Desktop Publishing 


DESKTOP PUBLISHING  

BOTE 218 – SPRING 2007 – 3 CREDITS

COURSE OUTLINE

INSTRUCTOR
Mrs. Diane R. Keller

OFFICE

Thatcher 211

PHONE

(701) 228-5453

E-MAIL

diane.keller@misu.nodak.edu

PREREQUISITES

Keyboarding or Word-processing

CLASS MEETS
MWF—10-10:50 a.m.

THATCHER 214

TEXTBOOKS & SUPPLIES

Adobe PageMaker 7, by Kevin G. Proot, ISBN:0-619-10956-4

USB “jump” drive
COURSE DESCRIPTION

Desktop publishing provides basic knowledge of desktop publishing software and electronic document design and production. 

COURSE OBJECTIVES

· To be able to create and manage information using computer technology.

(Meets MiSU-B General Education Goal #3)

· To demonstrate the ability to use the software’s formatting features to enhance business documents.

· To demonstrate the ability to apply concepts learned to independent challenge problems.

· To demonstrate the ability to interpret and synthesize information resulting in problem solutions.

· To demonstrate a working knowledge of basic desktop publishing and presentation 

software. 
COURSE OUTLINE

· Creating Publications

· Letterhead

· Fact Sheet

· Business Report

· Newsletter

· Advertisement

· Menu

· Poster

· Brochure

· Working with Text

· Working with Multiple Pages

· Working with Graphics

· Formatting Text

· Advanced Graphics

· Adding Color to Publications

· Working with Long Publications

COURSE REQUIREMENTS

· Students are required to complete all class activities. 

· Attendance is required.  Quizzes and tests cannot be made-up. Exceptions may apply when students are excused because of a school function or if an emergency arises.  Arrangements must be made with the instructor prior to class time.  Excused absences will be handled on an individual basis.

· Assignments are due at the designated time, even if you will be or were absent.  Assignments handed in late will lose a letter grade for each day late.

· Plagiarism will not be tolerated. The work handed in must be your own.

· Bring your textbooks, disks and writing tools each day to class.  It is recommended that each student have a pocket folder in which to keep assignments.

· Bring a positive, cooperative attitude to class each day.

METHODS OF INSTRUCTION

Instruction procedures include; lecture, class discussion and participation, individual assistance and tests.

GRADING METHODS

[image: image1.wmf]Points will be earned from grading of:


Daily work (randomly)


Objective Tests


Production tests


Project
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GRADING SCALE


A = 93%


B = 85%


C = 77%


D = 69%


F = Below 69%
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