Student Competency Record
Graphic Arts
PrintEd GAERF Digital File Preparation Standards and Competencies

	Student
	School Year

	Center/Region
	Instructor Signature


Rating Scale
1
Cannot perform
2
Can perform with supervision 

3
Can perform with limited supervision 

4
Can perform without supervision 

5
Can teach others

Students will be expected to achieve a satisfactory rating (one of the three highest marks) on the Student Competency Record rating scale on at least 80% of the required competencies listed below.
	
	Graphic Arts PrintEd GAERF Digital File Preparation Competencies
	Date
	Rating

	
	1. Orientation
	
	

	
	a. Read and interpret production information on job docket/ticket.
	
	

	
	b. Identify and list the basic principles of design (i.e., unity, contrast, page proportions, balance, etc.) 
	
	

	
	c. Identify and explain line images and appropriate resolutions.
	
	

	
	d. Identify and explain continuous tone/halftone images and appropriate resolutions.
	
	

	
	e. Identify basic process color principles and methods of reproduction.
	
	

	
	f. Define PostScript.
	
	

	
	g. Describe the use of each of the following: word processing, illustration, image editing, and page layout software.
	
	

	
	h. Demonstrate keyboard typing proficiency.
	
	

	
	i. Prepare a series of hand-drawn sketches or computer-generated layouts incorporating appropriate marks (i.e., gutters, register marks, fold lines, etc.)
	
	

	
	j. Describe the types and procedures for using removable storage media.
	
	

	
	k. Describe the use of File Transfer Protocol (FTP) in transferring files from one computer to another. 
	
	

	
	l. Define preflighting and its purpose.
	
	

	
	m. Preflight a native file using application preflight software and/or a manual checklist.
	
	

	
	n. Preflight a Portable Document Format (PDF) file using application preflight software and/or a manual checklist. 
	
	

	
	o. Define computer-to-plate, computer-to-press, and variable data printing. 
	
	

	
	2. Type
	
	

	
	a. Measure type in points using the appropriate tools.
	
	

	
	b. Explain x-height, mean-line, baseline, ascenders, descenders, leading, and their roles in measuring and designing with type.
	
	

	
	c. Explain the use of caps, lowercase, uppercase, small caps, ligatures, and glyphs.
	
	

	
	d. Define the use of glyphs in publications. 
	
	

	
	e. Distinguish between display (headline) type and body (text) type by their point sizes and type styles.
	
	

	
	f. List the basic type style classifications and their uses.
	
	

	
	g. Describe the appropriate use of type family members (e.g., bold, italic, Roman, etc.)
	
	

	
	h. Explain letter spacing, tracking, and kerning of type characters.
	
	

	
	i. Explain typographic ems and ens and their associated dashes. 
	
	

	
	j. Define the use of type arrangements, e.g., flush left–ragged right, flush right–ragged left, centered, and justified.
	
	

	
	k. Explain the differences between TrueType, Postscript Type 1, and Open Type fonts.
	
	

	
	l. Demonstrate or explain the proper use of loading, displaying and organizing fonts using a font management software application.
	
	

	
	3. Page Layout
	
	

	
	a. Select professional software for page layout.
	
	

	
	b. Demonstrate the use of a digital dictionary and spell checker.
	
	

	
	c. Demonstrate proper line and page breaks including hyphenation, widows and orphans.
	
	

	
	d. Demonstrate a functional knowledge of computer menus, shortcut keys, and palettes in page layout software.
	
	

	
	e. Demonstrate text alignment (flush left, flush right, center), vertical justification (top, center, bottom justified), and object alignment and distribution.
	
	

	
	f. Demonstrate use of basic proofreading marks.
	
	

	
	g. Demonstrate the proper setup of a new document including facing pages, page size and orientation, columns, margins, bleeds, and slugs. 
	
	

	
	h. Apply appropriate paragraph formatting to text (indents, spaces before and after, drop caps, etc.).
	
	

	
	i. Place or get text from a word processed document.
	
	

	
	j. Design and produce a document using specified type faces, sizes, leading, margins, indents, tabs, and colors.
	
	

	
	k. Identify appropriate professional software for inputting words, creating illustrations, editing images, and laying out pages.
	
	

	
	l. Follow proofreading instructions to correct documents on screen.
	
	

	
	m. Place or get images.
	
	

	
	n. Demonstrate cropping images.
	
	

	
	o. Create a two-sided, three-panel brochure using graphics and text.
	
	

	
	p. Create a multi-page document using master pages, automatic folios, paragraph style sheets, levels of headings, sidebars, text inset, masthead, text, and graphics. 
	
	

	
	q. Create a document that includes tables.
	
	

	
	r. Create a document using tints, reverses and manipulated type.
	
	

	
	s. Produce a multi-colored flyer that includes at least two spot colors and output separations.
	
	

	
	t. Demonstrate soft proofing using an appropriate profile and explain why it is used.
	
	

	
	u. Make a hard copy proof with appropriate printer marks.
	
	

	
	v. Upon completion of a job, demonstrate how to preflight, proof (hard and soft), package, and create an output-appropriate PDF.
	
	

	
	4. Image Capture
	
	

	
	a. Identify the difference between continuous tone images, halftone images, and line art.
	
	

	
	b. Identify the basic components and uses of flatbed scanner hardware.
	
	

	
	c. Describe uses and limitations of basic scanner software.
	
	

	
	d. Explain the various components and settings (aperture, shutter speed, image resolution, white balance, etc.) of a digital camera.
	
	

	
	e. Capture digital images using a scanner and digital camera.
	
	

	
	f. Demonstrate appropriate scanner/program operations for line artwork.
	
	

	
	g. Demonstrate appropriate scanner/program operations for continuous tone color and grayscale images.
	
	

	
	h. Transfer images from a camera and scanner to a host computer.
	
	

	
	i. Describe what an International Color Consortium (ICC) profile is and its use.
	
	

	
	j. Demonstrate how to convert Red-Green-Blue (RGB) images in Cyan-Magenta-Yellow-Key/black (CMYK) using various ICC profiles.
	
	

	
	k. Demonstrate saving scanned images into an appropriate file format.
	
	

	
	l. Given an image, determine whether it is high or low resolution.
	
	

	
	m. Explain the image resolution requirements for various uses (screen/web versus press).
	
	

	
	n. Download a digital image from a stock photography web site or compact disc (CD) and resize according to specifications provided.
	
	

	
	o. Using bitmap editing software, retouch, crop, make modifications, color corrections, and levels adjustments to prepare an image to print correctly on a printing press.
	
	

	
	5. Illustration
	
	

	
	a. Demonstrate a functional knowledge of computer menus, shortcut keys, and palettes in illustration software.
	
	

	
	b. Create a single color vector graphic. 
	
	

	
	c. Create a vector graphic using tints, fills, and color.
	
	

	
	d. Create a vector graphic using manipulated type.
	
	

	
	e. Trace a bitmap drawing and convert to a vector.
	
	

	
	f. Edit an existing piece of vector art.
	
	

	
	6. PDF
	
	

	
	a. Explain why the Portable Document Format (PDF) is an integral part of the printing industry.
	
	

	
	b. Explain the difference between a PDF and native application files. 
	
	

	
	c. List the advantages and disadvantages of PDF.
	
	

	
	d. Explain the various methods used to create PDFs.
	
	

	
	e. Create a PDF from a native application file.
	
	

	
	f. Describe the differences between the PDF standards (such as PDF/x-3, press quality PDF, etc.)
	
	

	
	g. Describe why some PDFs are not appropriate for print production.
	
	

	
	h. Demonstrate how to make minor corrections to a PDF file.
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