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	1. Define desktop publishing software.
	Means: 10 short answer test questions on desktop publishing software requiring explanation of terms and definitions.
Criteria: 70% of students will answer 7 or more correctly.

	 
	

	
	2. Creating a flyer, and an  invitation using text boxes, edit, proofreading, save, and print a publication
	Means: Students will create a graduation invitation publication. Utilize Publisher features to produce the desired results. 
Criteria: 75% of students will perform at a satisfactory level according to a department rubric.

	
	

	
	3. Add text, graphics, create and format WordArt, add a BorderArt object, and resize a publication.
	Means: Apply appropriate Publisher functions to create and format a publication.
Criteria: 75% of students will perform a satisfactory level according to a department rubric


	
	

	
	4. Enhance a publication, choosing a different layout, color scheme, and font scheme.
	Means: Utilize list functions to enhance a publication.

Criteria: 80% of students will perform a satisfactory level according to a department rubric

	
	

	
	5. Drawing directions in a publication. Draw lines, arrows, ovals, rectangles
	Means: Apply appropriate Publisher drawing tools to create and format a publication.

Criteria: 75% of students will perform a satisfactory level according to a department rubric

	
	

	
	6. Create more complex shapes using AutoShapes, 3-D effects and shadows.  Group, align and rotate objects, and insert and edit Design Gallery objects.

	Means: Apply Publisher drawing tools and formatting features to create more complex shapes in a publication.

Criteria: 75% of students will perform a satisfactory level according to a department rubric

	
	

	
	7. Create, preview and prepare to send an E-mail letter; insert text from a Word file, create and edit e-mail hyperlinks, edit a logo design, and use the Design Checker.
	Means: Apply appropriate Publisher functions to create, preview, prepare to send and format an E-mail letter.

Criteria: 75% of students will perform a satisfactory level according to a department rubric.

	
	

	
	8. Creating Business Publications: letterheads, business set, business card, envelopes, business postcard, and change the design template for a publication. 
	Means: Apply appropriate Publisher functions to create and format a publication.

Criteria: 75% of students will perform a satisfactory level according to a department rubric.

	
	

	
	9. Create and edit a newsletter, insert and remove pages, edit a masthead, import text files as stories, use autoflow, add captions to graphics, and edit a sidebar.
	Means: Design newsletter using appropriate Publisher techniques to create and format a publication.

Criteria: 80% of students will perform a satisfactory level according to a department rubric.

	
	

	
	10. Create a Mail Merge. Create a Publisher address data source. Create a mail merge using an Excel data source.
	Means: Build the appropriate merge codes to perform the mail merge process 
Criteria: 75% of students will perform a satisfactory level according to a department rubric.

	
	

	
	11. Create and edit Tables and Business Forms read-only. Use tab alignment.
	Means: Apply Publisher functions to create and apply appropriate procedures to protect a publication by making it read-only.

Criteria: 75% of students will perform a satisfactory level according to a department rubric

	
	

	
	12. Create, format, preview and publish a Web Site.  Add Web Form, Hyperlinks and a Hot Spot. Converting a publication to a Web Page.
	Means: Design a Web Site using Publisher procedures and graphic tools to create multipage  Web Site add hyperlinks, web form, hot spot, and  convert a publication to a web page.
Criteria: 75% of students will perform a satisfactory level according to a department rubric.
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