
Professional Document Setup

5 points

Page Setup

 10 points

2 pts for each margin
2 points for column guides 

Section Start

 5 points

Automatic Page Numbering

5 points

  Paragraph Styles

  30 points

3pts ea create  5 styles, 5pts 

named all styles, 5 pts assigned 

all styles, 5 pts no red + s

Text Frames and Color

5 points

all or nothing

Character Style

10 points

4pts style; 6 pts assign style

 OStudent attempts to 
demonstrates professional 
technical techniques setting 
up a 4-page document with 
vertical, facing 8.5x11” pages 
including standard .125” 
bleeds. May have two or  
three errors. 
 

 OAttempted to set up master 
page with .75” top margin, 
1” bottom margin, 2” outside 
margins and .5” inside margins 
with a 2 column format with 
.2” gutters between columns. 
Two or three errors. 
 

 OThe two page spread is located 
side-by-side in the pages 
panel, but the section start 
technique was used incorrectly 
or was not used.  
 

 O  Attempted but does not 
demonstrate setting up 
automatic page numbering 
correctly. May place pages 
numbers locally on page 
instead of on master page. May 
have page numbers incorrectly 
aligned Did not add “| footer”  
text next to page numbers.  

 OAttempted to create, name 
and/or assign all 5 paragraph 
styles. Multiple errors, may 
include red + signs indicating 
unnecessary local changes.  
 

 OAttempted to create and 
apply the specified character 
style to some instances of Ms. 
Sherman’s name, but not all. 
May have incorrectly set up 
character style.  

 OHeadline & Opening Paragraph 
specifications attempted. 
Opening paragraph may 
incorrectly be in two separate 
frames or have sizing errors. 
May have other errors. 

 OStudent demonstrates effective 
technical techniques setting 
up a 4-page document with 
vertical, facing 8.5x11” pages 
including standard .125” 
bleeds. May have one error. 
 
 
 

 OMaster page spread set up with 
.75” top margin, 1” bottom 
margin, 2” outside margins 
and .5” inside margins with a 2 
column format with .2” gutters 
between columns. One error. 
 
 

 OEffectively sets up a section 
start to format the two spreads 
side-by-side using the pages 
panel. May have one error. 
 
 

 OAutomatic page numbering is 
effectively demonstrated. May 
have one error. 
 
 
 
 
 
 

 OEffectively created, named and 
assigned 5 paragraph styles. 
May have one or two errors. No 
red + signs indicating hidden 
copy. 
 

 OEffectively created and applied 
the specified character style 
to almost all instances of Ms. 
Sherman’s name, missed one.  
 
 

 OHeadline & Opening Paragraph 
in Franklin Gothic, matching 
size in layout. Opening 
paragraph in a single colored 
text frame. May have one error. 
 

 OStudent demonstrates mastery 
of professional technical 
techniques setting up a 4-page 
document with vertical, facing 
8.5x11” pages including 
standard .125” bleeds. 
 
 
 

 OMaster page spread set up 
perfectly with .75” top margin, 
1” bottom margin, 2” outside 
margins and .5” inside margins 
with a 2 column format with 
.2” gutters between columns. 
 
 

 ODemonstrated mastery in 
setting up a section start to 
format the two spreads side-
by-side using the pages panel. 
 
 

 ODemonstrated mastery setting 
up automatic page numbering 
on the Master Page. Page 
numbers are correctly aligned 
.5” from the outside edge. 
Added “| footer” text next to 
page numbers. 
 
 

 ODemonstrated mastery of 
creating and using  paragraph 
styles. No errors. 
 
 
 

 OCreated and applied the 
specified character style to all 
instances of Ms. Sherman’s 
name in article.  
 
 

 OHeadline & Opening Paragraph 
follow specifications precisely 
and are created accurately. 
 

Insufficient Attempted Effective Superior
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 OStudent does not demonstrate 
professional technical 
techniques in setting up a 
4-page document with vertical, 
facing 8.5x11” pages including 
standard .125” bleeds.  
May have more than 3 errors. 
 
 

 OMaster page spread set up 
incorrectly with .75” top 
margin, 1” bottom margin, 
2” outside margins and .5” 
inside margins with a 2 
column format with .2” gutters 
between columns. More than 
three errors. 

 ODid not set up facing pages.  
 
 
 
 
 

 ONo page numbers. 
 
 
 
 
 
 
 
 

 ODid not create, name and/or 
assign paragraph styles. 
 
 
 
  

 ODid not create and/or apply 
the specified character style to 
all instances of Ms. Sherman’s 
name in article.  
 
 

 OHeadline & Opening Paragraph 
text frames do not follow 
specifications and/or are 
incorrectly set up. Multiple 
errors.  

continued on back



Insufficient Attempted Effective Superior

 OAttempted to modify both 
.psd files and recolor them 
as specified in InDesign. 
May not have colorized page 
background as specified.  
Two or three errors. 
 

 ODrew the flourish in Illustrator 
using the supplied template. 
Considered symmetry, creating 
a single shape, layer and/or 
swatch management. May 
have two errors. 
 
 

 ODid not correctly place one 
of the ad images, or save in 
correct file format or set the 
web address incorrectly.  
 

 ODetails needed more attention: 
First line indent format, did not 
use correct dashes, copyfitting 
insufficient, no dingbat at end 
of article, runts (or orphans or 
widows). 
 

 OAttempted to package the 
document and /or attempted 
to make both a high resolution 
pdf with printer’s marks and 
a low resolution pdf without 
marks; both in spreads, but 
may be done incorrectly. 

 OAttempted to manage project 
but not all files were placed in 
the folder or the folder may not 
have been left on the desktop. 
Document may not have been 
printed in color or may not be 
scaled to fit on tabloid paper. 
May have two errors. 

 OModified both .psd files and 
recolored them as specified 
in InDesign. Colorized page 
background as specified.  
One error.  
 
 

 OAccurately drew the flourish in 
Illustrator using the supplied 
template. Demonstrated 
symmetry, creating a single 
shape, layer and swatch 
management, but may have 
one error. 
 

 OSuccessfully placed the ad 
images, used correct file 
format. Set the web address 
perfectly using the correct 
typeface. May have one error. 

 ODetails are well done: First line 
indent format, used correct 
dashes, copyfitting sufficient, 
no dingbat at end of article, 
runts (or orphans or widows). 
 
 

 OPackaged the document 
correctly and made both a high 
resolution pdf with printer’s 
marks and a low resolution pdf 
without marks; both in spreads. 
May have one error. 
 

 OManaged project well: all 
files were placed in a folder 
that was left on the desktop. 
Document was printed in color 
with printer’s marks scaled to 
fit on tabloid paper. May be 
missing one file or have not 
scaled or not included marks. 
May have one error.

 OCorrectly modified both .psd 
files and recolored them 
exactly as specified in InDesign. 
Colorized page background as 
specified. Correctly sized and  
placed images in layout. 
 

 OPrecisely and accurately drew 
the flourish in Illustrator using 
the supplied template. Mastery 
is evident in symmetry, 
creating a single shape, layer 
and swatch management. 
 
 

 OSuccessfully and accurately 
placed the ad images and used 
correct file format. Set the web 
address perfectly using the 
correct typeface. 

 ODetails are perfect: First line 
indent format, used correct 
dashes, copyfitting good, 
dingbat at end of article, no 
runts (or orphans or widows). 
 
 

 OSuccessfully packaged the 
document and made both 
a high resolution pdf with 
printer’s marks and a low 
resolution pdf without marks; 
both in spreads.  
 

 OManaged project perfectly: 
all files were placed in a 
correctly named folder that 
was left on the desktop. Printed 
the document in color with 
printer’s marks scaled to fit on 
tabloid paper.

Points ______  Percentage_____

 ODid not modify the .psd 
files and/or recolor them as 
specified in InDesign. Did not 
colorize page background 
correctly. Four or more errors. 
Did not correctly size and place 
images in layout. 

 OAttempted to draw the flourish 
in Illustrator using the supplied 
template. May not have 
considered symmetry, creating 
a single shape, layer and/color 
swatch management. Three or 
more errors. 
 

 ODid not place ad images, saved 
incorrect file format, and/or set 
the web address incorrectly. 
 
 

 ODid not pay attention to details: 
No first line indent format, 
did not use correct dashes, 
copyfitting insufficient, no 
dingbat at end of article, runts 
(or orphans or widows). 
 

 ODoes not correctly package file 
or create correct .pdf files. Files 
missing or specifications not 
demonstrated. Location of files 
is incorrect. 
 
 

 O Insufficient project 
management. Files may 
be missing or incorrectly 
organized. May not be scaled 
to fit on tabloid paper. Multiple 
errors.

Ads & Web Address

10 pts

4 pts for ads, 4 pts for file 

format, 2 pts correct font

Details

10 pts

2 pts 1st line indent 

2 pts correct dashes 

2 pts copyfitting, 2 pts 

dingbat, 2 pts runts

Packaging and pdfs

15 pts

5 pts package; 

5 pts for low & high res pdf

5 pts for printer’s marks on pdfs

Project Management

10 pts

5pts folder as specified; 

5 pts correct print out

Notes for student:

Illustration

  20 points

10pts symmetry; 4 pts single 

shape; 3 pts layer mgmt, 

3 pts swatch mgmt

Photo Images

20 points

3 pts each colorize 

3 pts each correct file formats 

4 pts each place and sizes


