ESSEX COUNTY COLLEGE
Business Division
CIS 136 – Desktop Publishing for IBM Computers
Course Outline
Course Number & Name: CIS 136 Desktop Publishing for IBM Computers
Credit Hours:  3.0
Contact Hours:  3.0
Lecture:  3.0
Lab:  N/A
Other:  N/A
Prerequisites:  Grade of “C” or better in CIS 107 or placement 

Co-requisites:  None



Concurrent Courses:  None
Course Outline Revision Date:  Fall 2010
Course Description: This course provides hands-on instruction to develop students’ understanding of desktop publishing using Microsoft Office 2007 and the Internet.  Topics covered include basic concepts, layout and good form, research, creating a presentation, using templates, and working with text, fonts, clip-art, drawings, and photographs.  Students are required to design a variety of presentations as well as printed works indicative of their competence and typical of those found in business and industry as part of their portfolio.

Course Goals: Upon successful completion of this course, students should be able to do the following:

1.
identify and discuss the fundamental concepts of desktop publishing;
2.
produce different business and promotional documents using appropriate software;
3.
use oral and written delivery skills to make effective presentations; and
4.
discuss and apply ethical standards in the production of marketing documents.
Measurable Course Performance Objectives (MPOs): Upon successful completion of this course, students should specifically be able to do the following:

1. Identify and discuss the fundamental concepts of desktop publishing:
1.1 describe the desktop publishing process;
1.2 discuss the factors to be considered in designing a publication;
1.3 evaluate design elements in a desktop-published document for the appropriate use of focus, balance, proportion, contrast, directional flow, consistency, color and page layout; and
1.4 define common desktop publishing terminology

Measurable Course Performance Objectives (MPOs) (continued):
2.
Produce different business and promotional documents using appropriate software:
2.1 create business documents such as letterheads, envelopes, business cards, agendas, memos, calendars, CD covers, personal address labels, and award certificates using a variety of graphic features;
2.2 create promotional documents such as flyers, brochures, booklets, signs, announcements, tickets, business greeting cards, nametags, and invitations; and
2.3 create onscreen presentations and slides using Microsoft Office PowerPoint 2007 and basic design concepts

3.
Use oral and written delivery skills to make effective presentations:
3.1 create and present onscreen presentations using PowerPoint presentation; and
3.2 plan, build and demonstrate orally and visually a PowerPoint presentation
4. Discuss and apply ethical standards in the production of marketing documents:
4.1 describe key elements involving Intellectual Property: Copyright, Visual Artist's Rights Act, and Trademarks; and
4.2
use appropriate intellectual property procedures

Methods of Instruction: The instruction will consist of a combination of lectures with onscreen presentations and hands-on computer exercises demonstrating key concepts and features.
Outcomes Assessment: Quiz and exam questions are blueprinted to course objectives.  Assessments and feedback are conducted on an ongoing basis throughout the semester.  Specifics are as follows:
· In-class assignments and homework focusing on the acquisition of specific skills are regularly scrutinized for the presence of course objectives.
· Applications of the elements/skills of desktop publishing are evaluated in multi-part projects, which are graded using a rubric.  Every semester/term, results in selected components are evaluated to determine student performance.
· Hands-on computer exams are used to demonstrate key concepts and features and are graded using a rubric.  Every semester/term, results in selected components of the exam are evaluated to determine student performance.

Course Requirements: All students are required to:

1.
Maintain regular attendance and be on time for each class.
2.
Complete and submit all homework and project assignments on time.
3.
Take all exams and quizzes when scheduled.
Methods of Evaluation:
 Final course grades will be computed as follows:





                  





        % of 

Grading Components
          final course grade


· Attendance







           5%
Students must be present to benefit from the guidance of the instructor.
· Homework Assignments & Portfolio




         20%
The purpose of hands-on computer homework is to demonstrate key concepts and features.  Homework is examined to show evidence of the extent to which students meet the course objectives, and the portfolio is evaluated for completion of all project assignments.

· 2 Projects (dates specified by the instructor)



         25%
Projects are used to show evidence of the extent to which students meet course objectives.

· 2 or more Exams (dates specified by the instructor)


         25%
Exams are used to show evidence of the extent to which students meet course objectives.
· Final Exam





 

        25%
The comprehensive final exam is used to examine the extent to which students have understood and synthesized all course content and achieved all course objectives.

Academic Integrity: Dishonesty disrupts the search for truth that is inherent in the learning process and so devalues the purpose and the mission of the College.  Academic dishonesty includes, but is not limited to, the following:

· plagiarism – the failure to acknowledge another writer’s words or ideas or to give proper credit to sources of information;

· cheating – knowingly obtaining or giving unauthorized information on any test/exam or any other academic assignment;

· interference – any interruption of the academic process that prevents others from the proper engagement in learning or teaching; and

· fraud – any act or instance of willful deceit or trickery.

Violations of academic integrity will be dealt with by imposing appropriate sanctions.  Sanctions for acts of academic dishonesty could include the resubmission of an assignment, failure of the test/exam, failure in the course, probation, suspension from the College, and even expulsion from the College.

Student Code of Conduct: All students are expected to conduct themselves as responsible and considerate adults who respect the rights of others.  Disruptive behavior will not be tolerated.  All students are also expected to attend and be on time for all class meetings.  No cell phones or similar electronic devices are permitted in class.  Please refer to the Essex County College student handbook, Lifeline, for more specific information about the College’s Code of Conduct and attendance requirements.

Course Content Outline: based on the text Advanced Microsoft Word 2007 – Desktop Publishing, by Joanne Arford; published by Paradigm; ISBN #: 978-0-76383-118-9
	Week
	Chapter/Topics


	1 – 4
	Expectations, Requirements, Computer Ethics and Lab Rules

Creating Presentations using PowerPoint
· Planning the Presentation
· Creating a PowerPoint Presentation

· Enhancing a Presentation

· Adding Transitions and Custom Animations

· Integrating a Presentation
Exam 1
PowerPoint Project Presentation due



	5
	Chapter 1 Understanding the Desktop Publishing Process
· Defining Desktop Publishing 

· The Desktop Publishing Process

· Designing the Document 

· Using Live Preview

· Using Word 2007 in Desktop Publishing 

· Using the Internet for Templates, Clip Art and Media, and Help

· Using Microsoft Resources and Office Tools


	6

	Chapter 2 Preparing Internal Workplace Documents

· Understanding Basic Typography

· Choosing and Modifying Font Elements
· Adding Symbols and Special Characters to a Document 

· Using Word’s Cover Page to Create a Manual Cover
· Creating Documents Using Templates and Wizards

· Watermarks and Inserting Images


	7
	Chapter 3 Creating Letterheads, Envelopes, and Business Cards

· Identifying the Purpose of Letterheads
· Designing Your Own Letterhead

· Using/Customizing Text Boxes in Design

· Using Smart Tags

· Refining Letter and Word Spacing

Exam 2


	
	

	Week
	Chapter/Topics

	8
	Chapter 4 Creating Personal Documents

· Creating a Compact Disc Label

· Creating a CD Face Label

· Creating a Calendar

· Arranging Drawings Objects to Enhance Personal Documents

· Creating a Certificate

· Creating a Signature Using Shapes


	9
	Chapter 5 Creating Promotional Documents

· Planning and Designing Promotional Documents
· Creating Flyers and Announcements
· Using Color

· Using Word’s Tables Feature to Guide the Layout of Design Elements

· Editting Images in Word

· Adding Lines, Borders, and Special Effects to text, Objects and Pictures
· Adding Special Effects with Shadow and 3-D

· Learning About SmartArt Graphics



	10 – 11
	Chapter 6 Creating Brochures and Booklets

· Planning and Creating Brochures and Booklets

· Understanding Newspaper Columns

· Using Reverse Text as a Design Element

· Formatting with Styles



	12
	Chapter 7 Creating Specialty Promotional Documents

· Creating and Aligning Lines on Which You Can Type

· Merging Promotional Documents

· Creating Invitation Cards

· Planning and Designing Cards

Chapter 8 Creating Basic Elements of a Newsletter

· Creating a Newsletter Page Layout



	13
	Chapter 9 Using Design Elements to Enhance Newsletters
· Creating Sidebars in a Newsletter

· Creating Pull Quotes, Kickers and End Signs

· Using Linked Text Boxes in Newsletters

· Using Additional Enhancements for Starting Paragraphs

· Alternative Approaches to Saving a Newsletter



	14
	Chapter 11 Introducing Microsoft Publisher 2007

· Getting Started with Publisher 

· Selecting Options at the Format

· Customizing a Publisher Template



	Week
	Chapter/Topics

	15
	Portfolio due

Project 2 (Brochure & Newsletter) due

Final Exam on all course material covered


CIS 136 – Suggested Homework Assignments
Text:   Advanced Microsoft Word 2007 – Desktop Publishing, by Joanne Arford; published by Paradigm; ISBN #: 978-0-76383-118-9
	Week
	Homework Assignment and Page

	1 – 4
5
6
7
8
9
10 – 11

12

12
13
14
	Chapter     Creating Presentations Using PowerPoint

                   Assignments: Several assignments to be handed out by the instructor
Chapter 1  Understanding the Desktop Publishing Process
      Assignments:  Reviewing Key Points  Page 49

Chapter 2  Preparing Internal Workplace Documents

      Assignments:   Exercise 2.2  Page 76

                                 Exercise 2.4  Pages 93 – 96

                                 Assessment 2.2  Page 121

Chapter 3  Creating Letterheads, Envelopes, and Business Cards

      Assignments:  Exercise 3.1  Pages 134 – 136



   Exercise 3.2  Pages 154 – 159



   Exercise 3.4  Pages 167 – 170



   Exercise 3.6  Pages 180 – 184

Chapter 4  Creating Personal Documents

       Assignments:  Exercises 4.1 and 4.2  Pages 198 – 205




    Exercise  4.5  Pages 234 – 239
Chapter 5  Creating Promotional Documents – Flyers & Announcements
      Assignments:  Exercise 5.1  Pages 277 – 281



   Exercise 5.4  Pages 307 – 312 



   Exercise 5.5  Pages 315 – 320



   Assessment 5.2  Pages 327 – 328

Chapter 6  Creating Brochures and Booklets

      Assignments:  Exercises 6.5 and 6.6  Pages  371 – 378



   Assessments 6.1 and 6.2  Pages 382 – 384

Chapter 7  Creating Specialty Promotional Documents


      Assignment:  Exercise 7.5  Pages 418 – 420

Chapter 8  Creating Basic Elements of a Newsletter


      Assignments: Exercises 8.1, 8.2, 8.3, 8.4, 8.5, 8.6, 8.7 & 8.8  
                                              Pages 452 – 467

Chapter 9  Using Design Elements to Enhance Newsletters
      Assignments:   Exercise 9.1, 9.2, 9.3, 9.4, 9.5, and 9.6  Pages 485 – 508

Chapter 11 Introducing Microsoft Publisher 2007


       Assignments:  Exercise 11.1  Pages 598 – 601 



    Exercise 11.4  Pages 615 – 618
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