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MAC OS 
 
1. Describe the Mac OS and some of the features; and how you would use them 
2. Know how to create folders, copy items from one folder to another as well as move 

items from one folder to another; copy files to a floppy diskette or a zip  
3. Using Terminal; what is this for and why is it so important? 
4. Managing windows on Mac OS X 
5. Compare and contrast feaures and functionality between the Mac OS and Windows  
 

WORD and CONCEPTS in DESKTOP PUBLISHING 
 
1. The five levels of formatting text: character / paragraph / page / document  and how 

to integrate text and graphics within complex page layouts 
2. Working with images regarding the layout of the page, wrapping text around the 

images, and the usage of graphical and text devices for effects (drop caps, columns, 
text boxes, WordArt, etc) 

3. Working with Tables; setting up, defining, and removing borders;  and using tables to 
determine the layout of  the page 

4. Using Styles  
 
POWERPOINT topics 
 
1. Working with slides: Insert New slide; Edit / Delete Slide, Layouts 
2. Views: Slide sorter, normal and slide show; when do you use which one?  
3. Slide Show / Set Up Show 
4. Slide Show / Slide Transitions 
5. Slide Backgrounds  
6. Tables  
7. Levels of text 
8. Adding text body animation  
9. Drawing on slides using the drawing toolbar and other means of inserting graphics 
10. Custom animation and Animation preview 
11. Powerpoint presentations on the web 
12. Hyperlinks to other documents as well as to web pages 
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HTML topics 
 
1. Setting up a basic page  
2. Commonly used tags: 

 <html></html> 
 <head></head> 
 <title></title> 
 <body></body> 
 <h1></h1> -- as well as other headers  
 <p> </p>  vs. <br> 
 <hr> 
 links to another site (external links) 
 links to another page in the same site (relative) 
 email links 
 inserting an image 
 using an image as a link 
 fonts and text formatting: bold, italic, colored text, text size 
 bulleted and numbered lists 
 setting up tables and working with tables and table properties (borders, size, etc) 
 page backgrounds (image, colors, etc) 
 defining colors  
 embedding a sound file 
 setting up and linking to a stylesheet (.css file) 

 
UNIX Commands 

See: http://www.cs.nyu.edu/courses/fall07/V22.0004-001/PnP_unixSummary.htm 
 
PHOTOSHOP Topics 
 
1. Tools to work with a scanned image  
2. Considerations in creating new images (size, resolution, etc)  
3. Image/modes: RGB, CMYK, grayscale, indexed 
4. Using Photoshop toolbars 
5. image types on the web and beyond: TIFF, PSD,  BMP, PICT, JPG, GIF, PNG etc.  
6. Using paintbucket, brush, and pencil tools for “drawing” 
7. Know how to take a  b&w picture and color it in; which tools would you use? 
8. Working with specific colors and areas: using the eye dropper, magic wand, etc 
9. using the text tool and working with layers of text 
10. working with the image: crop; rotate; flip; sizing; mode 
11. Working with layers: making them visible; determining opacity; changing the order 
12. Layer effects (e.g. drop shadow, etc) 
13. Creating images for the web 
14. Using filters 
15. Transformations 
16. Composite images – combing whole or partial images into a new image 
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ANIMATED GIF topics  

 
1. What is Animation? 
2. What are some advantages and disadvantages of using animated GIFs? 
3. What is  persistence of vision? 
4. What is a storyboard? 
5. Setting up an image with layers for animation 
6. Setting up the frames 
7. When do you use save optimized as … ? 
8. Animation palette window menu  
9. Tweening 
10. What is the difference between tweening by position and tweening by opacity? 
11. What does  “Reverse Frames” do? 
12. Think through some of the animations we have built in class: how do you set up an 

animation so that an object appears to move across the page in a straight line? To 
shrink and then grow? To fade in and out? To change colors? To change shape? To 
appear to “fly around” the page in irregular patterns? 

 
DREAMWEAVER topics 
 
1. Working with files: new/open/save/save as/save all and Preview in Browser  
2. Setting up a page: page properties (background color or image; page title) 
3. Editing using html (code view vs design view) 
4. Working with text: edit copy/paste; font size; text style; font face; font color (select 

text & properties) etc 
5. Lists  
6. Working with images and aligning images 
7. Links (both relative and absolute) 
8. Tables: inserting and modifying tables; using tables with and without borders to assist 

in page layouts; defining background colors for specific rows, columns, or cells 
9. Rollovers  
10. Hotspots and image maps 
11. Anchors  
12. Frames and the use of  targets with hyperlinks 
13. Style sheets (.CSS files) 
14. working with sound and video 
15. Meta Tags 
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EXCEL topics 
 
1. Spreadsheet/database/charts; cells contains values, text, formulas, VB code, graphics 
2. Values (text,#,date,time) vs formula 
3. Using cell addresses 
4. Formulas – order of precedence 
5. paste vs. paste “special” 
6. Workbooks contain worksheets; chart sheets; and Visual Basic modules. There can be 

multiple worksheets in one workbook. 
7. Insert & delete rows & columns 
8. Edit / clear vs  Edit / delete 
9. Edit / Fill  
10. Relative vs absolute addresses 
11. Formatting cells (number, alignment, font, etc) 
12. Using  functions and the  function wizard 
13. Recording macros; know what a macro is, how to record one, and why they are used 
14. Modifying and creating toolbars 
15. Reading in (parsing) data from external sources 
16. Creating charts and graphs 
17. Mailmerge: using a table in Excel to create form letters in Word 
 
FLASH topics 
 
1. vector vs. raster graphics - discuss 
2. the Flash environment: the stage, properties window, and setting up 
3. Frames vs. Layers – how to use them and which to use when 
4. selection vs. sub-selection tools and how to use them 
5. Timeline: using keyframes and blank keyframes 
6. Tweening: by shape, by motion  
7. Guided paths 
8. Using File / Import to add objects to the stage and/or library 
9. using sounds in your movie 
10. how to import an animated GIF 
11. Buttons – how to set them up, how they are used 
12. ActionScript 2.0  
13. Making your movie web-ready 
 
 
 


