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COURSE DESCRIPTION:
This course is designed to introduce the student to the elements and techniques of page design, layout, and typography through classroom instruction and lab exercises. Emphasis is on the use of current commercial desktop publishing software, graphic tools, and electronic input/output devices to design and print high-quality publications such as newsletters, brochures, catalogs, forms, and flyers. Upon completion, the student should be able to utilize proper layout and design concepts in the production of attractive desktop published documents.  

CREDIT HOURS 

Theory Credit Hours  
  

3 hours
Lab Credit Hours



0 hour  

Total Credit Hours 



3 hours
NOTE: Theory credit hours are a 1:1 contact to credit ratio.  Colleges may schedule lab hours as manipulative (3:1 contact to credit hour ratio) or experimental (2:1 contact to credit hour ratio).

PREREQUISITE COURSES 
As determined by college.
CO-REQUISITE COURSES 
As determined by college.
INSTRUCTIONAL NOTE:  This course is designed to provide students with the proper procedures to design and create publications.  Emphasis is placed on combining text, graphics, illustrations, and photographs to create professional-looking documents.  
PROFESSIONAL COMPETENCIES

· Explain various aspects of desktop publishing.
· Apply knowledge and skills for creating and editing a publication.
· Apply proper formatting techniques for designing a newsletter.
· Create a tri-fold brochure.
INSTRUCTIONAL GOALS

· Cognitive – Comprehend principles and concepts related to desktop publishing.
· Psychomotor – Apply principles and concepts of desktop publishing.
· Affective – Value the importance of adhering to policy and procedures related to desktop publishing.
STUDENT OBJECTIVES

Condition Statement:  Unless otherwise indicated, evaluation of student’s attainment of objectives is based on knowledge gained from this course.  Specifications may be in the form of, but not limited to, cognitive skills diagnostic instruments, manufacturer’s specifications, technical orders, regulations, national and state codes, certification agencies, locally developed lab/clinical assignments, or any combination of specifications.

STUDENT LEARNING OUTCOMES
	MODULE A – DESKTOP PUBLISHING

	MODULE DESCRIPTION – The purpose of this module is to teach the students the aspects of desktop publishing.  Topics include terminology, types and purposes of publications, logo creation, and functions of desktop publishing software.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	A1.0 
Explain various aspects of desktop publishing.
	A1.1
This competency is measured cognitively.
	2

	LEARNING OBJECTIVES 
	KSA

	A1.1.1 
Define Desktop Publishing.
A1.1.2 
Identify and explain terminology associated with desktop publishing.
A1.1.3 
Explain the various types and purposes of publications.
A1.1.4 
Describe basic functions associated with desktop publishing software package(s).
	1
1
2
2 

	MODULE A OUTLINE:

· Desktop publishing terminology

· Types and purposes of publications

· Basic functions of desktop publishing software


	MODULE B – CREATING AND EDITING A PUBLICATION

	MODULE DESCRIPTION – The purpose of this module is to teach the students to apply knowledge and skills for creating and editing a publication.  Topics include creating new publications from various resources as well as using templates, and moving and resizing objects. 

	 PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	B1.0 
Apply knowledge and skills for creating and editing a publication.
	B1.1
Demonstrate proper formatting techniques for creating and editing a publication.

	2

	LEARNING OBJECTIVES 
	KSA

	B1.1.1 
Explain how to create a new publication from a design. 

B1.1.2 
Explain how to create a new publication from a blank publication or Web page.
B1.1.3 
Explain how to create a new publication based on an existing one.
B1.1.4 
Explain how to open and edit an existing publication.
B1.1.5 
Explain how to create a publication using a template.
B1.1.6 
Explain the procedure for moving and resizing objects.
B1.1.7 
Explain the procedure for converting a Print Publication to a Web Publication.
	2
2
2
2
2
2
2


	MODULE B OUTLINE:

· Creating a new publication from a design

· Creating a new publication from a blank publication or web page

· Creating a new publication based on an existing publication

· Using a template to create a publication

· Moving and resizing objects

· Converting a print publication to a web publication



	MODULE C – DESIGNING A NEWSLETTER

	MODULE DESCRIPTION – The purpose of this module is to teach the students to apply formatting techniques for designing a newsletter.  Topics include newsletter medium, newsletter templates, file importation, and various styles, logos, wordart, and graphics.

	 PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	C1.0 
Apply proper formatting techniques for designing a newsletter.

	C1.1
Demonstrate proper procedures for designing a newsletter.
	2

	LEARNING OBJECTIVES 
	KSA

	C1.1.1 
Identify the benefits and advantages of using a newsletter medium.
C1.1.2 
Explain the procedure for selecting a newsletter template and changing and editing the options.
C1.1.3 
Explain the proper procedures for designing and editing a Masthead.
C1.1.4 
Explain the procedure for importing files. 

C1.1.5 
Differentiate between styles, logos, wordart, and graphics.
	3
2
2
2
3

	MODULE C OUTLINE:

· Newsletter medium

· Newsletter templates

· File importation

· Styles, logos, wordart, and graphics


	MODULE D – PUBLISHING A TRI-FOLD BROCHURES

	MODULE DESCRIPTION – The purpose of this module is to teach the student to create and publish a tri-fold brochure.  Topics include designing a tri-fold brochure, custom color schemes, previewing, and the Pack and GO Wizard.

	 PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	D1.0 
Create and publish tri-fold brochure.
	D1.1
Demonstrate proper procedures for creating and publishing a tri-fold brochure.
	2

	LEARNING OBJECTIVES 
	KSA

	D1.1.1 
Explain the formatting procedures for designing a tri-fold brochure.
D1.1.2 
Identify and explain terminology associated with custom color schemes.
D1.1.3 
Explain the procedure for previewing the brochure before printing.
D1.1.4 
Describe the procedure for using the Pack and Go Wizard.

	2
1
2
2

	MODULE D OUTLINE:

· Procedures for designing tri-fold brochure

· Custom Color Schemes

· Preview of brochure before printing

· Pack and Go Wizard




	MODULE E – CREATING AN E-MAIL LETTER USING PUBLISHER

	MODULE DESCRIPTION – The purpose of this module is to teach the student to create and send an E-mail Letter using Publisher.  Topics include creating and editing an email, creating a hyperlink, e-mailing logos and graphics, backgrounds, and sending an e-mail.

	 PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	E1.0   Create and send an E-mail Letter using Publisher.

	E1.1 
Demonstrate proper procedures for creating and sending an E-Mail Letter using Publisher
	2

	LEARNING OBJECTIVES 
	KSA

	E1.1.1 
Explain the formatting procedures for creating and editing an E-Mail Message.
E1.1.2 
Explain the procedure for creating a Hyperlink.
E1.1.3 
Explain the procedure for creating E-Mail Logos and Graphics.

E1.1.4 
Explain the procedure for adding a background to an E-Mail Message.
E1.1.5 
Explain the procedure for sending print publications as E-Mail messages.

	2
2

2

2

2

	MODULE E OUTLINE:

· Creating and editing an E-Mail Message
· Creating a Hyperlink

· E-mail Logos and Graphics

· Backgrounds
· Sending an E-Mail Message



	MODULE F – business information sets

	MODULE DESCRIPTION – The purpose of this module is to teach the students to customize publications using Business Information Sets (BIS).  Topics include using BIS’ in publications, creating a letterhead from scratch, editing a graphic image, using the content library, and creating business cards.   

	 PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	F1.0   Customize publications using Business Information Sets.

	F1.1 
Demonstrate proper procedures for customizing publications using Business Information Sets


	2

	LEARNING OBJECTIVES 
	KSA

	F1.1.1 
Explain the formatting procedure for creating and using Business Information Sets.
F1.1.2 
Explain the procedure for creating a Company Letterhead.

F1.1.3 
Explain the procedure for editing Graphics.

F1.1.4 
Explain the procedure for using the Content Library.

F1.1.5 
Explain the procedure for creating Business Cards.
	2
2

2

2

2

	MODULE F OUTLINE:

· Using Business Information Sets in publications

· Creating a Letterhead from scratch

· Editing a graphic image

· Using the Content Library 

· Creating Business Cards 


	MODULE G – MERGING PUBLICATIONS AND DATA

	MODULE DESCRIPTION – The purpose of this module is to teach the student to 

	 PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	G1.0   Merge data into publications.

	G1.1 
Demonstrate proper procedures for merging data into publications.
	2

	LEARNING OBJECTIVES 
	KSA

	G1.1.1 
Explain the procedures for merging data into publications.
G1.1.2 
Identify and explain terminology associated with merging data into publications.

G1.1.3 
Explain the procedures for printing the merged document.
	2
2

2

	MODULE G OUTLINE:

· Merging Data into Publications

· Printing the Merged Document



	MODULE H – CREATING AN INTERACTIVE WEB SITE

	MODULE DESCRIPTION – The purpose of this module is to teach the students to create an Interactive Web Site using Publisher.  Topics include creating a web site from scratch, and checking and saving the web site.

	 PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	H1.0   Create an Interactive Web Site with Publisher.

	E1.1 
Demonstrate proper procedures for creating an Interactive Web Site with Publisher.
	2

	LEARNING OBJECTIVES 
	KSA

	H1.1.1 
Explain the procedures for creating an Interactive Web Site. 

H1.1.2 
Identify and explain terminology associated with creating an Interactive Web Site. 

H1.1.3 
Explain the procedures for previewing a Web Site.
H1.1.4 
Describe the procedures for using an Interactive Web Site. 

	2
2

2

2

	MODULE H OUTLINE:

· Creating a Web Site from Scratch

· Checking and saving the Web Site 


	MODULE I – OBJECT LINKING AND EMBEDDING

	MODULE DESCRIPTION – The purpose of this module is to teach the student to embed and link an Excel Worksheet to a Publisher Publication.  Topics include embedding and linking an Excel Worksheet in a Publisher Publication, and editing and saving an embedded and linked Worksheet.

	 PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	E1.0   Embed and link an Excel Worksheet to a Publisher Publication.

	E1.1 
Demonstrate proper procedures for embedding and linking an Excel Worksheet to a Publisher Publication.
	2


	LEARNING OBJECTIVES 
	KSA

	I1.1.1 
Explain the formatting procedures for embedding and linking an Excel Worksheet to a Publisher Publication. 

I1.1.2 
Identify and explain terminology associated with embedding and linking an Excel Worksheet to a Publisher Publication. 


	2
2

	MODULE E OUTLINE:

· Embedding and Linking an Excel Worksheet in a Publisher Publication

· Editing and saving an embedded and linked Worksheet 


LEARNING OUTCOMES Table of specifications

The table below identifies the percentage of learning objectives for each module.  Instructors should develop sufficient numbers of test items at the appropriate level of evaluation.  
	
	Limited Knowledge and Proficiency
	Moderate Knowledge and Proficiency
	Advanced Knowledge and Proficiency
	Superior Knowledge and Proficiency

	
	1
	2
	3
	4

	Module A
	50%
	50%
	
	

	Module B
	
	100%
	
	

	Module C
	
	60%
	40%
	

	Module D
	25%
	75%
	
	

	Module E
	
	100%
	
	

	Module F
	
	100%
	
	

	Module G
	
	100%
	
	

	Module H
	
	100%
	
	

	Module I
	
	100%
	
	


	Learner’s Knowledge, Skills and Abilities

	Indicator
	Key Terms
	Description

	1
	Limited Knowledge and Proficiency
	· Identifies basic facts and terms about the subject or competency.

· Performs simple tasks associated with the competency.  Needs to be told or shown how to do most tasks.  

· Requires close supervision.

	2
	Moderate Knowledge and Proficiency
	· Identifies relationship of basic facts and states general principles and can determine step-by-step procedures for doing the competency.

· Performs most parts of the competency.  Needs help only on hardest parts.  

· Requires limited supervision.

	3
	Advanced Knowledge and Proficiency
	· Analyzes facts and principles and draws conclusions about the subject to include why and when the competency must be done and why each step is needed.  Can predict outcomes.

· Performs all parts of the competency.  Needs only a spot check of completed work.  

· Requires little or no direct supervision.

	4
	Superior Knowledge and Proficiency
	· Can evaluate conditions and make appropriate decisions as related to resolving problems. 

· Performs competency quickly and accurately with no direct supervision and is able to instruct and supervise others.  
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