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Module 9
Branding 
Description:  What steps will you take to create an identity for your business, products and services, which will make it unique and easy to recognize? One of the fundamental goals in business is to create an identity or reputation for the business and its product or service. This is done through branding. A brand is typically created through a combination of factors including the business name and logo. A brand identity is often used for other marketing materials like packaging, advertisements, brochures and business stationery. In this module, you will use technology to create a few branding elements. You will also learn to use the email feature to include a personal signature to all your emails. Even if you do not plan to start a business, these skills will help you design ideas that you can use in a job or in your personal life.
Activity 1: Understanding Logo Design 
Have you ever thought about creating an identity for your business in an easy way that people would easily recognize? One way to build this awareness is creating your brand image through a logo. A logo is an integral part of business image and branding. 

Step 1: Guided Practice 

Logo 

What elements should you include in a logo? A logo is usually a pictorial design like a sign or symbol that stands for and represents your business. A logo can include the name of your business. Sometimes, a tagline is included as a part of the logo. 

PLAN IT OUT

Design a logo, which will help in creating an identity for your business. Look at the following example:
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Logo Example
Imagine that you are designing a logo for your business. Think about the following questions and plan your logo. 

1. What is the name of your business? If you have not thought of a name for your business, think and write down the name now. Decide on how you want to represent the name in the logo. 

________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________
2. Do you want to include any tagline or any other text in the logo? 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. What other elements do you want to include in the logo design (such as the background, border and the images). 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
TRY IT OUT

 Follow the instructions to create the logo design with the aid the Help Guide. 

A. SHOW THE RULER AND DOCUMENT’S GRID
1. Start the word processing software, and open a new, blank document. (See Help Guide, Graphics Skill 4.1)
2. To help you size and position objects on the page, show the rulers and the document’s grid. To help you move and size objects with greater precision, make sure that the snap to grid option is turned off. (See Help Guide, Word Processing Skill 6.2 and 6.3)
3. 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. DRAW A BASIC SHAPE FOR YOUR LOGO
1. Use the shape tools on the Drawing tool bar to draw a basic shape for your logo. You might also want to start by drawing a shape, and then add lines or arrows to show something meaningful about the com​pany.  (See Help Guide, Graphics Skill 4.5)
2. Feel free to copy and paste any shapes or lines that you want to use more than once. You can also flip or rotate shapes. (See Help Guide, Graphics Skill 8.4, 8.5 and 8.6)
3. Save your work.  
C. CHANGE THE COLOUR OF YOUR SHAPE
1. Change the colour of the shapes and lines as you wish. You might even want to add a fill effect.   (See Help Guide, Graphics Skill 6.7 and 6.8)                                                                                            
2. Save your work.  
D. DRAW A TEXT BOX AND TYPE INFORMATION
1. Make a text box, and type the name of the business. Change the look of the words any way you wish. (See Help Guide, Graphics Skill 7.1, 7.2, 7.3, 7.4, 7.6 and 7.7)
Note: For your logo, it would be best to pick a simple style, shape, and colour for any words since people need to be able to read the information at a much smaller size.                                                                                                                                           
2.  Remove the text box border. (See Help Guide, Graphics Skill 7.13)
3. Or if you prefer, use the business name to make an artful title such as WordArt or a Fontwork that fits around the outside or along one of the sides of the logo. (See Help Guide, Graphics Skill 9.1, 9.2, 9.3, 9.4 and 9.5)
4. Save your work.  

 E. ADD A PICTURE 

1. Add a picture to your logo. There are two ways you can do this:
· You can start graphics paint software and make your own picture.  (See Help Guide, Graphics Skill Group 1 and 2)
NOTE: This group name will change depending on the Help Guide version being used.

· Save your finished painting on your computer and insert it into your logo. (See Help Guide, Word Processing Skill 5.2)
· You can add a picture from the clip art gallery. (See Help Guide, Word Processing Skill 5.1)
2. Change the pictures’ text wrapping and then size and move it as you wish.  (See Help Guide, Word Processing Skill 5.4, 5.5 and 5.6 )
3. Save your work.
F. TAKE A SCREENSHOT
1. Take a screenshot of your logo. (See Help Guide, Graphics Skill 3.14 and 3.17)
2. Save your work.
Getting feedback from others will help you improve your work. Share your logo 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.

Package Label Design   

Having a brand helps in using the brand identity across all marketing and promotional material that is created for the business. One of the first things that a customer sees of the product or the service is the package label design. Good packaging establishes the brand identity and generates sales. Look at the following sample. Create a package label design for one of your products or services. 
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 Package Label Example
Activity 2: Understanding Business Cards  
How do you let your customers and others know about your business and ensure that people know how and where to contact you? One of the typical ways that people do this is by handing out business cards. Business cards are small cards that contain contact information for a person or a company. Business cards are easy to create and easy to distribute. Customers can store it in their wallets and have easy access to it, when required. 
 Step 1: Guided Practice 
Business Card 
What information will you include in your business card? A business card typically has the business name and logo, the name and designation of the person to contact and the contact details of the business or the person such as address, telephone number, email and website address.  
PLAN IT OUT
Develop a Business Card for your business idea, which will help you in informing the customers about your business and help them in contacting you. Look at the following sample:
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Business Card Example
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Business Card Sheet Example
Imagine that you are creating a business card with your contact details for your business. Think about the following questions and plan your business card.
1. How would you like to include your business name and branding in your business card?  
Note: If your logo design includes your business name, then you need not include the business name again. Else, consider including both the business name and the logo
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. What details about yourself would you like to include in the business card? 

________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________

3. What contact information would you like to include in your business card? 

________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________

4. What colours and borders would you use to make your business card visually appealing?

________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________

TRY IT OUT
Follow the instructions to create a business card sheet using the Help Guide. 
A. DRAW A RECTANGLE
1. Start the word processing software, and open a new, blank document. (See Help Guide, Graphics Skill 4.1)
2. Draw a rectangle that is about the same size as a business card. (See Help Guide, Graphics Skill 5.6)
3. Add a fill colour to the shape. (See Help Guide, Graphics Skill 6.7, 6.8 and 6.9)
4. Change the border’s width, style, and colour. (See Help Guide, Graphics Skill 6.5, 6.6 and 6.7)
5. 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, Word Processing Skill 1.7)                                                                                                          
B. MAKE A TEXT BOX
1. Make a text box in an empty space in the rectangle. Type the name of the person you are making the business cards for, and on the next line, type that person’s position in the business. Or if you prefer, you can type your names and the positions you would hold in your own business. (See Help Guide, Graphics Skill 7.1 and 7.2)
2. Make another text box, and type the business’s contact information including the address, telephone number, an email address and perhaps even a website address.  (See Help Guide, Graphics Skill 7.1 and 7.2 )
3. Change the look of the words however you wish. (See Help Guide, Word Processing Skill 3.1, 3.3 and 3.4)
4. You can also change the look of the text boxes borders.  (See Help Guide, Graphics Skill 7.13)
5. Save your work.  
C. ADD A PICTURE
1. Add a clip art picture that shows something important about the business. You can even add the logo you created in the earlier module. (See Help Guide, Word Processing Skill 5.1 and 5.2)
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.  

D. SELECT AND GROUP OBJECTS
1. Select and group all of the objects in the business card. (See Help Guide, Graphics Skill 8.1 and 8.2)
2. Select the order of objects that you want to put on top of or behind another object. (See Help Guide, Graphics Skill 8.7)
3. Save your work.  
E. COPY YOUR BUSINESS CARD
1. Copy and paste the business card as many times as you need to fill the page. Move the copies of the business card around so they are neatly lined up and evenly spaced apart. (See Help Guide, Graphics Skill 8.4)
2. Save your work.
Getting feedback from others will help you improve your work. Share your business card sheet 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.
Business Stationery - Letterhead
What are some simple but effective methods that you can use to establish your brand identity? Whether a business is big or small, every business has to use business stationery.  Using customized business stationery helps in not only making a good impression on the customers, but also helps in establishing the brand identity with the customers. Even in your professional and personal life, use of personalized stationery will help in your communication with others. A letterhead is a basic example of business stationery used by businesses in their communication.  Look at the sample and create a letterhead for your business. 
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Business Letterhead Example 
Activity 3: Create a Signature for your Email Account 
How do you ensure that your contact information such as your business address, phone number or website address is included in your email every time you send out an email to someone? You can do this by creating a custom signature, which includes your name, designation, your business name and contact details.  This personalized signature is included at the bottom of your every email you send.    

Create a signature for your email account using the contact information that you used in your business card.   

· 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).  
Follow the instructions to create a signature for your email. 

1. Sign in to your email account. For help, refer to Module 2. 

2. Click the Settings icon, located at the top right corner of your Gmail page.

3. Click Mail Settings. 

4. Click the General tab. Then, scroll down to the Signature section.

5. Click to place your cursor in the text box. Type your personalized text, which will include your name, business name and contact details (address, phone number, email address, web site address).  You may even want to include a salutation or a personal quote.

6. Make any formatting changes using the tools in the editor box.

7. Click Save Changes. 

8. To check your personalized text, click Compose mail.  You will notice that your signature appears below the two dashes in the message area.

9. Click Sign Out to exit your email service.
Self-Practice 

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

1. Change the formatting (font and color) for your email signature.  

2. Send a mail to some of the participants with your email signature

3. Upload your logo image to a photo website such as www.flickr.com and include the image link in your signature.   
Activity 4: Using What I Learnt 

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

· Logos
· Business Cards
· Letterheads
· Labels  
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 email and features you used 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 use the page grid to place and size objects.
	
	
	

	I know how to use the Drawing toolbar.
	
	
	

	I can make a copy of an object.
	
	
	

	I can flip an object.
	
	
	

	I can spin or rotate an object in a drawing.
	
	
	

	I can change the colour of a line or shape’s border.
	
	
	

	I can change the fill colour inside a shape.
	
	
	

	I can make a box to add words to a drawing.
	
	
	

	I can type words into a text box.
	
	
	

	I can change the style of words in a drawing.
	
	
	

	I can change the colour of words in a drawing.
	
	
	

	I can remove a border from a text box.
	
	
	

	I can make art out of words, or use WordArt.
	
	
	

	I can add a picture already made and saved on the computer.
	
	
	

	I can add clipart.
	
	
	

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

	I can take and save a picture of what is on my screen, or a screenshot.
	
	
	

	I can select several objects at once.
	
	
	

	I can change the order of objects placed on top of each other.
	
	
	

	I can create an email signature.
	
	
	


Branding





Intel® Easy Steps








Copyright © 2011 Intel Corporation.





  Intel® Easy Steps        

          
All rights reserved                                                                                                                                       Version 3.0
Intel® Easy Steps
                                                                                                                                   Copyright © 2011 Intel Corporation.

Version 3.0
                                                                                                                                All rights reserved 
Copyright © 2011 Intel Corporation.





  Intel® Easy Steps        

          
All rights reserved                                                                                                                                       Version 3.0

