PAGE  
1

BOT 2133

Master course syllabus

DESKTOP PUBLISHING



Instructor:








Office Location: 

Office Hours: 







Phone: 

Class Time








Email: 



Course Description:

This course presents graphic design techniques, principles of page layout and design, and electronic publishing terminology and applications to create a variety of documents such as flyers, brochures, newsletters, and business cards using advanced features of word processing software. (3 sch: 3 hr. lecture OR 2 hr. lecture, 2 hr. lab)
Prerequisite: Word Processing (BOT 1143) or consent of instructor
Textbook(s) and Material(s):

Resources:  
Student Learning Outcomes:

Upon completion of this course, the student will be able to do the following:

	

	1.
Demonstrate knowledge of publishing concepts, ethics, and laws.

a.
Define terminology related to the publishing industry.

b.
Identify basic principles of design.

c.
Discuss copyright laws pertaining to scanned images and electronic clip art used in publications.

d.
Analyze situations in which scanned images and electronic graphics may legally be used but are ethically questionable.

	2.
Design effective publications and multiple-page documents using advanced features of word processing software.

a.
Determine the best type of publication based upon the purpose, intended audience, cost limitations, and time constraints.

b.
Produce effective presentations of text including appropriate typefaces, type sizes, leading, alignment, spacing, kerning, special characters, and emphasis features.

c.
Plan and create effective layouts including line length, white space, columns, margins, and graphic placement.

d.
Incorporate in publications a variety of graphic elements including clip art, boxes, shading, rules, and illustrations created with drawing and paint tools.

e.
Import charts, text, tables, and photos into publications.

f.
Generate a variety of documents such as flyers, newsletters, bulletins, proposals, reports, business cards, greeting cards, brochures, and forms.

g.
Produce multiple-page and multiple-column documents using style sheets, templates, and keyboard shortcuts.


ATTENDANCE:

 See College Catalog for current attendance policy.
Make-up Policy:

Based on individual instructor requirements
Cheating Policy/Plagiarism:

A student may not use or copy (by any means) another's work (or portions of it) and represent it as his/her own. 

Non-Discrimination/Disability Policy:

Coahoma Community College does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities. The following person has been designated to handle inquiries regarding the non-discrimination policies: Evelyn Washington; Coordinator for Section 504/ADA, Title IX; 3240 Friars Point Road; Clarksdale, MS 38614; Telephone # (662) 621-4148; Email: ewashington@coahomacc.edu; Office Location: 2nd Floor Whiteside Hall, Office #21OA, For Career and Technical Coordinator – Anne S. Clark at 621-4220 or e-mail ashelton-clark@coahomacc.edu.

INSTRUCTIONAL TECHNIQUES:








Based on individual instructor requirements
EXPECTIONS OF STUDENTS:









1. Perform quality work

2. Exhibit suitable work ethics and good citizenship 

3. Take responsibility for your own learning 

4. Class participation

5. Team Participation
6. Attendance 

METHOD(S) OF EVALUATION:

Based on individual instructor requirements
Grading Scale/System:

(Taken from Coahoma Community College catalog)
                                 The Grading scale 



SCALE
Q.POINTS



100-92


4
A

91-83


3
B

82-74


2
C

73-65


1
D




BELOW 65 

0
F
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