
BARTON COMMUNITY COLLEGE

COURSE SYLLABUS
I.         GENERAL COURSE INFORMATION 

Course Number:  

GRPH 1070
Course Title:  

Portable Document Formatting 
Credit Hours:  3 

Division and Discipline:  
Career and Technical Education: Graphic Design
Prerequisite:  

Basic knowledge of computers to include Windows XP basics.
Course Description:  
This course covers topics related to portable document formatting.  Students will learn how to use software to convert documents from nearly any program to the Portable Document Format (PDF).  Portable document formatting software is used to preserve the fonts, layout, colors, and graphics of any document, regardless of the program or platform used to create the document.
II.           INSTRUCTOR INFORMATION

III. 
COLLEGE POLICIES

Students and faculty of Barton Community College constitute a special community engaged in the process of education. The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom. 

      Plagiarism on any academic endeavors at Barton Community College will not be               tolerated. The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism. Information about academic integrity is located in the Student Handbook. 

The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual. [Most up-to-date documents are available on the College webpage.] 

Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu 

IV.      COURSE AS VIEWED IN THE TOTAL CURRICULUM 

The main goal of this course is to provide the student with a comprehensive understanding of portable document formatting software.  Students will get the most out of this course if their goal is to become proficient at using portable document formatting software to create, modify, and review PDF documents; create interactive PDF forms; prepare PDF documents for onscreen use; and prepare PDF documents for professional print production.
The transferability of all college courses will vary among institutions, and perhaps even among departments, colleges, or programs within an institution.  
Institutional requirements may also change without prior notification. It is the student's responsibility to obtain relevant information from intended transfer institutions to insure that the courses the student enrolls in are the most appropriate set of courses for the transfer program.

V.       ASSESSMENT OF STUDENT LEARNING/COURSE OUTCOMES 

Barton Community College is committed to quality education and to the assessment of student learning. Assessment provides a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge. The ongoing process of assessment reflects that Barton is fulfilling the promises of our mission and identifies us as a learning college.

Course Outcomes, Competencies, and Supplemental Competencies
The course is designed to enable students to:
A. Describe the terms commonly used with portable document formatting software.
1. Identify the benefits of PDF and the components of the software environment, and navigate in a PDF document 

2. Use the Search PDF window and the Find toolbar to locate specific text in a PDF document 

3. Use the Organizer to view and open recent documents and to organize documents into collections 

B. Demonstrate the ability to convert documents to PDF.

1. Use the PDF printer to create a PDF document from any application’s Print command 

2. Create PDF documents from Microsoft applications 

3. Create PDF documents based on multiple files 

C. Demonstrate the ability to create and convert forms.

1. Use portable document formatting software to create PDF forms from any application.

2. Create PDF forms from Microsoft applications by using Adobe Designer

D. Demonstrate the ability to modify PDF documents.
1. Arrange, move, delete, and extract PDF document pages 

2. Edit text, add headers and footers, and number pages in a PDF document 

3. Move content from a PDF document to another application 

4. Password protect a PDF document 

E. Describe and use the Document navigation tools.
1. Insert, modify, arrange, and format bookmarks 

2. Create and format text links 

3. Control how a document appears when it is opened 

F. Describe the document review techniques.

1. Prepare a PDF document for review

2. Use editing and markup tools to review a PDF document

3. Create, organize and view comments from multiple reviewers 

4. Create and export digital IDs, digitally sign PDF documents, and validate signatures 

VI.      INSTRUCTOR EXPECTATION OF STUDENTS IN CLASS

VII.    TEXT AND SUPPLEMENTARY MATERIALS USED IN COURSE

VIII.   REFERENCES

IX.      METHODS OF INSTRUCTION AND EVALUATION

X.       ATTENDANCE REQUIREMENTS 

XI.      COURSE OUTLINE
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