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Course Outline
This course outline describes what will be covered in your course. 
It also sets out what you should expect to learn. There will be an opportunity for course members to discuss the course content with the tutor.
	Course Title
	An Introduction to Desk Top Publishing [DTP]

	Course ID
	C3731399
	Tutor
	Terry Pullen www.tmpullen.org.uk/wea 

	Start date
	27-09-11
	Day(s)/time(s)  
	Tuesday 10:30 – 12:30 hrs

	No. of sessions  
	10
	Hours per session   
	2 hrs
	Fees
	£79

	Venue:  Waterfield Room, The Old Barn Hall, Church Road, Bookham Surrey KT23 3PQ


	Branch/Partner 
	Fetcham & Bookham WEA

	Branch/Partner contact details
	Mrs Joy Tapping Tel 01306 713355 email wea@fetchamandbookham.org.uk
Website address www.weafetchamandbookham.org.uk/

	Publicity Description    

	Learn to easily combine your photos, text and graphics into a large variety of creative document types from simple ‘flyers’ to professional multi-page booklets. You will need your own laptop and some free software or borrow a WEA computer [limited number].


	Course Aims 

	This course is ideal for anyone who wishes or needs to produce printed documents for all occasions, from business cards and the simple, single sided A5 ‘flyer’ through to multipage documents containing text, photos and assorted graphics arranged exactly how you wish.
This course aims to introduce you to the application of powerful, dedicated DTP software for all your printed or web based document needs. The relative ease and creative possibilities in which text, pictures and other graphical content can be combined will surprise most course members. Having to struggle, to produce even the most simplest of document text/photo layouts, using your word processor will be a thing of the past. 


	Main Topics Covered

	The key topics covered during this course are:-
· Introduction to the History of document layout based around the concept of the  ‘paste-up’ table;

· How modern DTP software approaches document layout;

· A full review of the DTP software interface including Tools, Palettes, Menus etc,

· Concept of ‘Text Frames’, Frame Linking and Text Flow;
· Introduction to colour, the colour wheel, relationships within colours, colour themes etc;

· Placement of Photos, including simple ‘in-line’ editing, captions, placeholders and ‘Wrap’ settings to control text flow around images;

· Concept of ‘Master Pages’ used to manage the inclusion of ‘common’ repeating page elements such as logos, page numbering, headers & footers and other graphical elements such as ruled lines etc;

· Creation of graphical logos;
· Use of pre-designed DTP layout ‘Templates’ from which to derive inspiration or use as the basis of your design albeit being able to modify their content as required;

· Control of ‘pagination’ to manage page order and numbering within a booklet type document, e.g. an A3 sheet will add four A5 pages to a document with non sequential content per page – this can be a nightmare to manage manually;

· Producing large documents such as banners and posters from multiple A4 pages;

· Basic information of colour management and printing;

· Preparing a document for printing to either a home inkjet printer or at a professional print house/lab;
· Use of special PDF [Portable Document Format] file type for ‘handing-off’ your finished document to a print house or lab.


	Pre-course preparation, reading, internet research etc.

	This course will be based around the use of DTP software produced by Serif and in particular their PagePlus product. A free ‘Starter Edition’ is available from their website for download, alternatively Serif and Amazon are currently offering the X4 version of PagePlus for download at a considerably reduced cost. Course members might consider acquiring either of these versions in advance of joining the course. Please note that the Starter Edition [SE] of PagePlus contains all the features of the full version but the more powerful of these is disabled in this free version.  Contact the tutor if you wish to discuss software prior to the course here at wea_tutor@tmpullen.org.uk  [note the underscore _ between wea and tutor].


	TITLE
	AUTHOR
	PUBLISHER

	The tutor will discuss suitable reading and reference material during the course.

	
	

	Essential costs/materials

	You will need your own laptop, mouse and suitable software for this course – see below. A small number of WEA laptops with software installed will be available on a first come basis, please ensure you make your request to borrow a WEA machine clear on your course application form. Another alternative is to share a computer with another course member.
If using your own computer you will need to install the required software which is Serif’s PagePlus either the free Starter Edition [SE] or the X4 version which is currently available [late May 2011] at reduced cost from either the Serif of Amazon  websites.
Printing costs will be incurred if you decide to produce printed copies of your DTP produced documents. The tutor will arrange for professional printing of certain example documents from the course projects.


	Entry Requirements/Level  

	First-most you need enthusiasm, interest for the subject and a sense of fun. This is an introductory, Level 1 course for those completely new to Desk Top Publishing. No prior experience of DTP or the course software is required or assumed. You will need to have basic, competent IT skills, i.e. be able to load software, open and save files, browse your PCs folders and use the mouse.


	Qualification gained
	N/A

	Awarding Body
	N/A

	Teaching and learning methods used


	The following teaching/learning methods will be used:-

· A ‘light-hearted’ approach to the subject matter will be adopted by the tutor;
· ‘On Screen’ demonstration of the software using a digital projector and PagePlus X4/5 software;

· On screen ‘Worked’ DTP examples showcasing common DTP techniques with course member’s replicating same during and outside of the sessions;

· Initial design and creation of simple single sided documents using group discussion and input to evolve the final document appearance, progressing to more complex larger publications;

· Group discussion on various DTP layout and design topics and techniques;

· Q&A session to establish an initial DTP approach / workflow for a given exercise;

· Help with learner’s own document production queries etc;

· Tutor email support during sessions to assist with any ‘project’ queries etc;

· Tutor supplied Session Notes for some session topics / projects etc;

· Supply and demonstration of 3rd part software plug-ins to provide near Photoshop capabilities from PSE including examples of their application and use;

· Supply of royalty and copyright free images for use with worked examples;

· Course members will be encouraged to experiment and adapt techniques for use with their own DTP projects – tutor and fellow course member feedback provided if requested.


	Learning Outcomes

	By the end of the course learners will be able to:

1.  Design and produce a multipage document, to a style of your choice, containing, text, photos and other graphical content;

2.  Demonstrate the linking and unlinking of separate ‘text frames’ on different pages so as to control the flow of ‘story’ text;

3.  Describe three key benefits of using ‘Master Pages’ in your document design;

4.  Export one of your DTP documents as a PDF and set the printing attributes accordingly.


	How do you know you are learning? 

	Learner’s will know if they are progressing from a combination of factors including:-

· Informal feedback from the tutor and other course members;
· The visual results from their own and in-session replication of DTP techniques;

· Opportunities for Q&A and group discussion on the various editing techniques and group critiques of the printed DTP project documents;

· From the results of specific tutor set and your own DTP projects for completion in between sessions.

· No ‘exams’ will be used to determine member progress and learning however the odd fun quiz cannot be ruled out.


	Suggested Further Study and Progression Routes

	The tutor will address the topic of further study and possible progress routes with course members toward the end of the course.


	Brief tutor profile  

	Your tutor is a retired electrical engineer with long standing interests in photography, computing and Desk Top Publishing. Your tutor edited and produced the quarterly full colour magazine for WCOA [a sailing association] for the past 11 years. An early adopter of digital cameras your tutor has been using Photoshop and Photoshop Elements, for several years and has been running WEA courses in digital photography and image manipulation for the past five years. The tutor can be contacted via his dedicated course website where further course details and contact details can be found. www.tmpullen.org.uk/wea 




If you would like more information about other WEA courses, please contact 
WEA London and Southern Regions’ Support Centre.
You can now enrol and pay online. Go to: www.wea.org.uk
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The WEA is committed to equality of opportunity and inclusive learning.  
WEA London and Southern Regions' Support Centre

57 Riverside 2, Sir Thomas Longley Road, Rochester, Kent ME2 4DP

Tel:  01634 298600     Fax:   01634 298601     email:   london&southernrsc@wea.org.uk
The Workers' Educational Association is a charity registered in England and Wales (number 1112775) and in

 Scotland (number SC039239) and a company limited by guarantee registered in England and Wales (number 2806910)

