














 
Michael Lee Kent, Ph.D. Gaylord College of JMC 

JMC 3433: Public Relations Publications: Using In Design Tools 

This assignment is intended to get you started using InDesign. You will learn to use all of the 
tools on the tool pallet as well as several other important program features to create a 2-page 
document. Begin by watching the vides at: <jmc.ou.edu:16080/tutorials>. 

Requirements  

• Use all of the tools (text, pen, pencil, type, line, frame, rectangle, ellipse, polygon, scis-
sor, rotate, scale, gradient, free transform) several times. 

• Use all of the stroke types, starts, and ends. 

• Use “step and repeat” several times. 

• Insert a graphic using place (command/D), and turn on text wrap. Place your text box 
so it wraps around this graphic. 

• Create a textbox with two columns and turn on “inset spacing” (“text frame options,” 
command/B). 

• Write 300 words explaining your design approach (what is the feeling/mood/theme 
you are hoping to evoke, why symmetrical/asymmetrical, etc. Explain your choices). 
Be sure to spell check and proofread. 

• Creativity. Do not try to copy the sample(s) or mimic what someone else is doing. 
Search for your own style and design something original. 

As you work through creating your document, pay attention to the keyboard commands so 
that you can more quickly locate the program commands. Use my handout as a starting 
place. 

Save your finished document to the student drop box for the class. 



Michael Lee Kent, Ph.D. Gaylord College of JMC 
JMC 3433: Public Relations Publications: Personal Backgrounder 

The backgrounder is one of the most common public relations documents. In order to get you 
started using InDesign, and to allow me to get to know you better, you will create a personal 
backgrounder to tell me something about yourself.  

In this assignment you will learn to place text, graphics, use guides, and learn more about 
symmetrical/asymmetrical design. Begin by examining the sample backgrounders, reading 
the notes on backgrounders, and creating some thumbnails of your own design.  

Requirements  

• One letter size page in length (max.). 

• Write 300–500 words about yourself and place into the document in a font no bigger 
than 11-point. Do not use Times. 

• Limit yourself to no more than two typefaces. 

• Include complete contact information: Full (proper) name, address, telephone, cell, e-
mail address (at OU), URL (if applicable). 

• Place a headshot (picture) of yourself into the layout. If you do not have one, get one or 
make one from another photograph. 

• Do not place boxes around anything. No boxes! 

• Use only the following 5 design elements: three different text boxes with your (1) back-
grounder copy, (2) name, and (3) contact information, (4) one graphic, and (5) two 
rules (lines). If you use color for rules, text, etc., use the same colors in every version.  

• Create four versions of your backgrounder (two symmetrical and two asymmetrical) 
using the same design elements and layout guides on each. 

• Save your work as an InDesign document and place it in the drop box as follows: 
<LastName_FirstInitial_Backgrounder.indd>. Note: Do not abbreviate, do not use all 
lower case, use underscore (shift hyphen) to separate words. 

Try to capture the tone of a backgrounder. Notice how the samples are written and work to 
mimic the tone. These are not written in first person. Backgrounders never include contrac-
tions, jargon, or colloquial language. Do not use She…, she…, she…, or he…, he…, he…, over 
and over. Saying Kent thinks…, Kent believes…, Kent says…, is better writing than saying 
“he” over and over. 

As you work through creating your document, pay attention to the keyboard commands so 
that you can more quickly locate the program commands.  



Michael Lee Kent, Ph.D. Gaylord College of JMC 
JMC 3433: Public Relations Pub.: Text Wrapping/Scaling/Cropping/Stock Photography 

For this assignment you will learn about how to better use text wrapping, how to edit text 
boxes so that they are more interesting, how to wrap text boxes around images, how to scale 
and crop images, and how to use stock photography.  

Requirements  

• Two pages in length maximum. 

• Give some thought to what pictures, or graphics might represent you best. Write 300 
words explaining what the five images represent and why they represent you more 
than anything or anyone else.  

I expect some thoughtfulness here and creativity. Write as if you were a professional on 
a job interview rather than writing something for your FaceBook page. Rather than “I 
really like the color pink so I selected this picture of a pink bunny…” you should pro-
vide some sort of professional rationale: “Many native American cultures believe that 
each person has a totem. Similarly, Hindu’s believe that people ‘evolve’ through a series 
of lives. For me, the rabbit…” 

• Place your text into InDesign in a font no bigger than 11-point. Do not use Times. 

• Limit yourself to no more than two typefaces for this exercise. 

• Visit one of the many stock photography sites on the Web and download three images 
that are consistent with the narrative that you wrote, above (I expect to see the water-
marks on them, do not use Google Images, etc. for this).  

• Write the narrative and edit it before you go looking for pictures.  

• Locate some examples from books, magazine, brochure, newsletters, posters, etc. that 
wrap text around graphics like you do and include a copy of the page that you are bas-
ing your design on. Note: do not copy it exactly, use it as a model.  

• Arrange the three images along with the picture of yourself that you used in the back-
grounder exercise, and your text, and use an assortment of text wrapping features (at 
least three) to incorporate the text and images.  

• Create an asymmetrical design.  

• Since it is illegal in real life to use images downloaded from the Internet for profes-
sional purposes, you should obtain all of your images from a stock photography Web 
site, such as those listed below, or take original pictures yourself. Note: sample images 
are fine for class but in real-life you should never consider going to the Web for im-
ages. Web images are not legal to use for any professional purpose without a signed 
consent form from the owner of the images. 

• www.corbis.com 

• www.dreamstime.com 

• www.gettyimages.com 

• www.istockphoto.com 

• www.queerstock.com 

• www.stockphotography.co.uk 

• Do not place boxes around everything. 

• Use layout guides. 

• Upload the assignment to the drop box as an InDesign file. Use <Last 
Name_FirstInitial_Photos.Indd>. 



Michael Lee Kent, Ph.D. Gaylord College of JMC 
JMC 3433: Public Relations Pub.: Master Pages, Style Sheets, Object Styles 

This assignment is intended to teach you about how to create Master Pages, Style Sheets, 
and how to use object styles. You will learn how to create and apply a master page as well as 
how to create a set of typographic styles suitable for use with more lengthy documents like 
newsletters, booklets, training manuals, etc.  

Requirements  

• Compose a 500–700-word feature story based on one of the JMC Week lectures and 
locate one to two appropriate graphics (obtained from a stock photography site or 
original photographs).  

• Thumbnail a newsletter design (before you open InDesign) and create a “Master 
Page” template for a newsletter’s front page and inside page based on your own design. 
Be sure to develop your own masthead, navigation boxes (TOC) etc.  

• Create an asymmetrical newsletter design.  

• Create a set of Style Sheets using no more than two font families that include a Head-
line, Sub-headline, Sub-sub-headline, Body Text, Pull Quote Text, and URLs.  

• Apply your Master newsletter pages to two new pages, drop your text into the appro-
priate boxes. Create a pull quote. Apply your Style Sheets to the text (Create some 
headings and sub headings as needed to mimic an actual newsletter story). 

• Save the newsletters content pages as a PDF and then change the style sheets at least 
three times (saving PDFs each time) to create several sample newsletters using differ-
ent type styles. Assemble the samples into a single PDF file and upload your PDF file 
and your InDesign file to the drop box. 

• Experiment with different fonts each time: try using only one font family for everything 
the first time. Try combining two fonts (san serif and one serif), etc. 

• Do not use any display or specialty fonts like Carroll, Old English, etc. Use only “conser-
vative” (serif/san serif) type styles. 



Michael Lee Kent, Ph.D. Gaylord College of JMC 
JMC 3433: Public Relations Publications: Typography Activity 

This assignment is intended to make you more aware of how type can be used to convey a 
mood or tone. Additionally, this activity is designed to make you more aware of what type-
faces are considered “great,” and how to use type more effectively.  

Requirements  

1. Examine the handout on the various typefaces. Select one typeface from your com-
puter and create an original style-sheet for it that includes samples of all of the char-
acters, samples of different type styles in the family (light, book, heavy, italic, bold, 
etc.), and samples of body text set with the font at various sizes such as in the sam-
ples provided. Assemble all of this into a sample document using style sheet. Note: you 
will be able to use this in the future to output a sample of any font just by changing the 
font. Use layout guides and think in terms of “grids.” 

2. Create a study of your own of one typeface that attempt to capture the essence of the 
typeface (like the samples). Do not use Times. 

3. Conduct a study of the typography used in a mainstream magazine. Make a copy of 
half a dozen pages from it where the typography is illustrated the best and attach with 
your printed assignment. Write a 300–500-word essay commenting on the design 
choices. Excluding advertisements, how many typefaces are used, what are they, what 
are the typographic rules (style sheet) of the magazine? How readable is the type? 
Could the design be improved by changing the typography? What is the type size of 
the font used? How much leading is used in the typography? How much spacing is 
applied between text and graphics or between paragraphs and sections? Is the text 
readable/legible? Basically, tell me everything you can about the typography and de-
sign. 

• Do not use boxes in your style sheet. You may, however, use whatever seems appro-
priate in your study. 

 



Michael Lee Kent, Ph.D. Gaylord College of JMC 
        JMC 3433: Public Relations Publications: Typography Activity 

This assignment is intended to make you more aware of how type can be used to convey a 
mood or tone. Additionally, this activity is designed to make you more aware of what type-
faces are considered “great,” and how to use type more effectively.  

This assignment will have three parts 

First, search through magazines, books, or other pieces of literature to find typefaces that 
you feel are expressive of six of the following words: Fear, Hate, Envy, Anger, Satisfaction, 
Joy, Harmony, Conversation, Progress, and Tradition. Cut and past the magazine example 
onto a piece of paper and label each with the word. Do not pick typefaces solely because of 
the words that they spell. Finding the word “Joy” in some typeface and using it will not count 
here. Do not assume that because a typeface has been put to a specific purpose that it is 
necessarily appropriate. Do not pick a green typeface for envy, red for blood, etc. 

Second, For each typeface, describe how this typeface would work in your example because 
of size, color, placement, relationship to other elements, etc. And, for each typeface, give ex-
amples of what other types of publications you might use this typeface in (be specific). 

Third, conduct a study in type of your own. Select one of the classic typefaces from the sam-
ples or provided in the font readings. Include a 250-word description of your study describing 
what you were trying to convey. 

 
 



Michael Lee Kent, Ph.D. Gaylord College of JMC 
JMC 3433: Public Relations Publications: Photoshop Color Activity 

As Krause explains in some detail, colors can be combined in a variety of ways. However, 
color is not randomly selected. Color pallets can come from many places such as a graphic 
used in the page layout, organizational colors, seasonal colors, colors thought to represent or 
express a particular mood, etc. This assignment is designed to help you understand how to 
effectively choose color palettes and create effective designs. 

Requirements  

• Using the newsletter design from earlier in the semester, adapt the masthead to be a 
“newsletter from college,” or “friends of x” newsletter. Add a few design elements: rules, 
shaded boxes, etc. Insert a new photograph. 

• Write some new text (enough to fill the page) explaining the various color pallets, 
which ones work best and why, etc. Create/locate your own examples of each of the 
color concepts that you discuss and integrate the examples whenever possible.  

• Use a 10 pt. font or smaller. 

• Apply the following color palettes to your newsletter: 

• Monochromatic (use different hues of one color, not black) 

• Duotone 

• Complementary  

• Split Complementary  

• Triadic 

• Non complimentary (Discordant) 

• Save each palette version as a PDF and place your work in the drop box as follows: 
Color_LastName_FirstInitial.PDF 



Michael Lee Kent, Ph.D. Gaylord College of JMC 
JMC 3433: Public Relations Publications: Scanning Activity 

Scanning is a fairly common activity for professionals especially when photographs, nega-
tives, or printed documents are the only source available, such as with archived photo-
graphs, or when documents need to be scanned and uploaded for research or professional 
purposes.  

To effectively scan documents you need to understand the difference between screen or tonal 
art, line art, and photographs, as well as understanding how to make decisions about resolu-
tion. 

Requirements  

• Obtain three old family photographs that you are interested in preserving and bring 
them to class. 

• Scan each photograph and save as Tiff files at no les than 300 dpi. Note: a 3x5" color 
photograph saved at 600+ dpi could take up 50,000k. For this class, do not scan the 
pictures at that resolution. 

• Place the pictures into your newsletter from earlier in the semester as a feature story 
and write 300 words about the pictures placing them into some sort of family context. 
Note: keep the tone professional—no contractions, no jargon, no colloquialisms, etc.  

• Save this document as an “optimized” PDF and as a InDesign file and upload the 
document as you have with other documents. 



Michael Lee Kent, Ph.D. Gaylord College of JMC 
JMC 3433: Public Relations Publications: Photoshop Tool and Filters Activity 

As with the tool activity for InDesign that you conducted early in the semester, this activity is 
intended to get you up to speed on Photoshop’s tool pallet. Although all Adobe products have 
similarities, Photoshop, as a graphics-editing tool, has many additional tools not found in 
InDesign or Illustrator such as the “cloning stamp” for copying textures, the “healing brush” 
for eliminating wrinkles, flaws in photographs, etc. and the “magic wand” tool (also in Illus-
trator) that makes selecting complicated objects easier. Additionally, Photoshop has dozens of 
“filters” that are used to create special effects such as blurs, distortions, wind effects, and 
many artistic effects that can mimic painting. 

You will learn about raster or bit-mapped graphics, as opposed to vector graphics. You will 
learn how to execute basic photo edits like removing wrinkles and whitening teeth, how to 
use the “extract tool” to remove unwanted parts of images or move people to different set-
tings, how to use the dodge and burn tools, and several other basic photo corrections. And 
you will learn how to apply typographic effects in Photoshop. 

Requirements  

• Obtain several old family photographs that contain pictures of more than one person, 
scan them, upload them to your class folder and have them ready for class.  

• Review the Photoshop tutorials on Learn.OU.edu and watch the “You Suck at Photo-
shop” series (season one) on: <www.mydamnchannel.com>. 

• Repair the photograph(s) provided making an effort to fix all of the flaws or problems 
that you can identify. Be sure to use as many of the tools as you can, do not use one 
tool for everything. 

• Correct the color, brightness, etc. of the images provided. 

• Using the photos that you scanned, add your image to at least three photographs. 
Then, using the original photographs, remove someone from at least three pictures by 
covering them with an appropriate object or person, “painting” them out, etc. Do not 
crop them out, that is too easy.  

• Write 300–350 words vividly describing the setting of the photographs. Do not use 
Times. Note: this description must only be consistent with the images in the photo-
graphs, not the actual situation. I.e., you are showing me that you understand how 
the images might be used, not what happened on Christmas 1973. 

Save all of the assignments as separate Photoshop (or MS Word) files in a folder named 
“Photoshop” in your drop-box. 

 



Michael Lee Kent, Ph.D. Gaylord College of JMC 
JMC 3433: Public Relations Publications: Adobe Acrobat Activity 

This assignment is intended to get you started with Acrobat. Many people are unaware of 
what acrobat had to offer besides PDF files. Acrobat also has editing tools, form tools, secu-
rity commands that can be used to prevent viewing, opening, or printing files, and a number 
of other features. This assignment will expose you to many of the features of Acrobat so that 
you can see how it might fit into your workflow. 

Requirements 

• Create a demographic information form with check boxes, response fields, and open 
ended questions. 

• Be sure to include complete contact information at the top of this document. 

• Record a one-minute video of yourself explaining how to answer the questions on the 
survey. For class purposes you can do this with a cell phone, digital camera, a com-
puter with a Web camera, etc., or come to my office and use my computer (in real life 
you would want a high quality camera for this rather than a cell phone) Bring both 
files to class on a flash drive or send them to yourself so that you can download them 
in class. 

• In InDesign, place the video near the top of the page. Place your contact information to 
the side of that at the top. Place your survey questions into the remainder of the page. 
Export this as a PDF document and save. 

• Be sure that you set the preferences on the video to play in PDF form. 

• Do not place boxes around anything. 

• Open the document in Acrobat. Run the form field recognizer. Edit the boxes to allow 
for responses. Edit text boxes to allow for wrapping and auto adjusting of text. 

• Create a second PDF file from a text document that you scan into the computer or 
downloaded as a jpg. Run the OCR feature and make the entire document searchable. 
Save this file and combine with the survey into the same PDF document. 

• Use the edit tools to redact your telephone number.  

• Use the security features to prevent copying or printing of the document. Use your last 
name (With capital first letter) to create a password and upload the file to the Drop 
box. 

Although you would not create a survey that included redacted information (you would just 
leave it off), and although you would not typically lock a survey, this activity should give you 
a handle about how to use these features. Especially useful is understanding how to edit 
PDFs, how to combine pages, how to reorganize documents, how to integrate form features 
into documents, etc. 



Michael Lee Kent, Ph.D. Gaylord College of JMC 
JMC 3433: Public Relations Publications: Illustrator Tool Activity 

Illustrator is the program of choice for most professionals when creating artwork, vector-
graphics, and logos. This assignment is intended to get you started using Illustrator. As you 
did with InDesign you will create a document using all of the tools on the toolbar. You will 
also create a series of stylized logos for a group/club on campus that I assign you. (Extra 
credit if they adopt your logo). 

You will learn to use the pen and pencil tools more effectively, as well as how to stylize text in 
Illustrator. You will also learn how to use the symbol painter, paintbrush, and other tools to 
add details and create basic graphics. 

Requirements  

1. Create a 1–2 page tools handout explaining how to use each tool on the toolbar and 
providing an example of its use. See sample. Do not place boxes around anything. Use 
layout guides. Use Grids. 

2. Based on the club or organization that I assign, create a series of logo designs and 
variations.  

• Begin by writing 100–200 words explaining what colors, shapes, images, symbols, 
fonts, etc. might represent the organization you have been given. 

• Next, based on the analysis you conduct, fill a piece of paper with at least a dozen 
hand drawn (or painted) thumbnails sketches or ideas for logos. Show these to a 
few of your friends and based on their feedback and your own aesthetic sense, se-
lect five designs to turn into logos. 

• Next, draw the five logos in illustrator and create at least three different variations 
based on color, font, or other design elements. Include a 50–100 word description 
with each logo explaining your design choices and why they make sense in the con-
text of the organization. 

• Save all of the samples (and descriptions) as separate pages in an Acrobat file (i.e., 
one logo and its variations along with the descriptive paragraph on each page). At-
tach a proper cover page. Upload both the PDF and the Illustrator file to the drop 
box as: Logo_LastName_Initial. PDF (and Logo_LastName_Initial.ai). 



Michael Lee Kent, Ph.D. Gaylord College of JMC 
JMC 3433: Public Relations Publications: Templates/Stationery 

Stationery pads and templates are another common tool used by organizations to streamline 
productivity. Stationery files are documents that are essentially saved in a near-complete 
form and used as templates for writing activities that occur all of the time: news releases, fact 
sheets, fax cover pages, form data, etc.  

In general, there are two primary ways to create a stationery document:  

1. Create the document until it is in the form you want to save and under file/“save as,” 
select “document template” or “stationery document.”  

2. On a Mac, you can also select any file by clicking on it one time and going to file/get 
info (command i); under “general” select “stationery pad”; close the window. Now, 
when you double-click on file or select open, a copy of the file will open and the origi-
nal will remain unchanged. 

Requirements  

• Create two templates in Microsoft Word. One for a memo, and one for a news release. 
Follow the “news release checklist” (Learn.ou). 

• Do not use one of Microsoft’s memo templates. They are all bad. Instead, create your 
own. Consider adding your initials at the top next to your name using a Wacom Tab-
let, or carefully written with a mouse. Practice signing your name until you get it per-
fect and then edit it in Photoshop or Illustrator if you need to. 

• Upload both template files as Template1_LastName_Initial.doc, etc. 



Michael Lee Kent, Ph.D. Gaylord College of JMC 
JMC 3433: Public Relations Publications: Final Activity 

The final assignment is the most distinctively “public relations” assignment of the semester.  

Requirements  

Poster (Create a poster for the organization assigned publicizing an on campus event appropriate 
to the organization. Create two versions: 8.5'x11" and 11"x17" (Note: Be sure to set your docu-
ment size to 11x17" [tabloid] for the poster). Match the color scheme of these documents to the 
colors from the newsletter. Include complete event and organizational information).  
 
Logo (Create three versions of an organizational logos using Illustrator. Include at least three dif-
ferent color variations of the three designs. Integrate the logo into both of the other documents. In-
clude a one-page memo explaining why the logo is appropriate: typography, images, colors, etc. Be 
specific and have support for your “reasons.”)  
 
Newsletter Template (Front and Back covers; Inside pages: Facing and non-facing. Include three 
different color versions and indicate which one you think is best. Include a dozen sample graphics 
appropriate to the organization. Prepare at least one version of the cover and inside pages with 
placeholder text and proper formatting and alignment.) 

Total, 20% 

 

• Submit all documents to me by April 30.  
• Have everything printed in color, proofread, etc. Upload all of the work files to a folder in your 

class folder called “Final Activity.” 
• Include any thumbnails, sketches, etc. with the final documents. 
• Be sure that your newsletter template in InDesign, and you logo is in Illustrator. You may use 

Photoshop, InDesign, or Illustrator for the poster. 
• Be sure these are error free! Proofread carefully. 

 
Possible organizations (LAST SEMESTER) 

1. Cribbage Club ______________________________ 

2. Fantasy War Gaming Club ______________________________ 

3. Students for Freedom (Underground Magazine) ______________________________ 

4. Public Speaking Club ______________________________ 

5. Photoshop Club ______________________________ 

6. Society for Creative Anachronism ______________________________ 

7. Karaoke Club ______________________________ 

8. Student Vintners Club ______________________________ 

9. Motorcycle Club ______________________________ 

10. Inventors Club ______________________________ 

11. Curling Club ______________________________ 

12. Noodling Club ______________________________ 

13. The Left Handed Midget Eskimo Albino Student Union (ala. “Dead Milkmen”) ______________________ 



Get Out of Jail Free 

This coupon entitles the bearer to one of the following 
(check box): 
 
 Eliminate or reduce a late penalty on one written 

assignment (depending upon the severity of the 
infraction). 

 Eliminate or reduce a time penalty on one 
speech/presentation (depending upon the severity 
of the infraction). 

 Rewrite one assignment (not already a 90% or above) 
within one week of it being returned. 

 Make one “deal” with the instructor. 

Request (be Specific)   

  

 This card may not be used to: 

• Change the date or time of an exam. 

• Obtain a makeup exam. 

• Obtain additional absences. 

• Eliminate an attendance penalty. 

• Eliminate a late-to/early-from class penalty. 

• Receive credit for work done in another class. 

 

 
This offer is subject to change without notice. Coupons must be redeemed at the time of use. This offer is non-
transferable and carries no cash value. This offer does not apply to class penalties not listed in this document. The 
professor reserves the right to revoke this coupon at any time. Void where prohibited by law. 
 
 

 
_____________________________ 
Name (print) 
 
_____________________________ 
Signature  
 
_____________________________ 
Date 

 

 




