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Media-Driven
Marketplace

Combine comprehensive coverage
with timely real-world applications
straight from the marketplace.

»» Complete coverage of multimedia applications topics
and activities provide a full year of instruction. Extremely
thorough, each lesson includes activities and multiple
applications covering digital imaging, print publishing, audio
and video production, web publishing, presentations, and
the changing business environment.

» Corporate Capstone provides real-world projects that
integrate concepts learned throughout the course.

» 21st Century Skills Feature covers business topics to
enhance critical thinking and collaboration. Topics
include taking initiative, career planning, communication
and active listening, netiquette, organization and
punctuality, presentation skills, time management,
teamwork, and maintaining ethical standards.

» Career Clusters profile introduces each unit and
demonstrates real-life application of multimedia skills to
be learned.

Digital Media, 4E equips students with the tools and skills to succeed
in today’s digital-rich workplace by teaching them how to effectively
use business-standard software applications to complete projects and
solve real-world problems. The text’s seven units give students hands-on
experience with real-world projects using software from Adobe (Creative
Cloud), Microsoft (Office 2013), and more.
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Taking Initiative
P robably the best way you can advance your career is to take initiative at work. You
should not stand around with nothing to do. If you complete an assignment, go
o your supervisor and request something else to do. Do not wait to be given a new
task—ask for more work and responsibility. Supervisors notice and respond favorably to
employees who do so. One good way to take initiative at work is to find small ways to
improve the way a job is done. Or consider doing a job in a slightly different way. Taking
initiative on the job can be a bit tricky, though. Employers are not necessarily looking
for workers to come in and start “running the show! Taking initiative does not mean
insisting that things be done your way. It means determining what your employer wants
and needs and then doing it the best way possible.

Skills in Action: Think about ways you can take initiative in a classroom. Check with
your instructor and follow through with at least one of them.
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Integrated learning features enhance student
engagement and comprehension.

»» Innovative special features such as History, Think About It, and Impact provide

additional information and ask critical-thinking questions for discussion of ethics and
related topics.
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FBLA or BPA Competitive Events

Website Development

Go to the national website of the organization that you are a member of or that
you have at your school. If you do not have one, choose either FBLA or BPA.
Locate information about an upcoming competitive event for website
development. Review the event guidelines and rating sheets if they are availa-
ble. Plan and sketch a website to submit in the competition. Save your sketch

as Unit5_winning_edge.
» The Winning Edge logo signifies

Resources:
. * Competitive Event Listing | bpa.or
sections of the text that help students i/ ana bpacrg/compete/eventis
prepare fOI’ Com petitlve Events in FBLA, * FBLA Competitive Events: http://www.fbla-pbl.org/docs/ct/

folareferenceguide.asp
DECA, and BPA.

T WSAPSEes

Source: www.bpa.org
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Fna -of-capte features reinforce learning and help
students put chapter concepts into practice.

» Key Concepts provides
a summary of concepts
covered in the chapter
that correlate to chapter
learning outcomes.

» End of chapter includes
Review and Discuss-
questions as well as
applications for hands-on

practice (Apply).

' Review and Discuss

re3_copyright

Academic Connections

Comi
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UNIT 1 PROJECTS

‘dependent Project

» Unit Projects » Explore projects are for reinforcement.
provide integrated
projects to

reinforce the topics
of several chapters

in a unit.

» Academic Connections provide open-
ended activities in communications,
writing, math, science, and social studies to
apply the skills learned in digital media for
core curriculum areas.

The Total Package

Additional digital resources ensure student and instructor success.

Instructor’s Resource CD

The IRCD includes data files, suggested solutions, evaluation rubrics, teaching notes, and more!
ISBN: 978-1-305-66176-9

Cengage Learning Testing, powered by Cognero®, is a flexible, online system that allows you to import,

edit, and manipulate content from the text’s test bank or elsewhere, including your own favorite test questions.
Create multiple test versions in an instant and deliver tests from your LMS, your classroom, or wherever you want.
ISBN: 978-1-305-66180-6

MindTap

MindTap is a personalized teaching experience with relevant assignments that guide students to analyze, apply,

and improve thinking, allowing you to measure skills and outcomes with ease.

® Relevant readings, multimedia, and activities are designed to take students from basic knowledge to analysis
and application.

® Personalized teaching becomes yours through a Learning Path built with key student objectives and your
syllabus in mind. Control what students see and when they see it. ISBN: 978-1-305-66177-6

Digital Media Companion Website
www.cengage.com/swep/digitalmediade
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Preface

To the Teacher

Long ago, educators had certain expectations. We knew what concepts
students had to master to succeed in the career of their choice. We
used textbooks and other resources to reinforce our knowledge.

Then, things changed as computers seemed to take over our lives.
We had to teach new things for which we had no preparation, so we
used books that taught the topics we did not know. The books pro-
vided us with a way to teach skills such as how to open and save a file,
how to change a font, how to insert an image, and how to mail-merge
a series of addresses.

The books we used looked more like cookbooks than textbooks.
One could almost imagine the list of ingredients, followed by the steps,
and then the instructions to bake at 350 degrees for 45 minutes for a
perfect newsletter. The skills our students acquired with these reci-
pes made it possible for them to learn to use a computer and specific
software. We were satisfied that we were meeting the needs of our
students.

Along the way, however, we lost something. We lost the idea that we
should teach concepts and not just skills. We lost this idea because we
were so inundated with the need to learn new and unfamiliar skills that
we had no time to worry about concepts. We did what we had to do.

However, the world has changed again. We now know how to use
several features in various software packages, create tables, use bul-
leted lists effectively, yet we strive to learn more. Our cookbooks are
still useful, but they should no longer be our only instructional choice.

In today’s world, we must teach students a whole new set of con-
cepts. For example, in a business multimedia class, we must address
the qualities of a good digital photograph and not just how to take a
digital photograph. We must discuss what constitutes a professional
PowerPoint design and not just how to add images to a slide show. We
must address issues such as what typography can do for a sales pro-
posal instead of limiting our instruction to ways of changing fonts.

As a result, our task has become even more challenging, yet ex-
citing. Instead of relying on cookbooks alone, we now must choose
books and materials that respond to this new set of needs. As you are
previewing this textbook, look for the concepts. You will notice this
book is not a series of recipes. Instead, it is designed to prepare your
students for changes they will encounter in their careers. With this
book, we can once again begin to feel that we are meeting the needs
of our students.

xii
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To the Student

Digital media is not about learning everything there is to know about
creating graphics, web pages, and PowerPoint presentations. Each of
these tasks alone would be enough to fill at least a semester or year-long
course. This textbook is instead about learning what concepts drive this
field. So, when you enter the world of business, you can understand the
jargon, know what expectations are reasonable, and direct in a knowl-
edgeable manner those who do create complex image management tasks.

The course material consists of the student text and supplementary
materials found on the Instructor Resource CD (IRCD) and product
website (www.cengage.com/swep/digitalmedia4e). Some files will be pro-
vided by your instructor. The textbook is software independent and is
designed to last through many changes of software. The materials avail-
able on the IRCD are software specific, focusing primarily on products
from Microsoft and Adobe.

In the text, you will learn about creating powerful presentations,
scripting languages, and video editing. You will learn what happens
when large graphic files are added to web pages. You will understand
the difference between CMYK and RGB color. You will also fully ex-
plore what features are available in PowerPoint. In addition, you will
develop a keen sense of what is appropriate in a business-oriented
document. All these concepts, as well as many others, are addressed in
the student textbook.

The activities are designed to lead you through a series of tasks
to help you understand and apply the concepts developed in the text-
book. You will build simple rollovers, measure graphic file sizes, and
experiment with CMYK and RGB graphics. You will build web pages
and desktop-published documents. You will explore the options to be
found in PowerPoint. The activities will not replace a text devoted to
a single piece of software. Instead, they will help you become familiar
with the basic functions of a number of software applications and their
potential use in the business world.

If you should decide to pursue a career focusing on one or more
fields related to digital media, you should find that this course will pro-
vide a good foundation. You will have acquired both the concepts and
the skills to make it easier for you to pursue an in-depth study of your
area of interest.

How to Use This Book

There are a number of ways that these materials can be used in a class-
room. One way to is teach a single chapter from the student text, then
have students study one of the relevant software programs using the
supporting documents. If you have only limited software, you might
want to complete all chapters of a given unit and then move on to one
of the software packages that you do have. The end-of-unit projects are
designed to reinforce and integrate everything the student has learned,
therefore, they should be completed after all have been studied.

Preface xiii
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Student Edition

The student text contains a number of features designed to meet your
instructional needs. Each unit opens with a career cluster profile of an
actual person engaged in multimedia work. Each chapter contains clear
objectives. Within each chapter there are a series of lessons broken

up by activities. There are also these special features: CheckPoint for
discussion and critical thinking, 21 Century Skills, the Impact of the
technology, Think About It critical thinking stimuli, and the History of
the technology. Chapters contain callouts of the terms discussed within
the body of the text. Each chapter concludes with Key Concepts, Re-
view and Discuss questions, Apply (use your knowledge to apply skills
activities), Explore (further exploration material to engage students in
critical analysis), and Academic Connections (to tie topics from core
curriculum courses). The end-of-unit projects include an independent
project and a portfolio project that build through the course, and a
Winning Edge activity to help prepare for student organization compet-
itive events.

Resources

In addition to the textbook, the complete instructional program in-
cludes Cognero questions, an IRCD with lesson plans, PowerPoint
presentations, teaching suggestions, printable grading checklists, and
answers to review questions (9781305661769).

There are also available e-book versions of the text. A website
(www.cengage.com/swep/digitalmedia4e) provides additional resources.

Digital Media also offers a MindTap personalized learning course.
As an instructor using MindTap®, you have at your fingertips the right
content and unique set of tools created specifically for your course, in
an interface designed to improve workflow and save time when plan-
ning lessons and course structure. The control to build and personal-
ize your course is all yours, focusing on the most relevant material for
your students. Stay connected and informed in your course through
real-time student tracking that provides the opportunity to adjust the
course as needed based on analytics of interactivity in the course. Find
more information about MindTap at ngl.cengage.com/mindtap.

From the Authors

We are delighted that you are using our book. We have labored long
and hard to make it interesting, complete, and useful. If we succeed in
our goal of introducing students to the delight of digital media, our task
will be complete.

xiv Preface

Copyright 2017 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



About the Authors

Karen May retired in 2013 as Division Chair and Professor for Business
and Information Technology at Blinn College, Bryan, Texas. She has
taught Business Education at the high school and community college
levels for 40 years. Ms. May earned her Bachelor of Business Education
degree from the University of Mary Hardin-Baylor in Belton, Texas. She
also holds a Masters of Adult Education degree and in 2013 returned
to graduate school to earn 12 hours in Information Systems. She has
presented at numerous national, regional, and state conferences and
has written eight curriculum frameworks for Texas high schools. She
was named the National Post Secondary Business Educator of the Year
by NBEA in 2013. Currently, she teaches online for Lonestar College—
Montgomery and New Mexico State University. She also serves as a
master reviewer for Quality Matters in Online Education.

Tena B. Crews is a Professor of Integrated Information Technology at the
University of South Carolina. She also serves as the Director of Online
Learning and Program Chair for the Bachelor of Arts in Interdisciplinary
Studies for the College of Hospitality, Retail and Sport Management. She

is a Quality Matters Peer Reviewer and Master Reviewer. She has taught
for 30 years at various levels of education. She previously taught business
education and computer science courses at the secondary and technical
school levels and served as a Technology Coordinator at the elementary
school level. She earned her Bachelor of Business Education and Masters
of Secondary Education at Ball State University. She holds a doctorate de-
gree in Business Education with a concentration in Management Information
Systems from the University of Georgia. She is also the author of Funda-
mentals of Insurance and Investigating your Career.

Reviewers

Tim Burke

College of Hospitality, Retail and
Sport Management

Production and Design Coordinator

University of South Carolina

Columbia, SC

Doug Cogdell

College of Hospitality, Retail, and
Sport Management

Director of Information Technology
Services

University of South Carolina

Columbia, SC

Sally Irons, M.Ed.
Teacher
Southside School
Niles, MI

Cara Norton

Business Educator
Collins Hill High School
Suwanee, GA

Kenny Norton
Senior Videographer
CNN

Atlanta, GA

Mary Wincapaw-White

Consultant, Career and Technical
Education

Milwaukee Public Schools

Milwaukee, WI

Preface XV

Copyright 2017 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



Features

UNIQUE CHAPTER FEATURES

SELECTED PAGES

7,39,61,87,106, 120, 152,179, 204, 228, 240, 273, 297, 323,
384,409, 426,444, 457,471,503, 513

CA RE E?”
22,45,65,91,109, 136, 158, 182, 208, 232, 256, 281,315, 345,
Academic Connections 370,393,414, 434, 451, 465, 482, 506, 521
S— 1,49, 163, 235, 285, 419, 487
.ﬂ.’?"“"‘" Career Cluster:

7,12,16,19, 34, 38,41, 53, 56, 61, 76, 83, 86, 98, 104, 106,
113,119,123, 132,142,151, 154, 166, 175, 178,193, 199, 203,
217,225,228, 240, 246, 253, 263, 268, 278, 290, 300, 310, 325,
331,335,339, 353,366, 379, 389, 404, 410, 424, 428, 431,437,
443,446, 448, 454, 460, 462, 471, 475, 478, 494, 497, 500, 503,
511,515,518

11,32,52,75,100, 114, 143,167,187, 227, 241, 242, 277, 308,
355,374,396,423,460,472,491,516

InnElsE

4,33,53,71,86,96, 133,155,176, 190, 220, 253, 264, 293,
380,406,427,438, 454, 469, 495, 511

‘ Portfolio

46,160, 233, 283, 416, 484, 522

Think \k

About It™

17,29, 54, 84,102,123, 144,166, 176,192, 211, 246, 267, 296,
322,348,377,403,431,446,462, 475,499,518

48,161,234, 283,417,485, 523

xvi Features

Copyright 2017 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.




Creations/Shutters

Reproduced by permission.

Copyright 2017 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.

N

£33 5 Ws, A/V Technology
A ) 3 & Communications|
g &

Interview with Laura, Production Editor
at eMusic.com

Describe your average day. On most days, | edit
music reviews and features, do lots of HTML coding,
and post editorial content on the eMusic website. | also
write reviews of albums and concerts and sometimes
interview musicians. | work with the rest of the edito-
rial team to plan upcoming features. | build marketing
newsletters and use Twitter to promote features and
communicate with our members.

What is the worst part of your job? In a nutshell,
the music industry can be extremely complicated! What
| can write about at eMusic is limited by what music we
are selling, which isn't all music on every record label.

What is the best part of your job? | get to listen to
and talk about music all day, so I'm constantly learning
about new and old artists. | can write about and pro-
mote bands and musicians | care about, and it directly
translates into them selling records and making money.

Employment Outlook In general, average employ-
ment growth is expected for writers and editors in the
near future, with high competition for jobs, according to
the U.S. Bureau of Labor Statistics. However, writers and
editors who are knowledgeable about and comfortable
working with electronic and digital media tools will have
an advantage in the marketplace.

Getting Started with
Digital Media

Ethical and Legal Issues

Career Cluster: Web Content Provider

Skills and Qualifications A bachelor’s degree or
higher in an area such as journalism, communications,

or English is sometimes preferred for writing and editing
jobs, but good writers from any background can qualify
for many positions. Creativity, self-motivation, and a strong
sense of ethics in deciding what to publish are important
personal attributes for writers and editors. A familiarity with
electronic publishing, graphics, Web design, multimedia
production, and social networking tools increases employ-
ability and is a must to work at a Web-based business.

Job Titles writer, editor, Web content provider,
production editor

What About You? You may not have thought of
writing as a digital media career, but with the increase
in Internet-based businesses, the demand for content
providers who are familiar with digital media tools has
jumped. Use the Internet to find job postings for Web
content writers and editors. Research writing and simi-
lar careers using the Occupational Outlook Handbook
published by the U.S. Bureau of Labor Statistics and
available at http://www.bls.gov/ooh/.

e What job qualifications are employers looking for?

e What are the most common technical skills and com-
puter programs mentioned?

e How can you best prepare yourself for a career as a
Web content provider?



Getting Started
with Digital Media

Lesson 1.1 Learning the Keys

to Success Learning Outcomes
Lesson 1.2 Reviewing the Computer P 1.1 List the characteristics needed
. System and File to become a skilled digital master.
g Management P 1.2 Identify how to name and save
£ a file.
7 Lesson 1.3 Maintaining Digital Safety
£ P 1.3 Explain how to ensure digital
8 Lesson 1.4 Practicing Workplace Safety security.
» 1.4 Practice the techniques for
Welcome to the exciting world of good keyboarding.
digital media or, as it is sometimes Key Terms
called, multimedia. Digital media is  adware « phishing
about communicating electronically, * Cyber predator  « repetitive
; ; « digital media stress injury
but it also includes an element of , kit
 encryption SO
creativity. The Digital Media Alliance « ergonomics  server
of Florida (DMAF) perhaps says it best * hacker S RERE
‘ ' o ‘ . - ellosse engineering
when it defines digital media as “the et . spyware
creative convergence of digital arts, S i « Trojan horse
science, technology and business for convention VIS

: : g o online backup * worm
human expression, communication,

social interaction and education.”
This text will help you learn how to
use digital media tools to communicate

creatively.
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Learning the Keys to Success

To be successful in the field of digital media requires that you do more
than just get a degree. You must be prepared to learn continuously as
well as to bring basic work skills to all that you do. Begin by commit-
ting yourself to success.

Commitment Lo 1.1

Each year brings interesting changes and surprising additions to the
world of digital media. The software you learn today will undoubt-
edly change dramatically within a few years, requiring you to update
your skills and knowledge. In this class, you will learn about current
software, but you will also learn how to learn. Education is an ongoing
process in every field. In digital media, it is an essential skill if you are
to remain productive in the field.

Learning new software and computer skills requires the following

commitments from you:

Be flexible. In this class, being flexible might mean that you
accept that there may not be an exact solution to every assignment.

Keep an open mind. Be willing to accept new ideas. For exam-
ple, you may have always thought that the subject of every photo-
graph should be in the center of the image. Be open to looking at
images in a new way. Or, you may have thought that good software
comes only from huge corporations. Become aware of the open
source movement. Being closed minded makes it easy to get stuck
in a digital rut. Work to avoid that.

Use initiative. Using initiative in class can mean exploring pos-
sibilities other than just those given in a list of instructions. It might
mean taking a project beyond just that assigned in the text. Learn
to explore all the possibilities.

Listen and read attentively. Listening to your instructor and read-
ing the text carefully smooths the path to learning. Reading more
than just the text and listening to those with expertise in the field
of digital media opens your mind and turns you into an accom-
plished learner.

Seek to acquire new knowledge and skills. Make a promise to
yourself that you will continually seek new knowledge beyond that
which is assigned to you. Be an active, engaged learner. Avoid the
temptation to say you are finished learning. There is no “finished”
in the world of digital media. Keeping current with industry soft-
ware requires you to know how to learn. You will be seeking new
knowledge on a daily basis.

If you keep these five statements in mind at all times, you will

become, and remain, a skilled master of digital media technology.

digital media—Any com-
bination of audio, video,
images, and text used to
convey a message through
technology.

iStockphoto.com/Perkus

Figure 1.1 Listening
attentively will allow you to
become an accomplished
learner as well as successful in
your future career.
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Software Updates

Eighteen months is about the length of time a version of a software package remains
current. The impact of this timeline on digital media experts is that they must be

constantly learning new software to maintain their skills. As soon as you have mastered

one version, a new one is on the horizon. Avoid the trap of getting too comfortable

with today’s technology. Anticipate these changes. Be at the forefront instead of the

back by paying attention to changes ahead of you.

One way to stay current is to participate in beta trials, which are tests of new versions
before their final release. Beta trials let you learn about the changes before they reach
most consumers. They also allow you to participate in the process by making sugges-
tions for changes and reporting problems.

Certifications Lo 1.1

One of the ways to demonstrate your skills to potential employers is

to acquire certification from a secondary or post-secondary school or
through a provider such as Adobe® or Microsoft. Certification programs
provide in-depth training within particular areas and then offer testing—
the passing of which demonstrates your proficiency. While such
programs cannot ensure employability, they do give you credentials
that are quite valuable. Tt is one way for potential employers to know
exactly what skills you possess.

Just as with other educational programs, the cost incurred depends
upon the school or the certification program. But do not let cost deter
you from obtaining the required certification. You should expect to
invest in certification for yourself just as you would with a two- or four-
year degree program. Note also that, just as with a four-year program, if
you are enrolled in a community college, you may be eligible for grants
and other financial assistance.

Digital media certifications generally fall into three categories: Web,
print, and video. Graphics, animation, and 3D fall under these group-
ings. Colleges, universities, your local community and technical col-
leges, as well as online colleges can be a good place to get the training
required for certification. These institutions set up a curriculum with a
series of required courses you must take in order to receive a certifi-
cate. Certificates are generally broadly defined. For example, you may
earn a certificate in Multimedia Studies.

Adobe certifications, called ACA (Adobe Certified Associate)
and ACE (Adobe Certified Expert) certifications, are available online.
The ACA credential certifies that you have the entry-level skills to plan,
design, build, and maintain effective communications using different
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forms of digital media. The ACE certifies that you have expert-level
skills in the same areas. Adobe provides study materials as part of the
testing process, but you must have the motivation to complete them
on your own. Each ACE test is for a specific Adobe application, such
as Adobe Dreamweaver® or Adobe Photoshop®. You can demonstrate
proficiency for a single product to receive a specialist certificate or
combine a series of products for master certification. Listed below are
the different ACE master certification levels. Notice that the ability to
use both Adobe Tllustrator® and Adobe Photoshop are required for all
three plans. This is because the ability to manage graphical images, as
is done with these programs, is the foundation for working in all digital
media.

Al CERTIFIED EXPERT
8 Photoshop®

Adobe Systems Inc

Figure 1.2 The ACE logo on your résumé is proof that you have the
skills for which employers are looking.

Design Master
e Adobe Acrobat® Professional
e Adobe InDesign®
¢ Adobe Illustrator
* Adobe Photoshop
Web Master
* Adobe Acrobat Professional
* Adobe Dreamweaver
* Adobe Flash® Professional
* Adobe Illustrator
* Adobe Photoshop
Video Master
* Adobe AfterEffects®
* Adobe Flash Professional
* Adobe Illustrator
¢ Adobe Photoshop
¢ Adobe Premiere® Pro

Some schools use ACE exams as their final testing products. It is
also possible that your school is a testing center for the ACA exam.
Check with your instructor for more information on any certifications
offered.
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Work Skills for Multimedia Careers Lo 1.1

Beyond becoming skilled in the use of software and hardware, it
is important to keep in mind other behaviors that contribute to
your ability to acquire a job and grow in the field of your choice,
whether it is in digital media or some other profession. These are
the same behaviors that ensure success in school. They include the
following:

* Good attendance. No matter how skilled you are, if you are not
at school or at work, you cannot use those skills. Being absent has
hindered the success of more students than poor ability.

° Promptness. Sliding into work or class late puts you behind
before you can begin. Be on time. Plan ahead so no event can pre-
vent you from being on time.

* Proper attire. Communication comes in many forms. Words are
not the only way to send a message. What you wear can say more
about your attitude and respect than you might expect. Choose
your clothing so it says that you are a committed employee or stu-
dent. Wear the clothing that fits the task. Revealing blouses, torn
jeans, and sloppy shoes say that you do not consider your work to
be important.

* Clean and safe work environment. Some jobs require you to
keep your work area clean and safe, which usually includes keep-
ing your work space clear of trash. In a digital world, a safe envi-
ronment is one in which networks are not compromised by viruses
and personal identities are not lost through careless passwords. A

Media Bakery13/Shutterstock.com

Figure 1.3 The clothing clean digital world includes maintaining good file structures and
you choose communicates updated software. Regardless of your job, safety and cleanliness are
a lot about your attitude essential.

toward yourself, others,

and your work. ° Appropriate voice. In some work environments, such as those

that require employees to use the telephone or to talk to customers,
appropriate voice means avoiding harsh words and inappropriate
language. Electronic language has the same restrictions. Emails and
text messages written in anger or carelessly can end the career of
even the most talented. Electronic content that includes inappropri-
ate language or topics can be just as damaging. In a world of digital
social networks, that means monitoring all content to ensure that
your voice is always appropriate.

¢ Pride. No matter what task you are assigned in school or at work,
always perform it in such a way that you can feel pride in your
accomplishment. That means caring about the most minor detail
as well as the larger components. In digital media, for example,
that pride shows when you crop an image carefully to remove the
slightest imperfection. It shows when you verify the spelling of a
simple one-line caption. It shows when you assign descriptions to
Web images for use by the visually impaired. Pride means you care
that your work is good. Pride shows.
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Taking Initiative
Probably the best way you can advance your career is to take initiative at work. You
should not stand around with nothing to do. If you complete an assignment, go
to your supervisor and request something else to do. Do not wait to be given a new
task—ask for more work and responsibility. Supervisors notice and respond favorably to
employees who do so. One good way to take initiative at work is to find small ways to
improve the way a job is done. Or consider doing a job in a slightly different way. Taking
initiative on the job can be a bit tricky, though. Employers are not necessarily looking
for workers to come in and start “running the show.” Taking initiative does not mean
insisting that things be done your way. It means determining what your employer wants
and needs and then doing it the best way possible.

Skills in Action: Think about ways you can take initiative in a classroom. Check with
your instructor and follow through with at least one of them.

What are the keys to success in digital media?

ACTIVITY 1.1 | Creating a “Commitment to
Learning” Presentation

1. Using presentation software such as Microsoft PowerPoint, create
a slide show with Commitment to Learning as the title and your
name as the subtitle.

2. Create a slide for each of the five commitments to learning dis-
cussed in this lesson. For example, the first slide will have the title
Be Flexible.

3. On each slide, add a bulleted list of three to five brief statements
expanding on the commitment in the title. You may want to do
some research to create the best statement on what this commit-
ment means or how it can best be accomplished.

4. Save the presentation as 1I_Activityl_commitment.

Reviewing the Computer System

and File Management

Before moving on to the study of multimedia software, it is necessary to
make sure you have a clear understanding of basic file management. While
much of this material will be a review, it is easy for details, such as naming
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conventions, to have been omitted from your previous instruction. This les-
son makes sure that these gaps, wherever they might be, are filled in.

Managing Files Lo 1.2

Managing digital media files is an essential part of creating a good work
environment. Digital media projects often include multiple components
as part of the final product. These may include image, text, audio, and
video files. All must be saved in such a way and in such a place that
anyone involved in the project can find the most current versions. Hor-
ror tales abound of products that appear finished until someone discov-
ers that a wrong version of one of the component files has been used.

Naming Files

The first step in managing files is deciding on a naming practice, or
naming convention—A set naming convention. It is easy to assign a filename quickly, without much
of rules used in the naming thought. However, that often means you cannot find the document in
of files and folders. a maze of files when you look for it later. Choose a name that clearly

identifies the contents of the file. If files are to be shared, the author’s

name or initials and some numbering method should be used to make
sure that correct versions are apparent.

If a filename includes more than a single word, one of two formats
is generally used to connect the words. One method links words with
an underscore, as in Book_revision.doc. The other format links multiple
words using upper and lower case, as in BookRevision.doc. While you
can separate words with spaces in standard filenames, empty spaces
are discouraged because they can lead to problems down the road.
Avoiding blank spaces in filenames is especially important for files used
in a web page because the linking process replaces empty spaces with
“%20,” making the URL address appear confusing when it is cited or
referenced. There are other characters that should also be avoided in
file or directory names as shown in Table 1.1.

Table 1.1 Characters to avoid in file and
directory names.

SYMBOLS

- % & ?
S ! @ {or}
<or> ‘or” +or=
| /or\

Saving Files

The second consideration in managing files is making sure you have
saved your file to the correct location. There should be a designated
place to save project files, and everyone on a project team must
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know where that is. Network locations or shared Internet locations
are often used to allow everyone access to the same material. Make
sure you know where the shared folder is located. If you are respon-
sible for creating folders, make sure they are clearly identifiable.
Develop the habit of saving files into folders so that similar documents
or files that are all associated with the same project are gathered
together.

Many programs, such as Adobe Photoshop, offer several file type
options such as .jpg or .psd when you save a file. Make sure that you
know what file type should be selected for your project. You will
learn more about image file type choices in Chapter 3, but this is not
just an image issue. It also applies to word processing, spreadsheet,
and database files. In some programs, such as Microsoft Word, you
can choose to save as a certain file type based on software version
compatibility. For example, if you need to share a file with someone
who does not have the most current version of the software you are
using, you must be sure to save in a format that is readable in the ear-
lier version.

Choosing Storage

A computer hard drive is the internal storage space for files on

your computer. While a computer’s hard drive is installed inside the
machine, it is also possible to have external hard drives that are used
to expand storage space. The size of hard drives has increased dramati-
cally over the last few years even as the prices have dropped. In the
past, a hard drive of 500 gigabytes (GB), or “gigs,” would have been
considered large. Today, drives are often measured in terabytes (TB).
The next generation of drives will be measured in petabytes (PB). See
Table 1.2 for descriptions of storage sizes. As the size of these drives
increases and the cost drops, it becomes easy to ignore the size of files
you store on your hard drive. However, video and audio files are so
large that they can consume the space of even very large hard drives. It
is important to pay attention to file sizes and understand what demands
they are making on your system.

Table 1.2 A summary of storage descriptions.

kilobyte 1000 (or 1024) bytes

megabyte 1000 (or 1024) kilobytes

gigabyte 1000 (or 1024) megabytes

terabyte 1000 (or 1024) gigabytes

petabyte 1000 (or 1024) terabytes

L . . . server—A computer
Organizations often store files on dedicated servers. A server is one designed to store files from

or more large hard drives stored in a location separate from the desktop multiple computers.
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computers used by employees. (For safety and security, this location

is often a physically different address.) This hardware “serves” one or
more computers on a network. Just as with a personal computer, you
must be aware of the size of the digital media files you are storing on a
server. While their storage capability is far greater than your computer’s
hard drive, it is not unlimited.

Another means of storage can be a writeable CD or DVD. CDs can
store about 700 MB while DVDs can store 4 to 15 GB, depending upon
the method of recording. CDs and DVDs are useful as a means of
archiving files that you want to store for retrieval on a later date. They
are also used to share files with someone who does not have access
to your computer or network. Because of their much larger capacity,
DVDs are often used to store digital media files. While the disks appear
to be permanent, the length of time you can trust the reliability of
the data stored on them is a subject of discussion. Some reports have
shown that the plastic used to create the disks begins to break down
in as little as five years. Some of the reliability issues are based on the
manufacturing process used. If you are archiving files that need to be
stored for long periods of time, investigate different brands before you
choose which one to use.

Susan Lake

Figure 1.4 The flash drive has had many names since it was intro-
duced. Originally it was known as a thumb or key chain drive, but as users
became more familiar with the concept, the term flash drive became
more widely used.

Flash drives (also called thumb drives or USB drives) are not hard
drives. Instead of a spinning platter on which data is stored, these small
devices store information electronically on a circuit board. This means
there are no moving parts to break. They are attached to a computer
through the USB port, making them easy to use as a means of trans-
ferring data from one machine to another. Flash drives come in many
sizes from a few hundred MBs to several GBs.

Chapter 1 >>> Getting Started with Digital Media
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Storage Methods

he history of the personal computer (as compared to mainframe or business com-

puters) can be tracked according to the different storage methods used at each
point along the timeline. Early computers had no hard drives. All the data was originally
stored on tape cassettes, but soon moved to “floppy” disks (so named because they
were bendable). These disks had a paper covering and were 5.25 inches square. In time
they were replaced with 3.5-inch floppy disks with a hard plastic covering. Each year
brought changes in the storage capacity of these disks. Eventually a larger hard plastic
"zip" disk with 10 times the storage came on the market, although floppy disks remained
the primary means of transferring data.

During the time in which floppy disks of various sizes were being used, hard drives
or hard disks were added to computers, dramatically increasing their storage ability.

CD-ROM (compact disks—read only memory) drives, which originally could only
read information, were added to computers. In time these disks became writeable.

Disk storage has always served two purposes: to provide information to a computer
and to store the information for archival or transfer purposes. The need to physically
transfer files has nearly disappeared with the use of networks and email to send docu-
ments. Floppy disks have become obsolete, replaced by CDs and DVDs. We may see
even these disappear as flash drives become larger and cheaper. And many people
now store a great deal of information in the “cloud’—a network of servers that you can
access from any location with an Internet connection. It will be interesting to see what
the next point will be on the history timeline.

Granata1111/Dreamstime.com

Making Backups Lo 1.2

Digital media files represent hours of work. Losing this work through
a hardware failure or virus attack is a concern to every designer. Back-
ups can be made to hardware such as a flash drive or another hard
drive. Backing up over a network means that the information is stored
on another computer within the network. A third option is an online online backup—A means of
backup. With this process, files are transferred over the Internet to a backing up or storing data
computer in a distant location. All three of these methods may be used Using the Iternet,
to ensure that files are not lost. Whatever method you choose, backing
up or saving your work is another means of maintaining a good work-
ing environment.
Some organizations have systems in place that automatically back
up files at a set interval. Others require you to save only when you
believe it is appropriate. Whenever you are working on a project,
whether for yourself or someone else, it is important to consider back-
ups. Make sure you have a plan in place. Short-term, more frequent
backups can be made to removable media such as a flash drive. Long-
term backups may be sent to an online server.
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