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Career, Technical, & Agricultural Education







COURSE:  

Graphic Design and Production
UNIT 2: 

Advanced Digital File Prep
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Annotation: 
This unit will utilize various proofing techniques and design methods to produce an error free product in page layout software.

Grade(s):  

	
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
Nine  50-minute periods

Author: 
Alicia Baynes

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-4: 
Students will understand and demonstrate the fundamental basic elements and principles of design.
b) 
Apply knowledge of design principles to new products.

d) 
Incorporate design principles in hand drawn sketches and measured layouts.

ACCT-GDP-5: 
Students will identify and demonstrate a working knowledge of elements and principles.
b) Apply creative thinking skills to produce solutions to artistic problems.

ACCT-GDP-11: Students will demonstrate knowledge of digital file preparation.

a) Read and interpret a job ticket for production information.

b) Preflight documents and identify problems (resolution, missing fonts,

missing graphics, number of inks).

c) Demonstrate knowledge of spell check and proofreaders marks.

d) Proofread, edit, and make corrections or adjustments to copy.

e) Design and produce a digital document in a page layout program. Layout

should include placed graphics of print quality, correct number of inks,


correct margins, and gutters for folding purposes.

CTAE-FS-3: 
Communications:
Learners use various communication skills in expressing and interpreting information.

CTAE-FS-4: 
Problem Solving and Critical Thinking: 
Learners define and solve problems, and use problem-solving and improvement methods and tools.

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


correctly.

ELA9C1: 
The student demonstrates understanding and control of the rules of the


English language, realizing that usage involves the appropriate application of

conventions and grammar in both written and spoken formats.

MM2N1: 
Students will represent and operate with complex numbers.

MM1P1: 
Students will solve problems (using appropriate technology).

MM3P4: 
Students will make connections among mathematical ideas and to other



disciplines.
National / Local Standards / Industry / ISTE:
PrintED Introduction to Graphic Communications:

D. Digital File Output

2. Explain the purpose of proofing.

PrintED Digital File Preparation:

A. Orientation 



1. Read and interpret production information on job docket/ticket.

2. Identify and list the basic principles of design (i.e. unity, contrast, page proportions, balance, etc.)

9. Demonstrate the proper selection of appropriate software for word processing, illustration, image editing, and page layout.

11.  Prepare a series of hand drawn sketches or computer generated layouts incorporating appropriate marks (i.e. gutters, register marks, fold lines, etc.)

14. Define preflighting.

15. Preflight a native file using application preflight software and/or a manual checklist.
C.  Page Layout

1. Select appropriate page layout software for a given job.

2. Demonstrate the use of a digital dictionary; spell checker, and automatic hyphenation.

3. Demonstrate a functional knowledge of computer menus and palettes within desktop publishing software.

4. Demonstrate text alignment, element positioning and rules of page design for printed matter.

7. Set text with appropriate margins, formatting, gutters, and proper leading.

8. Import copy from a word processing program to a page layout program.

9. Design and produce a document using desired fonts, styles, margins, indents, tabs, and colors.

10. Proofread, edit and make corrections/adjustments to copy on screen.

11. Import an image into a page layout program.

19. Demonstrate the proper procedures on printing a proof to a monochrome and/or color laser printer or inkjet printer using page layout software.
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Enduring Understandings:
Students will understand:
· The importance of proofreading and editing for an error free final draft.

· How to apply knowledge of design principles to new products.
· How to interpret a job ticket correctly.
Essential Questions: 
· How will the elements & principles of design create order & visual interest in your design?
· Why is the proper layout critical and/or essential to the outcome of the finished product?
· How do I produce a quality product from design to completion?

· How do I effectively prepare an electronic file for digital imaging?

· How do I effectively prepare and manage digital files?

· How do you properly prepare a file for print output?

· Why is preflighting essential to design and output?

· What negative results could occur during output if a file does not pass preflight standards?
Knowledge from this Unit:
Students will identify:

· Terms and uses of preflighting.

· Steps in preparing a file for production.

· Proofreading marks/symbols
Skills from this Unit:  
Students will:

· Proofread and edit copy

· Illustrate use of design principles

· Prepare a file for production/output

· Preflight digital files
· Manage digital formats and files
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Assessment Method Type: 
	
	Pre-test

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

	
	__ Quizzes/Tests

__ Unit test

	
	Group project

	x
	Individual project

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

	
	_x_ Self-check rubrics   

_x_ Self-check during writing/planning process

_x_ 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

	x
	Subjective assessment/Informal observations

	
	__ Essay tests

_x_ Observe students working with partners

__ Observe students role playing

	x
	Peer-assessment  

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

_x_ Peer editing and/or critiquing

	x
	Dialogue and Discussion

	
	_x_ Student/teacher conferences

_x_ Partner and small group discussions

_x_ 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


Assessment Attachments and / or Directions: 
Syllabus Design Rubric
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•
LESSON 1:  INTRODUCTION TO PROOFREADING

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

ACCT-GDP-4: 
Students will understand and demonstrate the fundamental basic elements and principles of design.
b) 
Apply knowledge of design principles to new products.

d) 
Incorporate design principles in hand drawn sketches and measured layouts.

ACCT-GDP-5: 
Students will identify and demonstrate a working knowledge of elements and principles.
b) Apply creative thinking skills to produce solutions to artistic problems.

ACCT-GDP-11: Students will demonstrate knowledge of digital file preparation.

a) Read and interpret a job ticket for production information.

b) Preflight documents and identify problems (resolution, missing fonts,

missing graphics, number of inks).

c) Demonstrate knowledge of spell check and proofreaders marks.

d) Proofread, edit, and make corrections or adjustments to copy.

e) Design and produce a digital document in a page layout program. Layout

should include placed graphics of print quality, correct number of inks,


correct margins, and gutters for folding purposes.

CTAE-FS-3: 
Communications:
Learners use various communication skills in expressing and interpreting information.

CTAE-FS-4: 
Problem Solving and Critical Thinking: 
Learners define and solve problems, and use problem-solving and improvement methods and tools.
2.
Review Essential Question(s). Post Essential Questions in the classroom. 

· How will the elements & principles of design create order & visual interest in your design?
· Why is the proper layout critical and/or essential to the outcome of the finished product?
· How do I produce a quality product from design to completion?

· How do I effectively prepare an electronic file for digital imaging?

· How do I effectively prepare and manage digital files?

· How do you properly prepare a file for print output?

· Why is preflighting essential to design and output?

· What negative results could occur during output if a file does not pass preflight standards?

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

	Design Principles

	Preflighting

	Proofreading

	Soft Proof

	Hard Proof

	Proofreader’s Marks


4.
Interest approach – Mental set

●  Create a student generated list of “what is proofreading?” on the board. Ask students: what type of things you generally look for when you proofread. Answers may include capitalization, spelling, etc. Discuss the importance of proofreading.

●  Using the website link provided - “Common Proofreading Symbols” – discuss the symbols and explain the corrections.

5. Have students complete their own proofreading charts.

6. Provide students with an example of copy to be proofread on a PowerPoint or smart board. Go through the example as a class, asking for volunteers, until the students seem comfortable using the marks.


7. Students may now be given individual samples to correct. Explain that the student will proofread the sample just as the teacher/customer might.  Students may then switch samples with a partner and have the partner check for additional mistakes or point out mistakes that may have been missed.

•
LESSON 2:  PREFLIGHTING IN INDESIGN

1.
Review Essential Questions. Post Essential Questions in the classroom. 

· Why is the proper layout critical and/or essential to the outcome of the finished product?
· How do I produce a quality product from design to completion?

· How do I effectively prepare an electronic file for digital imaging?

· How do I effectively prepare and manage digital files?

· How do you properly prepare a file for print output?

· Why is preflighting essential to design and output?

· What negative results could occur during output if a file does not pass preflight standards?

2. First, have students analyze images in Indesign documents. Use the “Creative Pro.com” link to access and download information about how to become a “CSI: Creative Suite Investigator”. 
Link: http://www.creativepro.com/article/analyze-images-indesign-documents
3. Instruct students to open Indesign. 

4. Students will be asked to go to the Help menu in Indesign and participate in the activities, videos, tutorials, etc. within the preflighting section (under search bar, type “preflight”).


•
Ask students to answer the following questions:






•
What is preflighting? 


•
What is the difference between linked artwork and embedded artwork?




•
Why must links need repairs before output?





•
Explain three categories of font issues that may arise?


•
What is the advantage to using a book file?

•
What happens you package a file in Indesign?


•
Students need to complete a compare/contrast graphic organizer of their choice about linked vs. embedded artwork. One example could be a Venn-diagram.

5. Students will need to read the file “Will-it-print?” which can be downloaded at Creative Pro.com - http://www.creativepro.com/article/will-it-print.
6. Perform a preflight check.
•
LESSON 3:  SYLLABUS DESIGN

1.
Review Essential Questions. Post Essential Questions in the classroom. 
· How will the elements & principles of design create order & visual interest in your design?
· Why is the proper layout critical and/or essential to the outcome of the finished product?
· How do I produce a quality product from design to completion?

· How do I effectively prepare an electronic file for digital imaging?

· How do I effectively prepare and manage digital files?

· How do you properly prepare a file for print output?

· Why is preflighting essential to design and output?

· What negative results could occur during output if a file does not pass preflight standards?

2.
The teacher should provide several examples of  syllabi and have students work in pairs to compare and contrast what is successful and unsuccessful in each design. Have students write their responses on an index card or post-it notes and discuss their findings. 


Ask students:




•
Why is it good or bad? 


•
What elements and principles of design are utilized within the design?



•
What layout considerations were given to the design?

3. Teacher will provide a job ticket example and explain it’s content. 

4. Students will be provided with the Job Ticket Handout for the “Syllabus Design” that includes all pertinent information from the handout Syllabus Design Handout. The handout will also be used as a reference to check for correct interpretation. 

5. Students will be asked to complete a minimum of four thumbnail sketches, one rough layout and a camera ready design of their own syllabus using Indesign.

6. Students will proofread and edit their design.

7. Students will complete a peer review-proofread another student’s copy via soft proof. Students will then go back to their original design and edit the changes. 

8. Students will print a hard copy of the syllabus and complete two additional peer reviews-proofread and mark up the design. As students check designs, they will initial the copy. Students will edit their original design based on the marked up copy.

9. Students will submit a printed copy to the instructor for a soft proof check. After final corrections are made, students will preflight and print a final hard copy.
10. Have students turn in their final syllabus for a grade and grade using the Syllabus Design Rubric. 

•
ATTACHMENTS FOR LESSON PLANS


· Job Ticket Handout
· Syllabus Design Handout
· Syllabus Design Rubric
•
NOTES & REFLECTION: 

In the first lesson, “Introduction to Proofreading”, additional samples may be provided. Students may correct 1-3 samples and can work completely independently or collaboratively in small groups.

Students can research additional resources for proofreading and preflighting on the internet.

Teacher needs to provide a file with errors for the preflight check.

For students with disabilities, general strategies that can be utilized to address many learning deficit areas are:

· 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, such as captured computer screen images

· 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
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Culminating Unit Performance Task Title: 
“Me, Myself, and I” Brochure
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 

Students will complete a two-sided, three panel, tri-fold, autobiographical brochure.

Review:

Prior to giving performance task instructions, complete a quick review of brochure setup and Indesign layout. Use Brochure Demo Handout for an Indesign demonstration (teacher models setup of brochure and procedures for a successful product). Grade the students project using the Brochure Rubric.
Instructions:
Students will:
1. Write a 600-800 word autobiography in Word.

2. Proofread and edit their own work.
3. Complete one peer edit and adjust copy.
4. Scan  or import any images for the brochure.
5. Draw six thumbnail sketches of their brochure layout and design.
6. Complete one rough layout of their brochure layout and design.
7. Set up a standard 8.5” x 11” tri-fold brochure in Indesign with correct formatting, gutters, etc. 
8. Preflight the document and print final copies.
Differentiation: 

This project could also be given as a travel brochure project. Students could choose locations of interest. The page size could also be varied according to student preference.

Attachments for Culminating Performance Task: 

· Brochure Demo Handout
· Brochure Rubric
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Web Resources:
•
Preflight Checking in Indesign - http://www.printernational.org/preflight-check-in-indesign.php
· About.com (use search engine within about.com to search various graphics related issues)

· TechTerms.com – The Tech Terms Computer Dictionary: http://www.techterms.com/
· Common Proofreading Symbols - http://webster.commnet.edu/writing/symbols.htm
· Creative Pro.com (analyze Indesign documents) - http://www.creativepro.com/article/analyze-images-indesign-documents
Materials & Equipment: 
•
Apple computers with Adobe Creative Suite software, Microsoft Office, and internet

· Examples of projects

· Laser and inkjet printers (various output devices)

· Index cards and/or post-it notes

· Pencils/Markers
21st Century Technology Used: 
	x
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	x
	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
	x
	Website
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