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Arts, AV Technology and Communications Career Cluster
Advanced Graphic Output Processes
Course Number 48.57000
Course Description:
As the third course in the Graphics Communication Pathway, students will gain more
advanced levels of experience to complete the output processes of various projects in an
increasingly independent manner. Students also learn to manage the output and completion
process as a whole including customer relations management, printing, finishing, and binding.
Students will continue to accumulate work samples that will constitute their personal portfolio.
Upon successful completion of the course, students are prepared to move into employment
or a post-secondary educational environment where self-motivation and a high level of skill
are expected. This is the final course in the Graphic Communication Pathway. The
prerequisite for this course is Graphic Design and Production.

Course Standard 1
AAVTC-AGOP-1
The following standard is included in all CTAE courses adopted for the Career Cluster/Pathways.
Teachers should incorporate the elements of this standard into lesson plans during the course. The
topics listed for each element of the standard may be addressed in differentiated instruction matching
the content of each course. These elements may also be addressed with specific lessons from a variety
of resources. This content is not to be treated as a unit or separate body of knowledge but rather
integrated into class activities as applications of the concept.

Standard: Demonstrate employability skills required by business and industry.
The following elements should be integrated throughout the content of this course.
1.1
Communicate effectively through writing, speaking, listening, reading, and interpersonal abilities.
Person-to-Person
Telephone and
Cell Phone and
Communicating At
Listening
Etiquette
Email Etiquette
Internet Etiquette
Work
Interacting with
Telephone
Using Blogs
Improving
Reasons, Benefits,
Your Boss
Conversations
Communication Skills
and Barriers
Interacting with
Barriers to Phone
Using Social Media
Effective Oral
Listening Strategies
Subordinates
conversations
Communication
Interacting with
Making and
Effective Written
Ways We Filter
Co-workers
Returning Calls
Communication
What We Hear
Interacting with
Making Cold Calls
Effective Nonverbal
Developing a
Suppliers
Skills
Listening Attitude
Handling Conference
Effective Word Use
Show You Are
Calls
Listening
Handling Unsolicited
Giving and Receiving
Asking Questions
Calls
Feedback
Obtaining Feedback
Getting Others to
Listen
Nonverbal
Communication
Communicating
Nonverbally
Reading Body Language
and mixed Messages

Written
Communication
Writing Documents
Constructive
Criticism in Writing

Speaking
Using Language
Carefully
One-on-One
Conversations
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Applications and Effective
Résumés
Completing a Job Application
Writing a Cover Letter
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Matching Verbal and
Nonverbal communication
Improving Nonverbal
Indicators
Nonverbal Feedback
Showing Confidence
Nonverbally
Showing Assertiveness

1.2

Small Group
Communication
Large Group
Communication
Making Speeches
Involving the
Audience
Answering Questions
Visual and Media Aids
Errors in Presentation

Things to Include in a Résumé
Selling Yourself in a Résumé
Terms to Use in a Résumé
Describing Your Job Strengths
Organizing Your Résumé
Writing an Electronic Résumé
Dressing Up Your Résumé

Demonstrate creativity by asking challenging questions and applying innovative procedures and
methods.
Teamwork and Problem Solving
Meeting Etiquette
Thinking Creatively
Preparation and Participation in Meetings
Taking Risks
Conducting Two-Person or Large Group Meetings
Building Team Communication
Inviting and Introducing Speakers
Facilitating Discussions and Closing
Preparing Visual Aids
Virtual Meetings

1.3

Exhibit critical thinking and problem solving skills to locate, analyze and apply information in career
planning and employment situations.
Problem
Customer Service
The Application Process
Interviewing Skills
Finding the
Solving
Right Job
Transferable
Gaining Trust and
Providing Information,
Preparing for an
Locating Jobs and
Job Skills
Interacting with
Accuracy and Double
Interview
Networking
Customers
Checking
Becoming a
Learning and Giving
Online Application
Questions to Ask in
Job Shopping
Problem Solver
Customers What
Process
an Interview
Online
They Want
Identifying a
Keeping Customers
Following Up After
Things to Include in a
Job Search
Problem
Coming Back
Submitting an Application
Career Portfolio
Websites
Becoming a
Seeing the
Effective Résumés:
Traits Employers are
Participation in
Critical Thinker
Customer’s Point
Seeking
Job Fairs
Managing
Selling Yourself and
Matching Your Talents to
Considerations
Searching the
the Company
a Job
Before Taking a Job
Classified Ads
Handling Customer
When a Résumé Should be
Using Employment
Complaints
Used
Agencies
Strategies for
Landing an
Customer Service
Internship
Staying Motivated
to Search

1.4

Model work readiness traits required for success in the workplace including integrity, honesty,
accountability, punctuality, time management, and respect for diversity.
Workplace Ethics
Personal
Employer
Business Etiquette
Communicating at
Characteristics
Expectations
Work
Demonstrating Good
Demonstrating a
Behaviors
Language and
Handling Anger
Work Ethic
Good Attitude
Employers Expect
Behavior
Behaving
Gaining and
Objectionable
Keeping Information
Dealing with
Appropriately
Showing Respect
Behaviors
Confidential
Difficult Coworkers
Maintaining Honesty
Demonstrating
Establishing
Avoiding Gossip
Dealing with a
Responsibility
Credibility
Difficult Boss
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Playing Fair

Showing
Dependability
Being Courteous

Using Ethical
Language
Showing
Responsibility
Reducing Harassment
Respecting Diversity
Making Truthfulness
a Habit
Leaving a Job
Ethically

Demonstrating Your
Skills
Building Work
Relationships

Appropriate Work
Email
Cell Phone Etiquette

Gaining
Coworkers’ Trust
Persevering

Dealing with
Difficult Customers
Dealing with Conflict

Appropriate Work
Texting
Understanding
Copyright
Social Networking

Handling Criticism
Showing
Professionalism

1.5

Apply the appropriate skill sets to be productive in a changing, technological, diverse workplace to be
able to work independently and apply team work skills.
Expected Work Traits
Teamwork
Time Management
Demonstrating Responsibility
Teamwork Skills
Managing Time
Dealing with Information Overload
Reasons Companies Use Teams
Putting First Things First
Transferable Job Skills
Decisions Teams Make
Juggling Many Priorities
Managing Change
Team Responsibilities
Overcoming Procrastination
Adopting a New Technology
Problems That Affect Teams
Organizing Workspace and Tasks
Expressing Yourself on a Team
Staying Organized
Giving and Receiving Constructive
Finding More Time
Criticism
Managing Projects
Prioritizing Personal and Work Life

1.6
Present a professional image through appearance, behavior and language.
On-the-Job Etiquette
Person-to-Person Etiquette Communication Etiquette
Using Professional
Meeting Business
Creating a Good Impression
Manners
Acquaintances
Introducing People
Meeting People for the First
Keeping Phone Calls
Time
Professional
Appropriate Dress
Showing Politeness
Proper Use of Work Email
Business Meal Functions
Behavior at Work
Parties
Behavior at Conventions
International Etiquette
Cross-Cultural Etiquette
Working in a Cubicle

Proper Use of Cell Phone
Proper Use in Texting

Presenting Yourself
Looking Professional
Dressing for Success
Showing a Professional
Attitude
Using Good Posture
Presenting Yourself to
Associates
Accepting Criticism
Demonstrating Leadership

Support of CTAE Foundation Course Standards and Georgia Standards of Excellence.
L9-10RST 1-10 and L9-10WHST 1-10:
Georgia Standards of Excellence ELA/Literacy standards have been written specifically for technical
subjects and have been adopted as part of the official standards for all CTAE courses. Additional
Georgia Standards of Excellence ELA/Literacy standards for Speaking and Listening are listed in
the foundational course standards below.
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Course Standard 2
AAVTC-AGOP-2
Demonstrate proper equipment operation and follow procedures in a safe manner
and achieve 100 percent on a written / demonstration safety test.
2.1 Demonstrate proper procedures regarding safety features practices for both general to
the industry and specific to lab.
2.2 Demonstrate the proper use of personal protection equipment needed for both general
to the industry and specific to lab.
2.3 Demonstrate the proper use equipment operating instructions for both general to the
industry and specific to lab.

Course Standard 3
AAVTC-AGOP-3
Investigate entrepreneurship as it relates to economic development.
3.1 Compare and contrast the traits of successful and unsuccessful business ventures.
3.2 Examine and report the advantages of entrepreneurship, such as but not limited to
control of income, personal responsibility and independency, establishment of
professional and community relationships, etc.
3.3 Summarize the disadvantages of entrepreneurship, such as but not limited to long
work hours, monetary risk, enforcement of workplace standards, paperwork, and
record keeping, etc.
3.4 Evaluate the market for potential customers.

Course Standard 4
AAVTC-AGOP-4
Develop a portfolio for a graphics-related career plan.
4.1 Investigate and report on a career path that leads to a career in graphic
communications.
4.2 Prepare a portfolio to illustrate student experiences and abilities related to graphic
communications that includes the following information:
● Report the criteria for selecting final product.
● Collect and refine all previous graphic design projects in a form such as paper,
digital, cloud, etc.
● Develop a professional resume using word processing software. (e.g. Microsoft
Word, Google Drive, iWork Pages, or other cloud-based text file writer).
● Practice giving and receiving constructive criticism of portfolios in verbal and/or
written form, as well as in person and/or virtually.
● Report on characteristics and the content of portfolios for employment and
postsecondary admissions.
● Constructively critique various types of packaging for a professional portfolio (i.e.
printed, digital, web pages, etc.).

Course Standard 5
AAVTC-AGOP-5
Implement optimal job production processes.
5.1 Accurately read and interpret job specifications.
5.2 Maintain project schedule processes, such as a Gantt chart, to meet deadlines.
5.3 Accurately generate a job ticket and identify key parts related to production process.
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5.4 Demonstrate how to determine the best allocation of materials, output processes,
binding, finishing, and manpower to job specification.
5.5 Summarize appropriate delivery and/or shipping requirements.

Course Standard 6
AAVTC-AGOP-6
Accurately analyze project costs.
6.1 Evaluate material and waste management costs, including comparing and contrasting
project costs per job specifications to determine the difference in projected profit
margin.
6.2 Assess and analyze optimal manpower use.
6.3 Predict equipment costs.
6.4 Demonstrate and explain correct invoicing and collection procedures.
6.5 Analyze and implement color management among color systems including CMYK
(cyan, magenta, yellow, and black colors), RGB (red, green, blue colors), and spot
colors (according to the Pantone Matching System).
6.6 Accurately create printed color with halftones.
6.7 Summarize the transition of tone images to dots of an output process.
6.8 Connect appropriate output devices with appropriate use, according to the job
description.
6.9 Report image registration issues.
6.10 Design traps and spot color for production.

Course Standard 7
AAVTC-AGOP-7
Practice customer service skills; as well as, follow ethical guidelines and
copyright laws.
7.1 Analyze project and prepare estimation for client.
7.2 Communicate with client during all production phases.
7.3 Examine inventory and verify and calculate necessary supplies and materials.
7.4 Demonstrate following ethical guidelines and copyright laws, such as but not limited to
Intellectual Property, Creative Commons, Work for Hire, Fair Use, etc.

Course Standard 8
AAVTC-AGOP-8
Plan, create, and prepare files for production.
8.1 Analyze given project to determine necessary software and provide rationale.
8.2 Demonstrate and apply optimal use of design principles.
8.3 Design and produce a digital document that includes placed/support graphics, correct
color mode, correct/appropriate size, and most appropriate imposition format.
8.4 Preflight project and identify problems, such as but not limited to resolution, missing
fonts, missing graphics, number of inks, HTML (Hyper Text Markup Language) and
CSS (Cascading Style Sheets), trapping, etc.
8.5 Demonstrate knowledge of spell check and proofreaders marks to proofread, edit, and
make corrections/adjustments to copy.
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Course Standard 9
AAVTC-AGOP-9
Identify and describe the major components and operating controls of output
devices.
9.1 Identify and describe the major components and controls of the output device.
9.2 Describe the function of major components and operating controls relating to the final
product.
9.3 Summarize the correct startup, operation, maintenance, and shutdown of the output
device.

Course Standard 10
AAVTC-AGOP-10
Identify the various types of inks and/or toners used in the graphics and printing
industry.
10.1 Examine the different types of inks and/or toners used in the graphics & design
industry, such as but not limited to inkjet (solvent, gel or water based), toner,
lithography (oil, acrylic or rubber based), flexography, screen printing (plastisol,
enamel, water-based), Ultraviolet (UV), sublimation, etc.
10.2 Describe a Pantone Matching System (PMS) Chart and explain its importance.
10.3 Produce digital files using appropriate dots per inch (DPI) and pixels per inch (PPI)
resolution for media.

Course Standard 11
AAVTC-AGOP-11
Explain the various applications and characteristics of paper substrates.
11.1 Describe the common uses of the various types of substrates, such as but not limited
to coated/uncoated, bond paper, tag, index, carbonless paper (NCR), cover, recycled
paper, etc.
11.2 Describe the various substrates qualities, such as but not limited to paper grain,
surface texture, caliper, brightness, opacity, etc.
11.3 Read and interpret a label on a case/ream of paper, such as brightness, size,
pounds, grain, Global System for Mobile Communications (GSM), etc.
11.4 Determine size, weight, quantities, type, and amount of paper necessary for fulfilling a
job order.
11.5 Investigate efficient production methods to minimize material waste during jobs.

Course Standard 12
AAVTC-AGOP-12
Demonstrate knowledge of inks, toners, and substrates for commercial output.
12.1 Determine size, weight, quantities, type, and amount of paper necessary for fulfilling a
job order.
12.2 Explain how paper is manufactured.
12.3 Describe the basic ingredients and characteristics of inks (vehicle, pigment/dye,
additives).
12.4 Describe the basic ingredients and characteristics of toner (particle size, surface
additives, etc.).
12.5 Explore and report on emerging technologies with new inks and substrates.
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Course Standard 13
AAVTC-AGOP-13
Demonstrate the ability to use an output process to create a quality product.
13.1 Utilize appropriate software and/or equipment necessary to produce final project.
13.2 Select appropriate substrate(s) and ink(s) to produce a quality project.
13.3 Interpret and formulate correct liquid measurements for various chemical needs in
production processes.
13.4 Position images on substrates using appropriate measurements.
13.5 Demonstrate an understanding of adjustments that may be needed in the equipment
and materials used for output, such as but not limited to pressure settings, ink
quantities, and mechanical adjustments.
13.6 Demonstrate usage of optimal quality control standards.

Course Standard 14
AAVTC-AGOP-14
Identify, demonstrate, and practice safe & proper paper cutting techniques on
various class projects.
14.1 Identify and describe the types of paper cutters.
14.2 Demonstrate safe and proper cutter operation.
14.3 Identify problems and/or special considerations when cutting various paper types.
14.4 Demonstrate the ability to cut both standard and combination cuts on a variety of
paper stock.
14.5 Demonstrate the ability to trim the head, foot, and face of a publication.

Course Standard 15
AAVTC-AGOP-15
Plan and impose the binding and finishing workflow of a multiple page publication.
15.1 Read and interpret job ticket/specifications.
15.2 Produce a product using an imposition plan, such as but not limited to a greeting
card, program, brochure, booklet, etc.
15.3 Create thumbnail sketches and folding dummy of the imposition following the job
ticket specifications.
15.4 Determine what steps are needed to transfer the plan to the digital file.

Course Standard 16
AAVTC-AGOP-16
Identify and describe binding & finishing processes.
16.1 List the binding methods and applications, such as but not limited to comb, velo,
padding, stitching, perfect, spiral, etc.
16.2 List the finishing methods and applications such as but not limited to cutting, folding,
embossing, foil stamping, die cutting, thermography, varnishing, etc.
16.3 Identify production considerations in using different bindery and finishing techniques,
such as but not limited to folding against the grain, etc.

Course Standard 17
AAVTC-AGOP-17
Plan and impose the finishing and binding workflow of a multiple page publication.
17.1 Read and interpret job ticket/specification.
17.2 Identify and describe the parts of page (head, foot, base, backbone).
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17.3
17.4
17.5
17.6

Explain and apply industry standards for page numbering.
Create thumbnail sketches and folding dummy of the imposition following the job
ticket specifications.
Determine what steps are needed to transfer the plan to the digital file.
Produce the product following the imposition plan.

Course Standard 18
AAVTC-AGOP-18
Identify and describe binding processes as well as demonstrate the ability to bind
a printed product.
18.1 List and describe the binding methods.
18.2 Identify and describe safety considerations in bindery operations.
18.3 Identify and describe production considerations in using different binds.
18.4 Analyze the proper application of the binding methods.
18.5 Demonstrate binding techniques on various printed materials.

Course Standard 19
AAVTC-AGOP-19
Identify and describe finishing processes as well as demonstrate the ability to
add finishes to a printed product.
19.1. List and describe the possible finishing methods.
19.2. Identify and describe safety consideration in finishing operations.
19.3. Identify and describe production considerations in using different finishing techniques.
19.4. Analyze the proper application of the finishing methods.
19.5. Demonstrate finishing techniques on various printed materials.

Course Standard 20
AAVTC-AGOP-20
Exercise effective project preparation following proper customer service and
quality control principles.
20.1 Develop and interpret a job ticket per customer request.
20.2 Estimate costs of a project by determining substrate quantities needed and calculating
price of materials used in commercial jobs.
20.3 Determine a schedule in terms of capabilities, resources, and deadline.
20.4 Prepare digital file layouts.
20.5 Generate a proof for customer approval.
20.6 Manage customer change requests to fulfill order according to job ticket, accuracy,
color, waste, order quantity, and quality.
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Course Standard 21
AAVTC-AGOP-21
Examine how related student organizations are integral parts of career and
technology education courses through leadership development, school and
community service projects, and competitive events.
21.1 Explain the purpose, mission, objectives, motto, colors, official dress and other
distinguishing characteristics of SkillsUSA.
21.2 Explain how participation in SkillsUSA can promote lifelong responsibility for
community service, professional growth and development.
21.3 Explore the impact and opportunities SkillsUSA can develop to bring business and
industry together with education in a positive working relationship through innovative
leadership and career development programs.
21.4 Explore the local, state, and national opportunities available to students through in
SkillsUSA including but not limited to conferences, competitions, community service,
philanthropy, and other SkillsUSA activities.
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