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It is your responsibility to make sure you regularly revisit this knowledge outside of class. 

Hardware 

computer system to produce media e.g. 
PC, laptop , tablet 
Peripherals that plug into systems 
- keyboard for entering text 
- mouse for controlling the pointer 
- track pad for controlling the  pointer 
- graphics tablet for drawing onto 
- monitor for viewing media 
- microphone for recording audio 
- speakers for hearing audio 
- headset combines  mic and headphones 
- overhead projector(OGP) for presenting 
- imaging devices for digitizing images 

o digital camera 
o scanner 

Software applications 

Other resources 

ICT Department 
 

Word processing for producing documents 
with lots of text such as scripts 
Presentation produces slideshows to show 
potential clients or share with production 
team and produce mood boards 
DeskTop Publishing(DTP) – for documents 
with lots of images  or non standard sizes 
Spreadsheet – for finance, creating a work 
plan or keeping record of assets 
Audio/Video/Image/Web Editing  – to 
improve or change media files 
Web Browser – browse the  Internet, get 
content for mood board or media assets 
Dedicated software for specific functions… 
   - Project Mgt Software (PMS) 
   - Mind Mapping 
   - Pdf viewer 

Stationary for creating visualisations 
Internet for research 
People e.g. production staff, actors 

When talking about software we 
always talk about software 

applications rather than programs 
such a MS Word or PowerPoint. 

Because of it’s intensive nature video 
requires  specialised equipment inc. 
dolly - trolley for smooth moving footage 
tripod – smooth footage 
stabiliser–smooth handheld video  footage 
lights – used for to compensate low light 
boom – long pole with a mic on the end 
drone – aerial and distance footage 
green screen – blank background for CGI 

Video equipment 

Open-source software is computer 
software whose license grants 

anyone the rights to study, change, 
and distribute the source code to 

anyone and for any purpose 
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It is your responsibility to make sure you regularly revisit this knowledge outside of class. 

Audio formats 

.mp3 (C-L) bit rate compression for 
size/quality, suits portable devices  
.wav (U) audio for Windows  
.aiff (U) audio for Apple Mac 
ogg vorbis (C-L) similar to mp3 but 
never used 

Video formats 

File Compression 
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.avi (U & L) used for raw footage 

.mpg (L) used for web movies 

.flv (L) Flash video and creates small 
files but not widely supported 
.mp4 (LL) used for low bandwidth 
.mov (U)used for creating video 

Compressing files is the act of 
making the file sizes smaller 

U – Uncompressed 
All data is recorded so very high 

quality. Usually used for generating 
the original, raw material but results 

in very high file sizes 
L - Lossy Compression 

Reduces the size of a file by 
discarding information. Results in 

lower quality 
LL – Lossless Compression 

No information is lost when 
compressed so the quality remains 

the same 

Filenames should NEVER have 
spaces and always be 

descriptive! They should 
describe the actual context & 

purpose of the file.  
The easiest way is in 2 parts e.g. 

MaxiGame_moodboard 
BenCafe_poster 

.jpg (L) used on web & by cameras 

.png (L) supports transparency, not 
supported by all browsers 
.tiff (U) used for printing, very large 
files restrict transfer/distribution 
.pdf (U) for documents to be viewed 
online, cannot be edited 
.gif (LL) limited to 256 colours but 
small files, supports transparency & 
animation, has copyright restrictions 

Image formats 

.swf (L) browser based so smaller the 
files, faster load – No Apple support 
.gif (LL) very short animations with 
no audio and limited colour 
.flv and .mov (as per vid) 

Animation formats 

VERSION CONTROL 

Version control is carried out when 
saving files and enables a the 

recovery of lost files or to step back 
in the design process.  

It can be done by Version 
V1.0 > V1.2 > V2.0 

Or by date 
8-1-17 > 12-2-17 > 24-2-17 


