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MS Word & Page maker
Module 1
1. Introduction to word processing
Entering with keyboard

Formatting text

Cutting, copying & pasting
Selecting text

With mouse & keyboard

2. Editing text
Auto correct- spell check & grammar check, undo& redo
Text formatting
Changing case, drop caps, coloring & highlighting text, adding special characters,
bullets & numbering.
3. Document formatting
Paragraph formatting
Alignment, line spacing
Indentation
Tabs, using the ruler
Margins & page orientation
Page break
Headers & footers
Page numbering
4. Advanced page layout in word
Borders, box, shading, page fills & back ground

Module 2
5. Table & columns
Creating tables
Inserting tables from the menu & tool bar, drawing tables
Manipulating tables
Selecting tables elements, inserting & deleting columns & rows, adjusting table
properties, mering & splitting cells
Formatting table contents
Mathcalculation
6. Drawing & graphics tools
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Working with shapes, auto-shapes and wordart, adding graphics to your documents,

inserting a picture, importing pictures from scanners & cameras, chats & diagrams
Printing word documents

Using print preview
Mailmerge

Notes
1. The course ‘MS Word & page maker’ is a practical course.
2. Practical examination to be conducted by the university

3. Arecord of a minimum 10 pages maker and MS Word work must be done by a
student .

Ten hours for Seminar/ tests.

5. Students strength for practical batch shall be 8. Each practical batch must be
supervised by a course teacher.
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Photoshop, Corel Draw & DTP
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PHOTOSHOP, COREL DRAW& DTP

Module 1

1.

Getting started with Photoshop

Opening as existing file
The Photoshop program window, title bar, menu bar, the options bar, images window,
image title bar, the navigator palette, color palette, layers palette, screen modes,
the toolbox, guidelines for working with toolbox, creating a new file, saving files,
reverting files, closing files.
Working with images & colors
Bitmap & vector images, file types for various purposes (RGB,CYMK), opening
recently used files images sizes

Changing the images size, image resolution, changing the resolution.

Editing photographs from our own albums & images

Scanning images, rotating images, cropping, hiding instead of cropping , canvas
size, color modes, file formats, setting the current foreground & background colors,
color picker palette, eye- dropper tool, swatches palette.

Making sections

Selection tools

Marquee selection tools, lasso tools ( polygonal lasso tool, magnetic lasso tool,
magic wand too, grow & similar commands, moving a selection, editing selections,
filling a section, transforming selections, inverting a selection.

Module -2

Painting & editing tools

Painting tools painting tool options, paintbrush tool, brushes palette, creating a
new brush, undo, history brush tool, art history brush tool, gradient tool, paint
bucket tool.

Drawing tools

Drawing basic geometric shapes, custom shape tool.

Editing tools

Blur tool, sharpen tool, smudge tool, clone stamp tool, pattern stamp tool.
Toning tools

Dodge tool, burn tool.

Eraser tools
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Eraser tools, background eraser tool, magic eraser tool, slice tool.

. Layers

Layer palette

Working with layers, creating a new layer, selecting , hiding / showing, deleting,
sorting, repositioning , merging, linking and transforming layers, layers effects,
rotating skewing, flipping & distorting layers

. Type

Creating types, changing the types settings, converting point types to paragraph
type, warping types , styles, converting type layers to standard layers, the types
selection

. Filters

The filter menu, artistic filters, pixelate filters, render filter, sketch filters, stylize
filters & customer filters
Module 3

. Core IDRAW Basics

Getting started with core DRAW

Creating a new file

The coreIDRAW Screen

Title bar, menu bar, standard tool bar, work area and printable pages, property
bar, page counter bar, color palette, toolbox ,status bar

Drawing basic geometric figures

Drawing lines, drawing ellipse and circles, drawing rectangles and squares, drawing
polygons

Saving and closing a file, opening an existing Corel drawing views

Normal view, full screen preview, Simple wireframe view, draft view and Zoom
The view Manager-Creating a view
9.Drawing and Selecting

Getting familiar with the Toolbox

Getting started with the Project

Selecting an object, resizing an object, moving changing the shape of an object,
combining two objects, skewing an object, drawing a polygon, welding the objects,
blending two objects, drawing a curved line, drawing straight lines, continuing a
line, changing the view mode, the art is tic media tool, rotating an objects, the fill
toolflyout, filling an object with single colour, artistic media tool in spray mode.

Module 4

10.Working with Text

The text tool

Artistic text, paragraph text

Converting from one Text type of Another
Formatting text
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Changing the font size of the text, arranging objects, ordering the objects,
changing the font applying bullets, decorating the text, webdings.

The text editor

Opening the editor, Changing the alignment, changing the type style, spell &
grammer checking of the text, replacing the text, editing characters, kerning text,
formatting individual characters

11.Working the images

Bitmap and Vector Images, Resizing, rotating, skewing & cropping an image,
importing and exporting images Resizing, moving, rotating and skewing an
image.

12.Page Layour and Background

Changing the page size(paper type & dimensions)changing the page layout,
changing the page back ground page frame.

Module 5

13 DTP

Familiarizing different types of outputs (laser printer output, flexography,
photographic print etc 10DTP work incorporating PageMaker, Corel DRAW and
Photoshop.

10.hours for Seminar/Tests

A record of a minimum of DTP work work must be done by a student

Practical examinations to be conducted by the University.

Reference

1.Jennifer Ackerman Kettell, Guy Hart-Davis and Curt Simmons, 2003,
Microsoft Office 2003: The complete Reference, Tata MCGraw-Hill Publishing
Company Limited -NewDelhi

2.0ffice 2003, 2005, dreamtech Press-NewDelhi.

3.Scott Basham, 2009, Pagemaker in Easy steps, dremtech Press-New Delhi.
4.Dawn Erdos, 1995, Teach yourself Core IDRAW, BPB publications-New
Delhi.

5.Stephen Copestake, 1998, CoreIDRAW, Complex Computer Publishing.
6.Adrienne Thommy 2004, photoshop, Firewall media-Newdelhi.

7.Deke MC Clelland, 2005, Photoshop, Wiley eastern-dreamtch India Pvt.LLtd.
Note

1.The course MS Word & Pagemaker is a practical course

2.Practical examinations to be conducted by the University.

3.A record of a minimum 10 page maker and MS Word work must be done by a
student.

4.Then hours for seminar /tests.

5.Students strength for practical batch shall be 8 each practical batch must be
supervised by a course teacher.
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ON THE JOB TRAINING,
PROJECT AND REPORT

Model II BA Malayalam Vocational students should submit a project report
pertaining to the conduct of on the job training (as it is a part of Vocational Course
VII)containing a detailed account of the various stages of the project work. The
basic facts/documents used for the project work must be attached along with the
report. The basic facts/documents used for the project work must be attached along
with the report. The basic facts/documents are to be determined in accordance with
the vocation content. For copy editing these documents are the body of the matter
before editing and the ideas and models etc. used for copying writing. The teacher
concerned will decide on the topic of the project and will evaluate the project. The
grade for this course must be submitted to the University along with the internal
assessment of the Fourth semester.
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