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What is Publisher XP?

The creation of presentation materials for publication is made simple through the
use of MS Publisher XP. This program can be used to create newsletters, flyers,
booklets, pamphlets, and a gamut of other publication materials. Publisher XP has
an extensive library of pre-formatted publications that the user may choose, but it
also allows the user to begin a blank publication to create original and creative
publications. Unlike MS Word, MS Publisher provides users with more freedom for
editing and placement of objects within a single document.

What should I consider before beginning?

Plan Ahead! The secret to creating an effective publication is to prepare for the
following factors:

Type of publication required.

Design elements of publication (color scheme, font scheme)
Audience to view publication

Page layout of publication

Packaging of publication (distribution, web)

abRrwON -~

The creation of publication materials through the use of Publisher XP can be easy
and effective if the design elements are considered prior to beginning. Publisher

does not provide any formatting specifications for a new document, therefore, the
user is responsible for the entire layout of the publication.

Preparation is the key!

© SAISD/Office of Instructional Technology Services Page—5
http.//itls.saisd.net/tli



Beginning Basics

Opening Publisher

o Start the Publisher program by clicking on the
Publisher icon. This icon may be found in the
Microsoft Office Shortcut bar, a desktop shortcut, or
from the Start Button/Programs/ Microsoft Publisher
location.

o The following window will open. Make note of the Publication Wizard in the
window.

2 Microsoft Publisher

Ble Edit Vew [Insert Format Tools Table Apange Window Help

O

= N

MNew Puplication v x Quick Publications

Heading Headéng Heading

Start from gliesign

By Publication Type ~| ¢

Quick Publications
Word Documents
Newsletters

Web Sites
Brochures
Catalogs

Fiyers

signs

Postcards

eee o0 T
B | = |
+ Heading * Headin

>

\ccent Box Quick Publication  Accessory Bar Quick Publication Ares Quick Publication Argyle Quick Publication Astro Quick Publication

Invitation Cards
Gresting Cards

Business Cards [ | | I I

Resumes /
Letterhesds -
S | e

Business Forms HEADING
G HEADING

Calendars | e | WESESL ) TR TR
Advertisements 4"
Award Certificates
Gift Certificates “ Axis Quick Publication Bars Quick Publication Sirthday Quick Publication Blank Quick Publication Blends Quick Publication
Labels

With Compliments Cards
Menus.

Programs

Airplanes
Origami

Blocks Quick Publication  Border Flowers Quick Publicstion  Bordeers Quick Publication Bouguet Quick Publication Bubbles Quick Publication

P

‘Hegding:

Hew =
[ Blank Publication B
&) From existing publication... - E
{57) From template... Headiny Heading

Open a publication B i
[£1] Demo_Publication i
k|| M5_PawerPoint
717 Publisher
= More publications. .

Butterfiy Quick Publication Capsules Quick Publication Castade Quick Publication Checkers Quick Publication Cirdles Quick Publication

[ 1 [a—ml [ — | I 1 (=] 1 i

« | After you have created other publications, you will see them listed under “Open a
publication” or you can create new publications from the menu.
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Creating a Tem_plate Publication

Choosing a Publication

o Publisher XP provides the user with options for creating a publication. One of
these options is to create a publication from a template.

o From the Publication Wizard task pane, take note of the various types of publica-
tion options for future reference. For instructional purposes, a quick publication
will be selected for demonstration.

From the Publication Wizard task pane, select “Quick Publications”
In the Quick Publications window, select “Blocks Quick Publication”

Table Arrange Window Help

N —

@. .

Quick Publications
Accent Box Quick Publication Accessory Bar Quick Publication Arcs Quick Publication Argyle Quick Publication Astro Quick Publication

Sy R == s
ﬂ Heading
HEADING R, -
Axis Quick Publication Bars Quick Publication Birthday Quick Publication Blank Quick Publication Bl
Heading
Blocks Quick Publication Border Flowers Quick Publication Borders Quick PubliiEEEEIEN I (g Ll] E|FX|
Select a personal information set to edit:
g?;ondéary Euslr;\jess
er Urganizaton
Home fFamil
i . . Personal m‘:’nrmaﬁnn for this set o
3. Click ok in the box prompting you to enter | == i
personal information for the publication. N Coorshemes
. . 1702 N. Alamo Suite 111 M Include color Fd‘l.ame in this set
4. From the Personal Information Dialogue || =™ 7 P
box, set the appropriate personal infor- Phone/faxje-nai:
mation and color scheme. P
5. Click UPDATE when completed. e
SAISD
Tag line or motta:
|YDur business tag line here,
Help on Logos ‘ Update Cancel |
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Publisher Tools Bar

| Selection Tool

Text Box Tool

Word Art

3
D Insert a Table
4l
5.

Inserting Digital Graphics

Inserting Clip Art

Line Tool

Arrow Tool
Oval

™,
"y
-
|| |Rectangle Tool
i

Auto Shape Tool

'ﬂ Hot Spot Tool
Form Control Tool

]
r_hl'-' HTML Code Fragment Tool

Design Gallery Object

a4

e The Publisher tool bar allows you to edit the publication document. When cre-
ating a publication from a template, the text boxes and graphics boxes are pre-
set. However, when creating a blank publication the tool bar is the necessary
to add items to the page.
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Publisher Views

« For publication purposes, you may want to alter the screen view of the publica-
tion.

« lItis possible to view two pages at one time, or alter the image size to view in full
screen view of at a decreased percentage.

For two page view:

1. Select View from the menu pull down bar

2. Choose Two-Page Spread

Two pages at a time should appear on the screen.
Zooming Options:

1. From the Short Cut Menu, choose the zoom by percentage.
2. Or choose the magnifying glass to increase of decrease image.

3% -G @ 3, == .

Formatting a Tem_plate Publication

Editing Color Schemes

In the initial set up of personal information, the option to create a color scheme was
provided. However, the color scheme can be altered to accommodate changes.

1. Choose Format from the Menu Bar

2. Select Color Schemes

3. The Color schemes available will be
displayed in the task pane.

4. Select a color scheme

5. The color scheme of the publication
will change in the editing window for

viewing e

Heaing

Place your message here.
For maximum impact, use
two or three sentences.
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Editing a Font Scheme

1. Choose Format from the Menu Pull Down Bar
2. Select Font Schemes >
3. In the Task Pane, select the font scheme for the publication.

Creating a Master Slide

« A master slide selects a particular look for a publication.

o Creating a master slide is a method of adding information
that must be present on every page of the publication.

o This feature is often used to set footers on pages and to add
page numbers.

« Although, headers and footers can be added, the master slide
allows users to set parameters on a
page that will not change
from page to page.

4 © FontSchemes v x
II@’ Quick Publication Options

@ Publication Designs

B2 Color Schemes

Az Font Schemes
Apply a font scheme

Wizard: Quick Publications Wizard -
Rockvell Condensed
Foolowell

Binary
Verdana
Jeorgia

Eireve
Bodoni MT Black |~
Franklin Gathix Ranls

Capital Breve

Major font: Bodoni MT Black
PERPETUL Minor font: Franklin Gothic Bot

Parpatuz
Deckle
Fapyrus
Gill Sans MT
Dictation
Lucida Sans Type...
Lucida Sans
Econoriy
Franklin Gothic Demi Co...—
Times New Roman Bold
Etched
COPPERPLATE GOTH...
Garamond
Facet
Gill Sans MT
Gill Sans MT
Foundation
Times New Roman
Arial Bold
Foundry
Rockwell Extra ...
Rockurell
Fusion
Franch Seript D&
Catistn MT
Galley
Arial Rounded MT Bold

Times Hew Roman 2

Font Scheme Options...

o By setting the master page, the user _

can alter the headers and E =
footers from page to page if oS L
necessary, without reformatting
the master page information.

ZHE &
!

1. Choose the View Menu Pull Down
Bar

2. Select Master Page

3. The page will appear blank in the
editing window.

4. Select the text tool to add a text box
to enter information or the graphics
tool to add a graphic.

5. To return to the editing mode of the :
publication, type CTRL+M E
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Using the Design Gallery

e The design gallery allows you to add design elements to a

publication.
=13
e From the tool bar, select the design gallery icon >
. 1
1. Select the icon
2. Choose a Pull Quotes from the wizard list
3. Select Accessory Bar Pull
Quote I Design Gallery
4. Click Insert Object ""5""’ pesign Gallery
S. Position the quote on the
screen by clicking on it with [ [Treres” 708 OB e B 8
the mouse and moving about e Bt -
the publication R e~
6. To change the design of the I
object, click on the wand lo- T st AczmyPwedQoe  AsPduts
cated beneath the text box. e ok
7. Inthe task pane, select a de- || Swe aI— e
sign style. st R '533:;«3»& el
8. The object can be resized by || s g
pulling the handles of the ob- || x=me= et B Pl Qe P Qe Bl ol Qs
ject. o | o .

Editing the Publication Document

1. Using the mouse, Click on box labeled Heading on the Publication
2. Highlight the word Heading
3. Type the new title
4. Beneath the new title, click on the text box to enter additional text.
5. To change the graphic, click on the graphic with the mouse
6. Using the format picture tool bar |
click the Insert Picture Icon P’#ﬂ v X
7. Navigate to the file that contains = um DD orol FE=EFE% Y 13

the appropriate image
8. Click OK to insert picture
9. To resize the picture to fit the screen.
10.To remove the sample picture, select the picture by clicking on it
11.Hit Delete on the keyboard

© SAISD/Office of Instructional Technology Services Page—11
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Creating a Blank Publication

PN~

From the Publication Task Pane pull down menu, Select Blank Publication
From the blank publication wizard, select the type of page layout required.

For demonstration purposes, select Full Page
A blank page should appear in the Editing Pane.

P BHE &

' start. U3 it - Mbremef Ot B Do Putdcanon -8 | [ Publisher Mol o | [ Publesbond - S

Adding Text

® N

1. Select the Text Box tool from the tool bar
2.
3. Holding the mouse down, drag a text box

Place the cursor on the blank page

across the page.

Select Format from the Menu Pull Down
Bar or use the short cut bar to set text op-
tions

Choose Font

Using the Font Dialogue box, set the font
options for that text box.

Click inside the text box to type information.
The text box can be resized by pulling the
handles of the box

The box may be repositioned by dragging it
about the page.

© SAISD/Office of Instructional Technology Services
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Adding Graphics
« Clip art and digital graphics can be added to a publisher document.

« The Publisher tool bar has two graphics tools, one for graphics and one for clip
art.

« After selecting the graphics tool or the clip art tool, drag a selection area on the
page.

« |If selecting Clip Art, once the selection is made on the page, the clip art task
pane will open on the right side of the screen.

o |If selecting graphics, once the selection is made on the page, the insert picture
dialogue box will appear requiring you to select an image from a file.

« Once the image is on the screen, click one time on the image for the picture tool
bar to appear to allow editing to be done to the picture

« The graphic may be placed anywhere on the page by dragging the graphic to the
desired position.

« Any graphic can be resized by clicking on the resizing handles located around
the selected image.

3 Publication? - Microsolt Publisher
Bt pew [emt Fgmaet ook Tghe Apage Jndm  Hep

DFEgH R dRBF a---[Q-G- @B N s Q& B, (= F5E.
al il dlnr oy|E EEEe|JA M- d-A-SEEEAN.
[E | [ F

@ 3

=1

4|

@i

@ 3

g lk|

~['3

o 3

ol 3 DEMO

LK

;_ Publisher

& 3

. a2

S Moo #=EHY S W

|| 11 imeinee @1 mcoe
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Inserting a Page

1. From the Pull Down Menu, Select Insert Number of new pages: |1
2. Choose Page (" Before current page
3. In the New Page Dialogue Box, Select the +" After current page
appropriate Properties.
Options
« The new page dialogue box offers several & Insert blank pages
features for inserting pages. " Create one text frame on each page
(" Duplicate all objects on page: ’—

« You may Ir?sert a blank page, a dUpllcate [~ Add hyperlink to Web navigation bar
of the previous page, or a page with a sin-

gle text box. oK | Cancel ‘

Adding a Table

Create Table

1. From the Tool Bar, Selectthe Table | ... g =
lcon Nuber of calumn: ,3—5 Sales | Jan | Feb | Mar | Total
2. Drag a selection area on the page for | rabke fomat: et oo o =2
the table ;j; E E 12 ;2
3. Using the table dialogue box, select Total 0 B 0 w0
the desire number of rows and col- Use ths format orpresenting numbers o
umns and select the appearance of
the table.
4. Click OK to add table to page
5. Click in a cell to add text to the table. [ o | conce
Using Indents and Lists ipdents and Lists B
Indent settings
™ Mormal i+ Bulleted list " Mumbered list
1. Create a text box area on the page et tpe F——
2. Choose Format from the pull down menu |z| el e ‘#‘ o ] -
3. Select Indents and Lists —
4. Using the Indents and Lists dialogue box, se- sze: [10pt [ Newsilet. || | | e
lect the type of list desired. mdentlity:  [o2sT [ | e—
5. Click OK when Completed
6. Add text to the text box
7. Click enter to add additional bullets or num-
bers. Aigment: [ere <]
Line Spaci.. [ o | e |

© SAISD/Office of Instructional Technology Services Page—14
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Formatting Options

e When creating publications in Publisher, there are options for formatting object
about a page.

e From the Arrange pull down menu, there are various options for formatting ob-
jects, or adding additional objects/shapes on a page.

IZ Publisher - Microsoft Publisher

File Edit Wew Insert Format Tools Table | Arrange i Window Help

M= E @ % & n&o .:Iflo E < Layout Guides...

4 MNormal + Arial * 12 i}
L .|.|II.1|.I.|.|.|.I.|.|'T|.I.|.|.|.I.|.|:.£|.I.|.|.|.I.|.|.1|II_EI
Order 3
= [0 Snap »
O MNudge 3
“ Align or Distribute 3
2 Rotate or Flip b
Text Wrapping k
., Change AutoShape 3
. 2 ¥

Editing in MS Word

. Publ IShel" haS the ablllty tO @i Document in Publication7 - Microsoft Word

. . E\\eigd\t view Insert Format TJools Table Window Help '.'-Jsf':\ss::‘":"v
edit objects or text selec- Doen. ot Ry w@d o o QBOTS@@T 0% -7 o -
tions in MS Word = &= 28 b 29D |E.

’ & Updete  ciriss T FII I EREI 4 I =
Save Copy As... z u z : : . : . : h e — j
1. Select the object to edit in ||, ==
MS Word é Erlnt.‘.v Cirl+P
2_ Select Edit from the pu” : Anyg’z:tap}):]&};:; fc; aﬂ.enda.nce to any of the listed classes must do the following:
own menu N »  Sign up for Classes via interent
d Edi leted in MS Word
. . . iting completed in or
3. Choose Edit Story in MS | : o
Word :

4. Using the MS Word make |-
corrections to the object.  |.
5. From the File pull down :

menu, select Update when | :
Completed ir:«vﬁgﬁlumshapes' NNOOBE 4 d-Ld-A-E=r0a }
6. Close the MS Word BoX, |t w: 5 wr wi @: - 0 semos
and the publisher docu-
ment will appear with the appropriate corrections.
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Importing MS Word Documents

e Any document created in MS Word can be imported directly into Publisher with-
out needing to reformat or retype any information.

Select File from the Pull Down Menu

Select Import Word Document

Navigate to the document desired

Click OK to add the document to the page.

Using the Task Pane, set the options for the Word Document.

abrwh =

IZ Publication8 - Microsoft Publisher

Eile Edit View [Insert Format Tools Table Amange  Windoy
DEEHLRGRAY IR 9o
4 s
4 * Word Import Options - -

[ Word Import Options
[E¥ Publication Designs

B8 Color Schemes
Ag FontSchemes
One- or two-sided printing

[ B

i3 2

With the increased Use of technology in the
classroom and in the community, it s becaming
increasingly more important that users be more
Kknowledgeable about the systems they are using
Basic Troubleshaoting is designed to pravide
computer users with the knowledae and abilities to
recognize computer parts and peripherals, to
setup and install new computer systems, and to
diagnose and repairminor computer malfuncions
The skills acquired in this course will provide users,
with the knowdedge necessary 1o troubleshoot any

‘BREHE 200~ - BH A OE[F

M computer system with a degree of acauracy.
i Landscape
Title
Inciude None
Columns
1 2 3

‘4 start ] Inbox -MirosoftOu... | [5 Publication -Micres... | [ Publicaion2 -Micros... | [ Publisher -Microsoft...  [3 Publications - Micros...

e When importing Word Documents into a Publisher document, Publisher will cre-
ate a new publication for each import. Therefore, it may be easier for you to cut,
copy, and paste between MS Word and Publisher.
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Adding Hyperlinks

Ed

2]l

- Bookmark...

1. Create a selection on the page (text or image) to be the hyperlink object
2. Choose Insert from the pull down menu
3. Select Hyperlink
4. In the Hyperlink Dialogue box, navigate to a file or type a URL in the address
box.
5. Click OK when completed
Insert Hyperlink
Link to: Text to display: |
r’:':- in: - T 34
Egist'ile . Look in |@ My Documents J @ H
Web Page Adobe
Current Ecn—
Folder
9 computer replacement plan
Place in This i) CTR
Document Browsed |3 itls
Pages |~ MS TATEKS
9 | My eBooks
Create New Recent g My Music
Document Files My Pictures
1 My videos b
Address: |h1:|::m'l:|s.saisd.neti -
E-mail Address
QK |

Cancel |

e You also have the options to link to another location in the same document, to
create a new document to link to, or to link to an email address.

Adding Form Objects

e When creating a document it is possible
to add form objects to a publication for

appearance purposes.

Select Form Controls

i NS

the Publication

© SAISD/Office of Instructional Technology Services
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Create the text box and text desired
Choose Insert from the pull down menu

Select one of the options to be placed in

rosoft Publisher

Inzert | Format Tools Table Arrange Window Help

E Page... Ctrl+5hift-+M
Section...
7 Page Mumbers...
| Date and Time...
Symbal...
._‘;l Design Gallery Object. ..

Add Selection to Design Gallery...

SHL-TIR

Form Control

»
| Jabl] Textbox

B HTML Code Fragment. ..
Personal Information
Picture

Text Box

Il TextFie...
¥4d Object...

% Hyperlink. .. Ctrl -+

Text Area

[¥ Checkbox

(¥  Option Button
List Box

HE  Submit

Link to: Textto Mr:r

e 1 —
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Saving a Publication

Saving as a Publisher Document

Choose File from the Pull Down Menu

Select Save As

In the Save As dialogue box, navigate to the appropriate folder
Provide a Name for the publication

Click Save

abkwh =

Saving as a Web Page

Choose File from the Pull Down Menu

Select Save As Web Page

In the Save as Web Page dialogue box, navigate to the appropriate folder
Provide a name for the publication

Click Save

abkrowbN -~

Pack And Go

« Pack and Go provides two options, the ability to package to take to another com-
puter or to a commercial printing company.

Save your Publication

Choose File from the Pull Down Menu

Select Pack and Go

Choose Take to another computer

Follow the wizard and device to transfer the document (floppy, cd, Zip)
Complete the wizard, selecting appropriate options

Click Finish to Package

Pack your files to take to another computer

Nooakwd =

The wizard will prepare your publication to take to another computer,
You can use the wizard to:

Split large publications across multiple disks.

Embed fonts,
Indude linked graphics.

| Mext = | Cancel Finish
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Printing a Publication

Print Options

1. Choose File from the pull down
menu

Select Print

Select properties for Print Range

2.
3.
4. Select properties for Copies

Advanced Print Settings

Lo

Click OK to return to the Print
Dialogue Box
Click OK to print publication

Printer

Mame: |HP LaserJet 4050 Series PCL j Properties...
Status: Ready

Type: HFP LaserJet 4050 Series PCL

Where: IP_204.158.181.192

Comment: [ Print to file
Print range Copies

=+ Al

Mumber of copies:

" Pages from: |1 to: |4

" Current page

LR

]

Advanced Print Settings...

F=

Cancel

In the Print Dialogue box, select, Advanced Print Settings
Select Properties for printing a publication document.

Printsy

Mame|
Statu
Type:
Wher
Comm]
Print
(« Al
" pg
e

Advd

Print Settings

Publication Options | Device Options

Graphics

% Print fullresolution linked graphics
™ Print low-resolution linked graphics
" Do not print any graphics

Fonts
* Allow printer to substitute fonts
" Use only publication fonts

Printer's marks
[v Crop marks

Bleeds
I+ allow bleeds
I+ Bleed marks

1717171

9

cel

Cancel |
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- Helpful Hints - MS Publisher XP

Adding a Text File
o Publisher allows you to add any text file to any page.

Select a Text Box

Choose the Insert Pull Down Menu

Select Text File

Navigate to the appropriate text file

Publisher will insert the text from the file directly into the publication

LN~

This feature can be very helpful if you are creating a publication of already com-
pleted projects.

Viewing Pictures

Picture Display @ g]

+ Detailed display

« Publisher allows you to set parameters
around the manner in which pictures are
displayed throughout the publication.

Select this option if you want Publisher to show
pictures using maximum detail, Large pictures or
photographic images might take a long time to draw
On your screen.

X " Fast resize and zoom
. Select this option if you want to zoom or resize
1 photos, scanned images, or bitmaps quickly. Images
on your screen might have low detail, but will print
with full accuracy.

=4 Hide pictures
Select this option if you don't want Publisher to

Go to the View Pull Down Menu

Select Pictures

Using the dialogue box, select the pic-
ture options that work best for your pub-

W=

|icati0n e :: draw pictures at all. The images will print with full
' i - acCuracy.
oK | Cancel ﬂ
e
Using AutoShapes

« Using AutoShapes can add variety and depth to your presentations.

o AutoShapes provides your with easy to make shapes, lines, and boxes to en-
hance publication appearance.

© SAISD/Office of Instructional Technology Services Page—20
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. Test for Knowledge - MS Publisher

1. Create a Flyer in Publisher advertising an upcoming event that will take place in
your classroom. Use one of the templates provided in MS Publisher.

2. Create a Newsletter in Publisher using a Blank publication. Include the following
elements:

Create a Title using the Design Gallery

Include a digital graphic

Include a Clip Art Graphic

Include articles that cover your classroom activities
Insert a Table

Utilize the AutoShapes

Package the publication to be taken to another computer
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Mini-Publisher Quiz

1.

Name three ways that Publisher could help you in your classroom and your cam-
pus.

2. Name three ways that students could utilize publisher to enhance curricular
projects.

3. List at least five different publications that can be created using Publisher XP.

4. List and describe three different ways to enter text into a publisher document.

5. What is the difference between saving a publisher document and using pack and
go.

6. What can the Design Gallery be used for?
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.E valuation Form

Geometric Reflection and Evaluation

Something | learned
that SQUARED with
my beliefs.

A gquestion going
AROUND in my mind...

STOP!
How do | plan to
implement what | have
learned?
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3 Important POINTS
to Remember

Please respond to the questions by selecting 1-5, 5 being the highest and I being the

lowest, below:

1.Held my interest with relevant examples. 1 2 3 45
2.Facilitated activities effectively that reflected a clear grasp of the topic. 1 2 3 4 5
3.Responded effectively to questions. 1 2 3 4 5
4.Delivered content in an appropriate, well-paced manner. 1 2 3 45
5.Provided opportunities for active participation. 1 2 3 45
6.Provided quality handouts that enhanced my learning experience. 1 2 3 4 5
7.1If this activity was TEKS-related, at what LOTI level were most of the activities? 1 2 3 45

previously?

8.Anything else you would like to share about the workshop today that may not have been addressed
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.Sfy‘"tware Integration - Content Area

Publisher Integration

Publisher is a powerful tool that can enhance any curricular project. Below is a list-
ing of possible integration ideas for incorporating Publisher into the classroom cur-
riculum. Publisher provides students with the tool necessary to create a profes-
sional publication.

Elementary

Language Arts Creative Writing; Use of word and defi-
nitions

Reading Summarization;

Math Vocabulary and concepts; Word prob-
lems

Science Animal Families; Properties of Matter

Social Studies Famous People; Famous Events;
Timelines

Secondary

Language Arts Authors; Research

Science Elements; Life Cycles

Social Studies Historical Events

Math Equations; Probabilities

Economics Entrepreneurship

In these examples, teachers should pre-plan. These topics supply only a few of the
possibilities for Publisher. Students should be able to create interactive projects
over any topic using Publisher, whether the publication is completed for class view
or individualized view. Publisher provides students with a method of combining in-
formation from several sources and incorporating those sources into one fluid docu-
ment. Publisher provides an easy method of adding uniformity to a document.

© SAISD/Office of Instructional Technology Services Page—25
http.//itls.saisd.net/tli



.S@‘"tware Integration - TA: TEKS

Technology Application: Texas Essential Knowledge and Skills

§126.11. Technology Applications, Grades 6-8.

TEKS (2) Foundations. The student uses data input skills appropriate to
the task. The student is expected to:

(A)  demonstrate proficiency in the use of a va-
riety of input devices such as mouse/track
pad, keyboard, microphone, digital cam-
era, printer, scanner, disk/disc, modem,
CD-ROM, or joystick;

(B) demonstrate keyboarding proficiency in
technique and posture while building
speed;

(C) use digital keyboarding standards for data
input such as one space after punctuation,
the use of em/en dashes, and smart quota-
tion marks; and

(D) develop strategies for capturing digital files
while conserving memory and retaining im-
age quality

TEKS (7) Solving Problems. The student uses appropriate computer-based
productivity tools to create and modify solutions
to problems. The student is expected to:\

(D) demonstrate proficiency in the use of multi-
media authoring programs by creating linear
or non-linear projects incorporating text, au-
dio, video, and graphics;

(G) integrate two or more productivity tools into
a document including, but not limited to,
tables, charts and graphs, graphics from
paint or draw programs, and mail merge;
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TEKS (8) Solving Problems. The student uses research skills and electronic
communication, with appropriate supervision, to
create new knowledge. The student is expected
to:

(E) integrate acquired technology applications
skills, strategies, and use of the word
processor, database, spreadsheet, tele-
communications, draw, paint, and utility
programs into the foundation and enrich-
ment curricula.

TEKS (10) Communication. The student formats digital information for
appropriate and effective communication. The
student is expected to:

(A) use productivity tools to create effective
document files for defined audiences such
as slide shows, posters, multimedia presen-
tations, newsletters, brochures, or reports;

(D) demonstrate appropriate use of fonts,
styles, and sizes, as well as effective use of
graphics and page design to effectively
communicate;

TEKS (11) Communication. The student delivers the product electronically in a
variety of media, with appropriate supervision.
The student is expected to:

(A) publish information in a variety of ways includ-
ing, but not limited to, printed copy, monitor
display, Internet documents, and video;
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.S@‘"tware Integration - TA: TEKS

Technology Application: Texas Essential Knowledge and Skills

§126.26. Multimedia (One Credit). High School

(a) General requirements. The prerequisite for this course is
proficiency in the knowledge and skills described in §126.12(c) of
this title (relating to Technology Applications (Computer Literacy),
Grades 6-8). This course is recommended for students in Grades
9-12.

(b) Introduction.

(1) The technology applications curriculum has four strands:
foundations, information acquisition, work in solving problems, and
communication.

(2) Through the study of technology applications foundations, including
technology-related terms, concepts, and data input strategies,
students learn to make informed decisions about technologies and
their applications. The efficient acquisition of information includes the
identification of task requirements; the plan for using search
strategies; and the use of technology to access, analyze, and
evaluate the acquired information. By using technology as a tool that
supports the work of individuals and groups in solving problems,
students will select the technology appropriate for the task,
synthesize knowledge, create a solution, and evaluate the results.
Students communicate information in different formats and to diverse
audiences. A variety of technologies will be used. Students will
analyze and evaluate the results.

(c) Knowledge and skills.
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TEKS (1) Foundations. The student demonstrates knowledge and appropriate
use of hardware components, software programs, and
their connections. The student is expected to:

(A)

(K)

demonstrate knowledge and appropriate use of
operating systems, software applications, and
communication and networking components;

analyze demands for accomplishing multimedia
tasks to appropriately use input, processing,
output, and primary/secondary storage devices;

make decisions regarding the selection,
acquisition, and use of software in a multimedia
classroom/lab taking under consideration its
quality, appropriateness, effectiveness, and
efficiency;

delineate and make necessary adjustments
regarding compatibility issues including, but not
limited to, digital file formats and cross platform
connectivity;

use necessary vocabulary related to multimedia;
install and configure appropriate software;

distinguish between and correctly use process
color (RGB and CYMK), spot color, and black/
white;

identify color mixing theories and apply these
theories to the creation of new colors in the digital
format;

identify and distinguish among the basic sound
editing principles including the addition of effects
and manipulation of the wave form;

identify and use compression schemes for photo,
animation, video, and graphics; and

distinguish between and determine the
appropriate application of bitmapped and vector
graphics into a multimedia project.
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TEKS (2) Foundations.

TEKS (3) Foundations.

The student uses data input skills appropriate to
the task. The student is expected to:

(A)  demonstrate proficiency in the use of a
variety of electronic input devices including
the mouse, keyboard, scanner, voice/
sound recorder, disk/disc, video, and
digital camera by creating files to be used
in multimedia products;

(B) use digital keyboarding standards for data
input such as one space after
punctuation, the use of em/en dashes,
and smart quotation marks;

(C) use strategies when digitally capturing
files that conserve memory and retain the
image integrity; and

(D) differentiate among audio input.

The student complies with the laws and examines
the issues regarding the use of technology in
society. The student is expected to:

(A)  discuss copyright laws/issues and model
ethical acquisition and use of digital
information, citing sources using
established methods;

(B) demonstrate proper etiquette and
knowledge of acceptable use policies
when using networks, especially resources
on the Internet and intranet;

(C)  model respect of intellectual property when
manipulating, morphing, or editing
graphics, video, text, and sound; and

(D)  provide examples of the role of multimedia
in society.
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TEKS (4) Information acquisition. The student uses a variety of strategies to
acquire information from electronic resources,
with appropriate supervision. The student is
expected to:

(A) use strategies to access research
information from different resources,
including local area networks (LANs), wide
area networks (WANSs), the Internet, and
intranet; and

(B) apply appropriate electronic search
strategies in the acquisition of information
including keyword and Boolean search
strategies.

TEKS (5) Information acquisition. The student acquires electronic information in a
variety of formats, with appropriate supervision.
The student is expected to:

(A) acquire information in electronic formats
including text, audio, video, and graphics,
citing the source; and

(B) identify, create, and use available file
formats including text, image, video (analog
and digital), and audio files.

TEKS (6) Information acquisition. The student evaluates the acquired electronic
information. The student is expected to:

(A) identify and employ a method to evaluate
the design, functionality, and accuracy of
the accessed information; and

(B) use fundamental concepts of graphic
design including visual composition and
lighting when analyzing multimedia.
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TEKS (7) Solving problems. The student uses appropriate computer-based
productivity tools to create and modify solutions to
problems. The student is expected to:

(A)  use foundation and enrichment curricula in
the creation of multimedia products;

(B) elect and integrate computer-based pro-
ductivity tools, including, but not limited to,
word processor, database, spreadsheet,
telecommunications, draw, paint, and utility
programs to develop and modify solutions
to problems and to create new knowledge
for multimedia products;

(C)  use technology tools to create a knowledge
base with a broad perspective;

(D)  apply color principles to communicate the
mood of the product for the specific audi-
ence;

(E) integrate path and cell animation modules
appropriately into multimedia products;

(F)  use the appropriate scripting language to
create a multimedia sequence;

(G) editfiles using established design princi-
ples including consistency, repetition,
alignment, proximity, ratio of text to white
space, image file size, color use, font size,
type, and style; and

(H)  read and use technical documentation.
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TEKS (8) Solving problems.  The student uses research skills and electronic
communication, with appropriate supervision, to
create new knowledge. The student is expected

to:

(A)

(C)

(F)

(G)

(H)

participate with electronic communities as a
learner, initiator, contributor, and teacher/
mentor and use technology to participate in
self-directed and practical activities in the
larger community and society;

demonstrate proficiency in, appropriate use
of, and navigation of LANs, WANSs, the
Internet, and intranet for research and for
sharing of resources;

integrate and use efficiently and effectively
a variety of multimedia programs and tools
including linear/non-linear authoring tools,
image/video editing tools, compression
programs, draw/paint/text creation tools;

extend the learning environment beyond
the school walls through the creation and
linking of multimedia products via
electronic networks;

develop technical documentation related to
multimedia;

participate in different roles and jobs of a
multimedia production crew including
project manager, lead programmer, writer,
art director, sound engineer, researcher,
animator, and presenter;

distinguish among and appropriately
integrate 3-D modeling, animation, and
rendering software into multimedia
products;

import video into the digital format for
integration into multimedia products; and
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TEKS (8) Solving problems, continued

(h capture, record, and integrate sampled and
Musical Instrument Digital Interface (MIDI)
sound in different sound rates, resolutions,
and channels.

TEKS (9) Solving problems. The student uses technology applications to facili-
tate evaluation of work, both process and product.
The student is expected to:

(A)  design and implement procedures to track
trends, set timelines, and review/evaluate
progress for continual improvement in
process and product;

(B) seek and respond to advice from peers
and professionals in delineating techno-
logical tasks;

(C) create technology specifications for tasks
and rubrics to evaluate products and prod-
uct quality against established criteria; and

(D)  resolve information conflicts and validate
information by accessing, researching, and
comparing data and demonstrate that
products and product quality can be evalu-
ated against established criteria.

TEKS (10) Communication. The student formats digital information for appro-
priate and effective communication. The student is
expected to:

(A) identify quality in multimedia design such
as consistency, alignment, repetition, and
proximity;

(B) use content selection and presentation for the defined audience and commu-
nication purpose; and

© SAISD/Office of Instructional Technology Services Page—34
http.//itls.saisd.net/tli



TEKS (10) Communication, continued

TEKS (11) Communication.

TEKS (12) Communication.

(C) format the multimedia project according
to defined output specifications includ-
ing target audience and viewing envi-
ronment

The student delivers the product electronically
in a variety of media, with appropriate
supervision. The student is expected to:

(A) publish information in a variety of ways in-
cluding, but not limited to, printed copy or
monitor display; and

(B) publish information in saved files, Internet
documents, CD-ROM discs, or video.

The student uses technology applications to
facilitate evaluation of communication, both
process and product. The student is expected to:

(A)  determine and employ technology specifi-
cations to evaluate projects for design, con-
tent delivery, purpose, and audience; and

(B) seek and respond to input from peers and
professionals in evaluating the product.
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.Leve]s of Technology Integration (LOTI)

Level

Category

Description

0

Nonuse

A perceived lack of access to technology-based tools or a lack of time to pursue
electronic technology implementation. Existing technology is predominately text-
based (e.g., ditto sheets, chalkboard, overhead projector).

Awareness

The use of computers is generally one step removed from the classroom teacher
(e.g., it occurs in integrated learning system labs (i.e. Jostens, CCC, IDEAL, Plato),
special computer-based pull-out programs, computer literacy classes, and central
word processing labs). Computer based applications have little or no relevance to
the individual teacher's instructional program.

Exploration

Technology-based tools serve as a supplement (e.g., tutorials, educational games,
simulations) to the existing instructional program. The electronic technology is em-
ployed either for extension activities or for enrichment exercises to the instructional
program.

Infusion

Technology-based tools including databases, spreadsheets, graphing packages,
probes, calculators, multimedia applications, desktop publishing, and telecommuni-
cations augment selected instructional events (e.g., science kit experiments using
spreadsheets or graphs to analyze results, telecommunications activities involving
data sharing among schools).

4a

Integration
(mechanical)

Technology-based tools are mechanically integrated, providing a rich context for
students' understanding of the pertinent concepts, themes, and processes. Heavy
reliance is placed on prepackaged materials and sequential charts that aid the
teacher in the daily operation of the instructional curriculum. Technology (e.g.,
multimedia, telecommunications, databases, spreadsheets, word processing) is per-
ceived as a tool to identify and solve authentic problems relating to an overall theme
or concept.

4b

Integration
(routine)

Teachers can readily create integrated units with little intervention from outside
resources. Technology-based tools are easily and routinely integrated, providing a
rich context for students' understanding of the pertinent concepts, themes, and proc-
esses. Technology (e.g., multimedia, telecommunications, databases, spreadsheets,
word processing) is perceived as a tool to identify and solve authentic problems
relating to an overall theme/concept.

Expansion

Technology access is extended beyond the classroom. Classroom teachers actively
elicit technology applications and networking from business enterprises, govern-
mental agencies (e.g., contacting NASA to establish a link to an orbiting space shut-
tle through the Internet), research institutions, and universities to expand student
experiences directed at problem solving, issues resolution, and student activism
surrounding a major theme or concept.

Refinement

Technology is perceived as a process, product (e.g. invention, patent, new software
designed), and tool for students to use in solving authentic problems related to an
identified real-world problem or issue. In this context, technology provides a seam-
less medium for information queries, problem-solving, and product development.
Students have read access to and a complete understanding of a vast array of tech-
nology-based tools to accomplish any particular task.
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.Resources, Links & Citations

Publisher Resources on the Web
http://www.microsoft.com/office/publisher/default.asp

http://www.newsletterfillers.com/archives/Software%20Tips/MS%20Publisher/
MS_Publisher_archives.htm

http://www.davidbartosik.com/pub2k.htm

Print Resources

There are a number of valuable books written on the topic of Publisher XP Publica-
tions. Check out new and used bookstores. The print resources for Publisher are
vast, skim through the books to find the one that is right for you.

Listservs and Newsgroups
If you have access to Usenet Newsgroups, you might try:

e Microsoft Publisher Newsgroup
« DataQwest Newsgroups
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