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COURSE:  

Graphic Design and Production
UNIT 1: 

File Management
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Annotation: 
In this unit, students will identify different file types and demonstrate their ability to properly manage these files.

Grade(s):  

	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
Five 50 minute periods 

Author: 
Cheryl Rees

Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
ACCT-GDP-10: Students will demonstrate knowledge of file management and file

formats.

a) 
Create folder structure to organize documents along with all support files

(including client original files, fonts, links, etc.).

b) 
Identify file formats used in industry: native/default format; meta files (files

that contain fonts, raster and vector information, example: wmf, pdf, eps); and generic (example: tif, jpg, gif, and txt).

GPS Academic Standards:
ELA9RC3: 
The student acquires new vocabulary in each content area and uses it



correctly.
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Enduring Understandings: 
•
The student will understand file management and file formats.
Essential Questions: 
•
Why is it important to understand different image file types? 

•
What happens if a file is not formatted properly or does not contain the support files?

Knowledge from this Unit:  
The students will be able to:
•
Identify image file formats.

•
Recognize support files.
Skills from this Unit:  
The student will create a folder structure to organize documents along with all support files (including client original files, fonts, links, etc.).
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Assessment Method Type: 
	
	Pre-test

	
	Objective assessment - multiple-choice, true- false, etc.

	
	__ Quizzes/Tests

__ Unit test

	
	Group project

	
	Individual project

	X
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	_X_ Self-check rubrics   

__ Self-check during writing/planning process

__ Journal reflections on concepts, personal experiences and impact on one’s life

__ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	
	Subjective assessment/Informal observations

	
	__ Essay tests

__ Observe students working with partners

__ Observe students role playing

	
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

__ Peer editing and/or critiquing

	
	Dialogue and Discussion

	
	__ Student/teacher conferences

__ Partner and small group discussions

__ Whole group discussions

__ Interaction with/feedback from community members/speakers and business partners

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test
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•
LESSON 1:  File Management and File Formats

1.
Identify the standards. Standards should be posted in the classroom.

ACCT-GDP-10: Students will demonstrate knowledge of file management and file

formats.

a) 
Create folder structure to organize documents along with all support files

(including client original files, fonts, links, etc.).

b) 
Identify file formats used in industry: native/default format; meta files (files

that contain fonts, raster and vector information, example: wmf, pdf, eps); and generic (example: tif, jpg, gif, and txt).

2.
Review Essential Question(s). Post Essential Questions in the classroom. 

•
Why is it important to understand different image file types? 

•
What happens if a file is not formatted properly or does not contain the support files?

3.
Identify and review the unit vocabulary. Terms may be posted on word wall.

	Native file
	.ai
	.indd

	.doc
	.psd
	.ppt

	EPS
	JPEG
	TIFF

	PDF
	PNG
	ASCII



	GIF
	Vector
	Bitmapped

	Metafile 
	
	


•
You can use a KWL activity to introduce these words:

•
Organize students in groups of three.  Place the new words on the word wall.  Provide the students with the K-W-L handout as they walk into class (print the attachment KWL Activity).  They are to immediately, with their groups, complete the handout using each word for the handout.  You can use this time to complete administrative business (attendance, having students sign their absence forms, collecting assignments, etc.).  After approximately 5- 10 minutes,  call the class back together to discuss the words, specifically what they know already, what they want to know and what they have learned that relates to each of the words given.  This serves as a great springboard into discussion around the topic that will be the focus of the daily lesson.
•
An activity to use at the end of class to review the Word Wall words is a "Word Jar.” Students pick a word out of the jar. They need to read the word and give the definition. This activity is great as filler when you have a couple of free minutes. 

4.
Interest approach – Mental set


Download the PowerPoint presentation File Formats.  Use the PowerPoint to lead a class discussion on native files and different file formats.  Go to http://edu.learnit-teachit.org/technology/Imaging/.  There are several videos that are helpful in explaining the different file formats and when it is best to use each one.  The web site also provided a handout (Understanding Image Files) that is defines the file formats and gives suggestions when to use each one.  This is a great resource for students to have in their notebook as they move through different digital imaging projects in graphic communications.  

•
LESSON 2:  Understanding File Formats

1.
Review Essential Questions. Post Essential Questions in the classroom. 
•
Why is it important to understand different image file types? 

•
What happens if a file is not formatted properly or does not contain the support files?

2.
Download the attachment File Format Usage.  Review the differences in raster and vector images.  Also download the following graphic file Computer. Using your computer lab and Adobe Photoshop, students will create different image file formats and determine their file sizes.
•
LESSON 3:  Understanding Proper File Management

1.
Review Essential Questions. Post Essential Questions in the classroom. 
•
Why is it important to understand different image file types? 

•
What happens if a file is not formatted properly or does not contain the support files?

2.  
Depending on the level of your students, you will probably want to review saving files, creating folders, etc. with your students.  The following web sites will help you with this.  Everything depends on whether you have a MAC or PC lab.

http://edutech.msu.edu/online/Filemanage/FileManageMAC.pdf
http://www.hhstudios.net/glow/howto/filemgmt.htm
http://cter.ed.uiuc.edu/tutorials/filemanagmt/
3.   
Create folder structure to organize documents along with all support files (including client original files, fonts, links, etc.).  Download the attachment File SOP. Use this document (created by Natalie Hynson, Central Education Center) as an example to prepare a handout for your computer lab.  Each school’s lab is different because some are MAC labs, some are PC labs, some have servers and some don’t.   After you have created a guide for your lab, instruct your students how to save files and create folders properly.

Download the attachment Saving and Organizing Files. This activity will give students practice in saving documents in the correct folder. If you have a PC lab, you will have to change the instructions.

4.  
File Management Lab Activity: Print the attachment File Management Lab. Students will use Adobe InDesign to practice saving appropriate files and folders.
•
ATTACHMENTS FOR LESSON PLANS


KWL activity
File Formats
Computer (jpg file) 

Understanding Image Files
File Format Usage
File Management SOP
Saving and Organizing Files
File Management Lab
•
NOTES & REFLECTION: 

It is very important for students to understand proper file management and saving procedures.  Industry has identified this as an important task that most employees do not understand.
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Culminating Unit Performance Task Title: 
Students will create a folder structure to organize documents along with all support files (including client original files, fonts, links, etc.).

Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 

· Provide quick reference step by step instruction guides for multi-step tasks

· Identify key words associated with each process to help student identify the correct procedure to utilize in each project

· Provide visuals with vocabulary word.
· Utilize flexible grouping to pair special education students with general education students that can provide peer instruction or review for learning deficit areas

· Frequent checks for understanding or on task behavior
Attachments for Culminating Performance Task: 

Saving and Organizing Files
File Management Lab
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Web Resources:
http://edu.learnit-teachit.org/technology/Imaging/
http://edutech.msu.edu/online/Filemanage/FileManageMAC.pdf
http://www.hhstudios.net/glow/howto/filemgmt.htm
http://cter.ed.uiuc.edu/tutorials/filemanagmt/
http://www.pcworld.com/article/138290/understanding_file_formats.html
http://www.adobe.com/designcenter/photoshopelements/articles/file_formats/pib_pse_file_formats.pdf
http://www.techsoup.org/learningcenter/software/page6041.cfm
http://stewartdesign.com/2009/03/understanding-file-formats/
http://designtutorials4u.com/essential-knowledge-understanding-file-formats/
http://www.scantips.com/basics09.html
Materials & Equipment: 
Computer Lab with appropriate software
21st Century Technology Used: 
	X
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	
	Graphic Organizer

	
	Student Response System
	X
	Desktop Publishing 
	X
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	
	Website
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