GRISWOLD HIGH SCHOOL

DESKTOP PUBLISHING I
(DUAL CREDIT = BMCC BT 206 FOR 3 CREDITS)

COURSE DESCRIPTION: Applications of software in basic desktop publishing to create various business and personal documents.  Extensive use of fonts and graphics will be used in documents designed and created by the students.  
COURSE PREREQUISITE: Touch Typing

SOFTWARE PROGRAM: Students will become proficient in the use of Adobe PageMaker and JASC Paint Shop Pro.

All the competencies listed represent the minimum requirements necessary to gain credit for this course. ALL ASSIGNMENTS ARE REQUIRED FOR COURSE CREDIT.  Each assignment and project will be graded using the following scale:


GRADE

A

B

C

D


FORM

      Complete
           1-2
            3-4
            5-6


A = All functions complete with fonts and graphics matching text illustration.


B = One or two functions missing, or it does not match text illustration.


C = Three or four functions missing, or it does not match text illustration.


D = Five or six functions missing, or it does not match text illustration.


F = Seven or more functions missing, or it does not match text illustration.

Lesson assignment and projects with spelling errors and inaccurate information will have no grade until all corrections are made.  The grade will be no higher than a “C.”  Assignments are accepted two (2) times only.  The second submission will be the final effort with all information and format correct..  Assignments not submitted will have a grade of 0.

Quarter 1

I. DESKTOP PUBLISHING BASICS

· Define desktop publishing.

· Explain purpose of desktop publishing.

II. DRAW AND TEXT BASICS

· Draw the following shapes:

· straight line

· circle

· curve

· ellipse

· rectangle

· B. Use these features:

· edit

· cancel

· delete, undelete

· move

· resize

· duplicate objects

· Typography

· Serif, sans serif, and decorative fonts

· Point size, ascenders, descenders

Quarter 2

III. BITMAP BASICS

· Define a bitmap area.

· Use these bitmap features:

· paint brush

· fill color

· fill pattern

· eraser

· drawing tool

· vector and bitmap objects

· cut and copy

· paste vector and bitmap objects

IV. DESIGN CONCEPTS

· Purpose and audience
· Creating and using thumbnail sketches
· Appropriateness
· Balance
· Focus and Flow
· Consistency
Quarter 3

V. SCAN AND IMPORT FEATURES

· Scan pictures.

· Import from WWW.

SLIDE SHOW PRACTICE

· Create, save, and retrieve a slide show.

· Use master background, outliner, title slide, and bullet slide with clip art.

Quarter 4

VI. APPLIED FEATURES IN BUSINESS DOCUMENTS

· Competencies in the following sections are demonstrated and evaluated by application of concepts in business documents. One grade, A or B, is assigned to each applied competency section or concept according to the following standard:

· A = perfect features and concepts plus perfect spelling

· B = one typo (misspelled word, missing word, or wrong word); one, two, or three missing functions or misapplied functions

· Draw a building and surrounding property. Include straight lines, curved lines, ellipse, elliptical arc, rectangle, and rounded rectangle. 

· Edit the building drawing with undo, redo, delete, skew, rotate, copy, and size.

· Design a sports poster with two or more clipart graphics identifying skew, rotate, copy size, and a text line.

· Design an itinerary or a menu with two text areas for columns and include a font, clipart, and bullets.

· Create a pie chart or a bar chart with a time comparison for school, home, and recreation.

· Prepare a variety of advertisements with fonts, borders, graphics, and maps.

· Create a newsletter, which includes a minimum of two columns, two pages, and two graphics.

· Design a floor plan and landscape. Include furniture, shrubs, trees, and flowers.

· Create a family tree with an organization chart.

· Create letterhead, business cards, and an envelope design

· Create business logos

· Create personal and business flyers and posters

· Design and create personal and business tri-fold brochures

VII. SLIDE SHOW FEATURES --FINAL EXAM

· Prepare, play, and present a slide show which includes a variety of 8 slides.

ACCESSIBILITY STATEMENT:  Persons having questions about or requests for special needs and accommodation should let the teacher know as soon as possible in the semester.

NON-DISCRIMINATION STATEMENT:  No person on the basis of race, color, religion, national origin, age, sex, weight, height, genetic information, handicap condition or disability, or any other legally protected characteristic, shall be discriminated against, excluded from participation in this class.
