
5. Add and check any associated links to the slides, as required. Ensure that the linked documents are in the same computer where your presentation will be made. (See Help Guide, Multimedia Skill 7.9)
6. Add any animations and transitions that you wish to include in the presentation. ( See Help Guide, Multimedia Group 8)

7. Add speaker notes to your slides, as required. (( See Help Guide, Multimedia Skill 5.15)
8. Save your work.
C. SET UP YOUR PRESENTATION
1. Select how you want your presentation to play. (See Help Guide, Multimedia Skill 9.2)
2. Set the timing of your presentation. (See Help Guide, Multimedia Skill 9.3)
3. Play your presentation. (See Help Guide, Multimedia Skill 9.4)
4. Save your work.
Getting feedback from others will help you improve your work. Share your portfolio 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.
1. Using the product portfolio you created, create an online portfolio on Google Sites. 

2. Add a link to your online portfolio as a status message in your Facebook profile page. 

Activity 2: Making Effective Presentations 
Before making a presentation to an audience, it is very helpful to review, practice and revise your presentation. Use the checklist below to improve and practice your presentation. 
	Content 

	Verify that the content is appropriate, according to the portfolio plan, to the point and can be covered in the time specified.
	

	Verify that the content is supported by visuals and other media, as required. 
	

	Include speaker notes, which will help you in delivering the presentation effectively.
	

	Include a title slide and appropriate section titles.
	

	Include a table of contents, which will help the audience in knowing the contents of the presentation.
	

	Verify that all the animations, transition, and links included in the presentation are working properly.
	

	Confirm that similar fonts, colours and visual elements have been use in all the slides that make the presentation seem uniform and well put-together.
	

	Review the presentation and save any changes made to the presentation 
	

	Delivery

	Practice your presentation from start to finish. Make sure that it can be completed in 10 minutes. If you feel you have too much information, review your presentation and identify the key areas where you need to spend most of your time. Other slides can be explained quickly, in order to save time. 
	

	Make sure that speak slowly and clearly so that the audience understands you.
	

	Make sure your presentation and any associated links, transitions, animation and sounds work properly on the presentation computer.
	

	Get familiar with the audio-visual equipment you will be using for the presentation. 
	

	Ask other participants or facilitator to role-play as audience and pose questions.
	

	Be prepared with a list of expected questions and answers. 
	

	Print any materials or handouts that you might require for the presentation.
	


Self-Practice 

Gather some participants and conduct a practice delivery of your presentation. Get feedback from them and improve your presentation delivery. 
Activity 3: Using What I Learnt 

1. In this activity, you will discuss how developing the product portfolio will help you in understanding your skills and knowledge, and communicating that to an audience. Think of the possible uses of the product portfolio. Use the space given below to list your points.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Think about possible uses of the samples you created and the 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

	The information in my product portfolio is organized into different sections with a beginning, middle and end.
	
	
	

	The pictures, words, documents, worksheets, and charts are easy to see and read.
	
	
	

	I have used similar fonts, colours and other visual elements in my portfolio.
	
	
	

	The links , embedded documents and animations work in the way it was intended.
	
	
	

	I have rehearsed my presentation.
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