
AOS 250 OL – Desktop Publishing 
Course Syllabus 

  

Course Information 

Course Name: Desktop Publishing 

Course Number: AOS 250 

Credit Hours: 3.0 semester hours 

Course Description: This course is designed for the first-time desktop publishing user in 
creating/producing, illustrating, evaluating, and designing all types of business 
forms, reports, and other documents. Some familiarity with the computer, word 
processing (Word), and keyboard are expected. Initial emphasis is placed on 
desktop concepts, desktop applications, learning and working in the windows and 
desktop environment. 

Pre-requisites and 
Co-requisites: 

DSPR 0800, DSPW 0800, AOS 108 with a minimum grade of “C”) 

Course Outline: Introduction/Discussion 
Preface 
Unit 1 Creating Business and Personal Documents 
Chapter 1 Understanding the Desktop Publishing Process 
Chapter 2 Preparing Internal Workplace Documents 
Chapter 3 Creating Letterheads, Envelopes, Business Cards, and Press Releases 
Chapter 4 Creating Personal Documents 
Unit 1 Performance Assessments 
Unit 2 Preparing Promotional Documents and Newsletters 
Chapter 5 Creating Promotional Documents—Flyers and Announcements 
Chapter 6 Creating Brochures and Booklets 
Chapter 7 Creating Specialty Promotional Documents 
Chapter 8 Creating Basic Elements of a Newsletter 
Chapter 9 Using Design Elements to Enhance Newsletters 
Unit 2 Performance Assessments 
Unit 3 Producing Web Pages, Microsoft Publisher Documents, and 
PowerPoint Presentations 
Chapter 10 Creating Web Pages and Forms 
Chapter 11 Introducing Microsoft Publisher 2010 
Chapter 12 Creating Presentations Using PowerPoint 
Unit 3 Performance Assessments 
Final Exam (Portfolio Documents from the 12 Chapters) 

Learning 
Outcomes: 

Upon successful completion of the course, the student will have mastered the 
following competencies: 
 
• Using and applying the design concepts of focus, balance, proportion, contrast, 

directional flow, consistency, and color 
• Evaluating documents for the use of basic design concepts 
• Using desktop publishing features of Microsoft Word 2010 to integrate basic 

layout and design concepts in order to enhance the readability of multiple-page, 
portrait, or landscape documents such as letterheads, postcards, business cards, 
certificates, flyers, brochures, online forms, and newsletters 

• Producing and enhancing business and personal documents with variable page 



layouts using standardized type and graphic design techniques while 
incorporating updated Word 2010 features such as watermarks, Cover Pages, 
page borders, Themes, Quick Styles, Shapes, WordArt, SmartArt, Quick Parts, 
Picture Tools, Microsoft Office templates, Clip art on Office.com 

• Managing Word 2010 document files and folders using a Windows 7 operating 
system 

• Publishing Word documents in a variety of formats, including PowerPoint 
presentations and web pages 

• Becoming familiar with the basic features and capabilities of Microsoft Publisher 
2010 to produce professional-looking flyers, brochures, and newsletters 

Textbooks, Supplementary Materials, Hardware and Software Requirements 

Required 
Textbooks: 

Signature Series M icrosoft Advanced Word 2010 Desktop Publishing by 
Joanne Arford (Paradigm; ISBN 978-0-76383-890-4); includes a student CD with 
data files. 

Supplementary 
Materials: 

 
Student CD with data files, USB (Jump) Drive 

Software 
Requirements: 

Complete installation of Microsoft Office 2010 
Internet Access 
Some assignments may integrate other programs in the Microsoft Office Suite. If 
you do not have those programs on your home computer, you can use a DSCC 
computer or other computer to complete those assignments. 
 

Instructor Information 

Instructor Name: Judy Hendrix 

Instructor Contact 
Information: 

E-mail: Hendrix@dscc.edu  
 

Virtual Office 
Hours: 

This class is being taught as an adjunct faculty member. There are no scheduled 
faculty office hours. E-mail any requests for answers to specific questions or other 
assistance. Appointments to cover course material or answer questions will be 
scheduled on an individual “needs” basis. 

Instructor 
Response Time: 

Every attempt to respond to course e-mails within 24 hours during the week will be 
made, though it may not be possible in all cases. 

Assessment and Grading 
Testing Procedures: All testing will be completed on-line. There will be an on-line quiz at the end of 

each chapter in the textbook. Quizzes are timed and must be taken once the 
chapter has been completed.  
 
There will be a final exam. More information will be provided during the semester. 
 
Practice quizzes are available at the textbook Web site at www.emcp.com and 
quizzes are also available for the Advanced Word course through your SNAP 
account. 

Grading 
Procedures: 

• Chapter Exercises and Assessments, Unit Discussion Postings                           
= 60%                                                                      

• Unit Performance Assessments                                                                      
= 20%  

• Final Exam                                                                                                   
= 20%  

Grading Scale: • A          =          93 - 100  

mailto:Hendrix@dscc.edu
http://www.emcp.com/


• B          =          85 - 92   
• C          =          77 - 84  
• D          =          70 - 76  
• F          =          69 and below  

Class Participation:  You are required to submit chapter assignments and assessments and the unit 
performance assessments the dates indicated. You should log into the online class 
each day or at least multiple times per week. Online e-mail, discussions, and News 
items will be the method used to make announcements to individuals or the class. 
Checking in often will keep you abreast of any changes in the course material. 
Failure to log into the course and submit work in a timely manner will result in non-
attendance status being reported.  

Course Ground Rules 
General:   Students will be expected to:  

1. Participate in online discussions. 
2. Navigate within the course management system.  
3. Keep abreast of course announcements  
4. Use the assigned college online course e-mail address as opposed 

to a personal e-mail address  
5. Address technical problems immediately  
6. Observe course netiquette at all times, such as:  guidelines for 

communication by email, and the use of web resources 
7. Complete and submit assignments as required (refer to the 

Assignment Due Date sheet for assignment and quiz due dates.) 
8. Take assessments as required 

E-mail:  1. Always include a subject line.  
2. Remember without facial expressions some comments may be 

taken the wrong way. Be careful in wording your emails. Use of 
emoticons might be helpful in some cases.  

3. Use standard fonts.  
4. Do not send large attachments without permission.  
5. Special formatting such as centering, audio messages, tables, html, 

etc. should be avoided unless necessary to complete an 
assignment or other communication.  

6. Respect the privacy of other class members.  
7. Review the Netiquette rules in Content. 

Discussions:  1. Review the discussion question thoroughly before entering the 
discussion.  

2. Respond to a discussion question by hitting the "Compose" button 
rather starting a new topic.  

3. Do not make insulting or inflammatory statements to other 
members of the discussion group. Be respectful of other's ideas.  

4. Be patient and read the comments of other group members 
thoroughly before entering your remarks.  

5. Be positive and constructive in group discussions.  
6. Respond in a thoughtful and timely manner.  

Other Important Information 
Links  • For the DSCC library or help desk go to http://www.dscc.edu/ and click on 

Learning Resource Center link.  

http://www.dscc.edu/


• For the Tennessee Virtual Library go to http://www.tn.regentsdegrees.org/ 
and click on TBR Virtual Library.  

• For the Dyersburg State Bookstore go to 
http://www.dsccbooks.com/dyersburg/main/.  

• For tutoring at DSCC go to 
http://www.dscc.edu/content/default.asp?ppid=802. 

Assignments and Participation 
Assignments and 

Projects: 
Chapter exercises are your learning tools. Chapter assessments show your 
proficiency in the chapter material. Unit Performance Assessments show your 
proficiency in the information from the  chapters within the unit. The Discussions 
postings allow you to express your views on a subject related to the unit. You are 
required to complete ALL projects within the chapter material. Refer to the chapter 
overview or Assignment Due Date sheet for the required assignments. The required 
Unit Performance Assessments will be listed in the unit overview and the 
Assignment Due Date sheet. Remember all of these items are counted toward your 
grade for the class. Stay on the schedule and notify your instructor of any problems 
or issues immediately. 

Discussion: Your first assignment will be to post an introduction to the class in the Discussion 
area. Tell the class about yourself and then read the postings of other students in 
the class. You are required to reply to at least two other students postings. Get to 
know your fellow students. 
 
There are discussion topics for each unit in this course. You are required to post to 
these discussion topics as they are counted in your course assignment grade. Read 
the information on Discussions provided in this on-line course. Read the postings of 
other students and interact with your fellow students in the class. 

Punctuality: Assignments are due on specific dates as described in the Assignment section for 
each chapter. The online course Dropbox and Assessment areas are setup for 
selective release. That means that assignments must be submitted in order. 
Chapter 1 link will be visible. You must submit assignments for chapter 1 before the 
link for chapter 2 will be visible and so forth through the course. This means that it 
is possible to submit after the due date on the Assignment Due Date sheet. Be 
aware that any assignments submitted after the due date will result in point 
deduction. Read the grading information in the online course.  

Course Ground Rules 
  This is an online class. It does not meet in a scheduled classroom or at a scheduled 

time. You DO have responsibilities regarding this course. You are expected to 
complete assignments by the scheduled dates and take your online tests at the 
appropriate times. If assignments are late three consecutive times, your name will 
be submitted to the appropriate office for non-class attendance since this is the 
only method to verify you are meeting your responsibilities for the completion of 
the course. If you are receiving financial aid, this could affect it. If you are having 
problems with the course, it is your responsibility to notify the instructor of the 
problems and keep the instructor apprised of the situation. It is the instructor’s 
responsibility to keep you notified of any variation in the course material, to grade 
your homework assignments and quizzes as quickly as possible, to send your 
grades to you in a timely manner, and to be available to answer your questions. 
This does not mean that I will be immediately available when you try to contact 
me. It means I will contact you as quickly as possible. 

E-mail: The best way to contact me for assistance is through the online class e-mail. Use 
only the e-mail within the Advanced Word online course. This is the method of 
contact for this class. You should check e-mail through the course daily or at least 
several times per week. This is the way I contact you. If for any reason the online 

http://www.tn.regentsdegrees.org/
http://www.dsccbooks.com/dyersburg/main/
http://www.dscc.edu/content/default.asp?ppid=802


course management system is not in operation and you need to contact me, my 
DSCC e-mail account is hendrix@dscc.edu.   

Academic 
Dishonesty: 

Plagiarism and cheating are serious offenses and may be punished by failure on an 
assignment, test, or project or by failure in the course depending on the severity. It 
is your responsibility to complete your own assignments for this class. If 
assignments submitted by more than one student appear to be duplicates (and 
there are methods to check this information), all students involved will receive 
zeros for the assignment grades. Do not copy work of another student and do 
not allow another student to copy your assignments. For more information 
refer to the "Academic Dishonesty" policy in the Dyersburg State Community 
College at www.dscc.edu 
 

Technical 
Assistance:  

For technical assistance with online classes, contact the LRC Help Desk.  The Help 
Desk telephone number for the Dyersburg area is 731-288-7780.  The Help Desk 
telephone number for the Covington area is 901-475-3177.  
You may also contact the Help Desk by e-mail.  The address is 
helpdesk@dscc.edu.   

Students With 
Disabilities: 

Dyersburg State Community College is committed to providing a discrimination free 
environment for all students. Students with disabilities are encouraged to inform 
the College of any assistance they may need. Please notify your instructor or the 
ADA Coordinator at (731)286-3242. 

Syllabus Changes: From time to time during the semester it may be necessary to make changes to the 
material in the course syllabus. Any necessary changes to the course syllabus will 
be sent to you by e-mail and posted within the online course material. 
 

Server Outage 
Disclaimer:  

The server on which DSCC's online courses are hosted will be occasionally 
unavailable due to upgrades and or maintenance.  Regularly scheduled outages will 
occur during the early morning hours of the second Sunday and third Tuesday of 
each month.  There may also be unplanned downtime due to failures of one kind or 
another.  Because the server is not located at DSCC, the college cannot directly 
correct these situations. You will need to contact your instructor(s) directly to make 
accommodations should an unplanned outage prevent you from taking a quiz or 
submitting an assignment.  
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