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Safety and Ethics

Employability Skills

Student Organizations

. Identify major causes of work-related accidents in offices.

. Describe the threats to a computer network, methods of avoiding attacks, and

options in dealing with virus attacks.

. ldentify potential abuse and unethical uses of computers and networks.

. Explain the consequences of illegal, social, and unethical uses of information

technologies (e.g., piracy; illegal downloading; licensing infringement;
inappropriate uses of software, hardware, and mobile devices).

. Differentiate between freeware, shareware, and public domain software

copyrights.

. Discuss computer crimes, terms of use, and legal issues such as copyright laws,

fair use laws, and ethics pertaining to scanned and downloaded clip art images,
photographs, documents, video, recorded sounds and music, trademarks, and
other elements for use in Web publications.

. Identify netiquette including the use of e-mail, social networking, blogs, texting,

and chatting.

. Describe ethical and legal practices in business professions such as safeguarding

the confidentiality of business-related information.

. Identify positive work practices (e.g., appropriate dress code for the workplace,

personal grooming, punctuality, time management, organization).

. Demonstrate positive interpersonal skills (e.g., communication, respect,

teamwork).

. Explain how related student organizations are integral parts of career and

technology education courses.

. Explain the goals and objectives of related student organizations.
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Understanding
Technology

Design Principles

Digital Imaging

Creating and Designing
Layout

. List opportunities available to students through participation in related student

organization conferences/competitions, community service, philanthropy, and
other activities.

. Explain how participation in career and technology education student

organizations can promote lifelong responsibility for community service and
professional development.

. Define desktop publishing.

. Demonstrate an understanding of the basic hardware components needed for

desktop publishing (CPU, memory, external drives, expansion boards, and ports)
and input/output devices (scanners, digital cameras, monitors, graphic tablets,
tablet PCs, etc.).

. Demonstrate an understanding of the basic software needed for desktop

publishing (operating system, data/word processing, graphics software, page
layout, graphics formats, etc.).

. Demonstrate effective use of color.

. Use color tables (e.g., hue and saturation).

. Demonstrate effective use of type fonts.

. Demonstrate effective use of clip art and other graphics in publications.

. Explain the term "effective white space.”"

. Define various types of graphic file formats.

. Acquire digital image from sources such as scanner, digital cameras, Internet, etc.
. List factors that affect quality imaging.

. Edit a digital image.

. Convert various graphic file formats.

. Define terms in the design process: thumbnails, rough drafts, and comprehensive

layout (comp).

. Define terms related to artwork such as line art, continuous tone, halftone,

halftone screen, cropping, scaling, vector and raster graphics, and resolution.

. Define terms related to typography: screen/printer fonts, downloadable (soft)

fonts, typesetting, galleys, postscript printers, serifs, points, picas, alighment of
text, drop shadows, leading, tracking, and kerning.



4. Convert elements (logos, body copy, charts, and graphs) from standard business
applications into compatible format (e.g., psd, png, bmp, pdf, gif, jpeg, and tiff)
for use in desktop publishing projects.

5. Proofread, edit, and revise text using standard proofreading symbols.

Producing of Documents 1. Determine the most appropriate type of desktop publication based upon the
purpose, intended audience, life of the publication, cost limits, and time
constraints.

2. Plan printed presentations of text by determining appropriate typography,
spacing elements, and emphasis features.

3. Design a layout for readability and attractiveness by use of effective white space,
column position and spacing, page margins, and graphics placement (boxes,
lines, illustrations, images, etc.).

4. Develop a desktop publication including original graphics created using drawing
and paint tools.

5. Generate a variety of documents such as flyers, bulletins, proposals, reports,
business cards, greeting cards, transparencies, brochures, handouts, information
forms, etc.

6. Import text and tables from a word processing program into a desktop published
document.

7. Import charts and/or tables from a spreadsheet software program into a desktop
published document.

8. Import charts and/or tables from a database software program into a desktop
published document.

9. Incorporate original scanned digitized graphics/text files into a desktop
publication.

10. Incorporate original digital camera image into a desktop publication.

Printing the Documents 1. Select appropriate printer.
2. Adjust printer/publication for desired output.
3. Describe characteristics and uses of basic color models (e.g., RGB, CMYK, etc.).
4. Explain preprint color requirements.
5. Describe the purpose and process of color separation.

6. Perform color separations.



Developing a Desktop
Publishing Portfolio

=

Identify careers in the desktop publishing field.

Explain the purpose of portfolios and how to select the pieces to include in the
portfolio.

Create a résumé to include in the portfolio.

Assemble a career portfolio of a variety of printed documents produced in the
course, including a flyer, a newsletter, a brochure, business cards, a letterhead,
an advertisement, labels, and information forms.



