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Course Overview 

Meeting Time MWF 
10-11:50 AM   

Office Hours Wed: 12:45-1:45 PM 
Thurs:12-1 PM 
or by appointment 

Room AJ 312 Office AT 185C 

Instructor Cara Bow (she/her)  Credits 3 

Email  cara.bow@bsu.edu 
 
Course Description 
Introduction to the essential tools and techniques shaping contemporary graphic design. Students will 
delve into foundational design principles, explore vector and raster graphics, and learn layout-based 
design approaches using industry-standard software. Open only to Graphic Design, Graphic Design 
Studies, and Graphic Communications Management majors, or by permission of the instructor.   
 
Course Rationale 
This course is designed as an introduction to the appropriate use of technology to create graphic 
designs. Students will examine critical ideas, design processes, theories, creative methods, and design 
history necessary to become a proficient graphic designer. This course also promotes technological 
literacy and enables students to acquire knowledge related to the use of technology. Students 
demonstrate critical thinking and reflection when solving design problems.  

 
Course Objectives  
Upon successful completion of this course, students will be able to:   

• Understand key elements, terms, and theories related to graphic design.   
• Apply theoretical and practical understanding of graphic design thinking as well as the basic 

elements of typography, visual form, composition, and critical theory to the creation of design 
projects.   

• Utilize a grid system for organized and balanced layouts.   
• Demonstrate a basic proficiency with Adobe Photoshop, InDesign, Illustrator, Acrobat Pro, & 

Bridge.   
• Demonstrate enhanced technological literacy through the effective use of design and 

technology to creatively develop individual graphic designs and solutions.   
 
Course Content  
Content may include 

• Computer File Basics  



• Color Profiles   
• Vector vs. Raster   
• Design Process   
• Design Principles/Theory  
• The Grid  
• Desktop Publishing   
• Photoshop  
• Typography Basics   
• Using Imagery   
• Symbols/Form  
• Poster Design  
• Page Layout   
• Utilizing AI in Graphic Design  

  
Projects may include:   
• Poster Design  
• Magazine Spread   

 
 

Course Modality/Structure 

This course uses a studio format, meeting three 1-hour 50-minute sessions per week. This course will 
be taught in the following methods:  

• Lectures, videos, and PowerPoint presentations   
• Technical instruction and demonstrations   
• Class discussions and critiques  
• Frequent one-on-one communication between student and teacher during studio work time   

 
Course Time Commitment   
It is expected that students will spend approximately 1 hour of independent work time outside of class 
for every one credit hour. Since this is a 3-credit course, you should expect to devote an average of 3 
hours to your coursework outside of class each week.  

 

Course Materials 

Required Text    
Steal Like an Artist by Austin Kleon 
 
Course Materials    
Required:  

• Computer with Adobe Creative Cloud  
• Regular and card stock printing paper (as needed)   
• Printing costs (as needed)  
• Camera – anything able to capture digital images, including phones   

https://www.amazon.com/Steal-Like-Artist-Things-Creative/dp/0761169253


  
Suggested:  
• External hard drive/USB Flash Drive (Mac or multi platformed)   
• Sketchbook   
• Mouse/Digital Drawing Tablet  

 
Course Fee 
None 
 
Course Software 
This course requires all students to have Adobe Creative Cloud. All current Ball State students may 
acquire a free license here. This should be downloaded as soon as possible at the start of the semester. 
If you have trouble downloading Adobe Creative Cloud, please reach out to me as soon as possible.  
 

Course Assignments & Assessments 

The Value of Your Work  
As an artist/designer/creative, you help to determine the worth of your work and to cultivate respect for 
the work that you create. You should take care of your work, the execution, craftsmanship and 
maintenance of your work reflect you. Maintaining a portfolio (physical/digital) is an important aspect of 
your development and education.  
 
Guidelines for Grading  

Grades are determined by quality of work, progress, effort, participation, and attendance. Specific 
criteria will be handed out with individual assignments.   

• Grading opportunities for this course are comprised of class projects, exercises, assignments, 
and class participation/critiques.   

• Projects must be completed and ready to present before class starts on the day of critique.   
• Late submissions will be penalized 1 letter grade per day that it is late. Late work may only be 

turned in for three days after the due date.   
• All projects, with no exception, will be presented to the class for a critique.   
• Students who miss deadlines due to valid, extenuating circumstances may be able 

to submit the required work at a date agreed upon with the instructor. Students MUST contact 
their instructor to discuss modifying the deadline a MINIMUM of 24 hours prior to the original 
deadline.   

• Class participation/professionalism (active listening, constructive criticism, and use of key 
terms, ability to meet deadlines) will be considered in your final grade.   

 

Component   Expectations Points  

Assignments (4)  Complete assignments as requested, 
demonstrating an understanding of key 
concepts, and submitting work on time.      

100, 70, 60, 
& 70 

https://bsu.service-now.com/helpdesk?id=sc_cat_item&sys_id=f6d29df33b642e103548868c24e45ab1


Exercises (3)   Complete exercises as requested, 
demonstrating an understanding of key 
concepts, and submitting work on time.      

10, 20, & 20 

Projects (3)  Demonstrate a strong understanding of 
key concepts, produce high-quality work, 
effectively communicate your process, 
and complete projects on time.  

600 (200 
points each)   

Participation/Professionalism  Show up to class on time and prepared. 
Communicate absences and tardiness. 
Engage in lectures, discussions, and 
activities. 

50 

TOTAL    1000  

 
Grading Scale 
Accumulated point totals for the course will be assigned a letter grade based on Ball State University’s 
following grading scale: 
 
A = 100-94%  A- = 93-90%   B+ = 89-87%  B = 86-84% 
B- = 83-80%  C+ = 79-77%  C = 76-74%  C- = 73-70% 
D+ = 69-67%  D = 66-64%   D- = 63-60%  F = 59% or below 

 
 

Policies & Procedures 

University Statement  
We are committed to ensuring that all members of the community are welcome, through valuing the 
various experiences and worldviews represented at Ball State and among those we serve. We promote a 
culture of respect and civil discourse. If you need course adaptations or accommodations because of a 
disability, please contact the instructor of record as soon as possible. Ball State's Disability Services 
Office coordinates services for students with disabilities; documentation of a disability needs to be on 
file in that office before any accommodations can be provided. Disability Services can be contacted at 
765-285-5293 or dsd@bsu.edu.  

 
Freedom of Expression 
In this course, we are committed to fostering a learning environment that values intellectual diversity, 
encourages free expression, and promotes open inquiry. As members of the Ball State Community, we 
treat each person in the Ball State community with civility, courtesy, compassion, and dignity and 
respect and learn from differences in people, ideas, and opinions. Please review Ball State University’s 
Statement on Freedom of Expression, the resources on Ball State’s Freedom of Expression webpage, 
and Ball State’s Beneficence Pledge.  

mailto:dsd@bsu.edu
https://www.bsu.edu/about/freedom-of-expression/freedom-of-expression-statement
https://www.bsu.edu/about/freedom-of-expression/faculty-toolkit
https://www.bsu.edu/about/beneficence


 
Attendance Policy  
You are expected to be in class. Attendance at all classes is mandatory. All absences are considered 
unexcused. Extraordinary circumstances should be discussed as soon as possible to help you stay on 
track. All accommodations will require official documentation and are subject to the instructor’s 
discretion.   

  
For 16-week courses meeting three times a week, five absences are permitted. Upon 
each additional absence, the final grade may be lowered by one letter. An eighth absence results in 
automatic failure of the course.   
 
Tardy Policy  
Because this course relies on in-class instruction and participation, arriving more than 5 minutes late 
will be marked as tardy, and arriving more than 40 minutes late will be counted as an absence. Please 
communicate any anticipated tardiness when possible. Failure to communicate will result in a loss of 
points for the day. 
 
Participation Policy 
You will be part of a small group. This group will remain unchanged during the semester. Your group 
acts as your first resource for notes if you miss class. The participation part of your grade will include 
how much you meaningfully contribute to class discussions and critiques as well as your class 
attendance.    
 
Deadlines and Late Work  
Assignments and projects must be turned in on time according to the date, time, and method outlined 
in the assignment and project instructions. On critique days, physical projects are expected to be ready 
at the start of class and you are expected to be on time or it will be considered late.  
 
Late submissions will be penalized 1 letter grade per day that it is late. Late work may only be turned in 
for three days after the due date.   
 
If you anticipate needing an extension on a deadline or other accommodation due to a valid excuse, you 
must email me as soon as possible, before you miss any deadlines, so we can find an appropriate 
resolution. Documentation may be requested.  
 
Communication  
The best way to contact me is through email at cara.bow@bsu.edu. I will respond as soon as possible 
and do my best to respond within 48 hours (not including weekends). Emails must be sent using your 
BSU email account or they will not be opened. I’m also available during office hours. Feel free to stop by 
at any time during these time periods or schedule a different time with me.  

 
If at any point you feel unclear about your standing in the course, please schedule an appointment to 
meet with me. Do not hesitate to ask me for assistance. It is your responsibility to be an active 
participant in your own learning and to seek clarity as you need it. 
 
Personal Technological Device Policy 

mailto:cara.bow@bsu.edu


I have no problem with the use of laptops, tablets, or phones to take notes during lectures. I will not 
permit the use of headphones during lectures, discussions, or critiques. You are welcome to use them 
during studio time as long as you take them out if I need to talk to you or make an announcement. The 
use of laptops, phones, or other technological devices will not be allowed during group critiques.   
 
Important Dates 

• January 5: No Class Meeting – I will be out of state. Check Canvas for instructions.  
• January 19: Martin Luther King Jr. Day – No Class 
• March 2-6: Spring Break – No Classes  
• Final: Wednesday, April 29, 9:45-11:45 AM   
• Semester at a Glance: bsu.edu/about/administrativeoffices/registrar/semester-at-a-glance 

 
School of Art Laptop Requirement 
The laptop will serve as your creative tool and portable studio. Students are responsible for all digital 
work. Late work, lost data and other issues related to your laptop will not be accepted. Students are 
advised to back up their digital files in multiple formats so that data can be transferred to another 
computer, including external devices and cloud storage. Every student has access to OneDrive storage 
through their BSU email address. You can find the School of Art’s laptop policy here: 
bsu.edu/academics/collegesanddepartments/art/admissions-and-financial-aid/laptop-policy  

 
Students who do not wish to participate in the School of Art laptop program are still responsible for 
completing all required digital coursework using other personal or University resources. Laptops which 
vary from our specifications must be able to run the software required in School of Art courses. 

 
Classroom Cleaning  
You are entirely responsible for cleaning up after yourself. In the classroom you must clean up all 
workspaces and dispose of any scraps/debris you may have produced while working. If you are leaving any 
materials or works-in-progress in the classroom, they must be clearly labeled and stored out of the way of 
the other students who share the room. It is true that one person’s trash is another person’s treasure, but the 
converse is double true in an art school. If you don’t want to lose your work, make sure you keep track of it.  
 
Eating and Drinking in Classrooms 
Please be mindful of others when eating or drinking in the classroom/studio space. Only drink 
containers with a lid are allowed. You are responsible for cleaning up after yourself. There will be 
no eating or drinking allowed in the resource room.   
 
Engagement Expectations 
To support a respectful and engaging academic community that encourages the free exchange of ideas 
and civil discourse, we will follow these ground rules: 

• Respect different perspectives. Share your ideas and let others share theirs. 
• Challenge ideas, not people. Disagree respectfully. No personal attacks or put-downs. Focus 

on exploring ideas critically and constructively. 
• Listen to understand. Stay curious, ask questions to understand, and give others space to 

speak. 
• Assume good intentions. Approach discussions with curiosity and compassion. 

https://www.bsu.edu/about/administrativeoffices/registrar/semester-at-a-glance
https://www.bsu.edu/academics/collegesanddepartments/art/admissions-and-financial-aid/laptop-policy


• Keep it private. What is shared in class stays in class. Do not share others’ words or work 
without permission. 

• Be respectful. Avoid hurtful language, stereotypes, or content that may demean others. Keep 
feedback constructive. 

 
Grade Appeals 
If you believe your final grade for this course does not reflect your performance due to a fairness or 
procedural issue, you have the right to file an appeal. Visit the Grade Appeals page 
(bsu.edu/about/administrativeoffices/vice-provost/student-services/grade-appeals) from the Office of 
the Vice Provost for Academic Affairs for more information and instructions on how to submit an 
appeal.  

 
Academic Integrity 
Ball State University requires that students and faculty uphold academic ethical standards. Cheating, 
plagiarism, or falsifying academic records will not be tolerated and will result in disciplinary action. 
Please review the resources on the student tab of the Academic Integrity page from the Office of the 
Vice Provost for Academic Affairs for a better understanding of academic integrity and dishonesty and 
how to avoid accidental plagiarism.   
 
Artificial Intelligence (AI) Use Expectations  
There are situations within this course where we may explore the use of AI tools to understand how they 
can complement your work and make the design process more efficient. When authorized, no more 
than 25% of your work should be AI-generated. When you submit your work, you are required to indicate 
what work is yours and what is AI-generated. Outside of the circumstances mentioned, using generative 
AI tools to create content (text, video, audio, or images) to complete your assignments is a violation of 
Ball State’s Academic Ethics Policy. In general, students may not submit any work generated by an AI 
program as their own. If these policies are violated, I’m required to report the violation to the Office of 
the Vice Provost for Academic Affairs.  
 

Canvas & Student Privacy  

Canvas Accessibility  
Canvas provides a user experience that is easy, simple, and intuitive. Special attention has been paid to 
making Canvas screen-readable. The Rich Content Editor encourages users to create accessible 
content pages (i.e. text formatting is accomplished using styles). Canvas is designed to allow limited 
customization of colors and schemes to be accessible for all users. The National Federation of the Blind 
granted Canvas the Gold Level Web Certification in 2010. Find more information by visiting the Canvas 
Voluntary Product Accessibility Template (VPAT). 

 
FERPA and Privacy 
As a student, your educational records are considered confidential. Under FERPA (Family Educational 
Rights and Privacy Act), your records are confidential and protected. Under most circumstances, your 

https://bsu.edu/about/administrativeoffices/vice-provost/student-services/academic-integrity
https://www.canvaslms.com/accessibility
https://www.canvaslms.com/accessibility


records will not be released without your written and signed consent. However, some directory 
information may be released to third parties without your prior consent unless a written request to 
restrict this is on file. You can learn more about student rights to privacy by reading Ball State's FERPA 
and Privacy and Protection. 

 
Video Conferencing Recording 
In this class, software may be used to record live class demonstrations. As a student in this class, your 
participation in live class demonstrations may be recorded. These recordings typically will be made 
available only to students enrolled in the class, to assist those who cannot attend the live session or to 
serve as a resource for those who would like to review content that was presented. If you have 
concerns, please discuss these options with me. 
 

Course Calendar 

  L: Lecture      D: Demo      A: Assignment      P: Project      Due Date 

Week 1 

M (1/5) W (1/7) F (1/9) 

• No Class Meeting – See 
Canvas Announcement for 
Instructions 

• Syllabus Overview 
• A: Weekly Discussion Post #1 

 

• Introductions 
• L: Computer File Basics 
• A: File Management Exercise 

• L: Photography Tips 
• D: Adobe Acrobat 
• Photo Essay Brainstorm 
• A: Photo Essay Assignment  

Week 2 

M (1/12) W (1/14) F (1/16) 

• File Management Exercise 
Due  

• GD Area Tour  
• D: Adobe Bridge 
• A: Weekly Discussion Post #2 

• L: Principles of Design 
• L: Design Theory 
• A: Antiprimadonna Exercise 

• Photo Essay Mid Critique  
• L: Color Profiles  
• L: Critique  

Week 3 

M (1/19) W (1/21) F (1/23) 

https://www.bsu.edu/about/administrativeoffices/student-conduct/policiesandprocedures/ferpa
https://www.bsu.edu/about/administrativeoffices/student-conduct/policiesandprocedures/ferpa


• No Class – Martin Luther King 
Jr. Day  

• No discussion post this week  

• Antiprimadonna Exercise Due  
• L: Design Process  
• L: Grid 
• A: Read Steal Like an Artist 

Ch. 1-3 

• D: Adobe Illustrator 

Week 4 

M (1/26) W (1/28) F (1/30) 

• A: Weekly Discussion Post #3 
• A: Bezier Game 

• Photo Essay Assignment Due  
• Steal Like an Artist Discussion 

(Chapters 1-3: Remix Relay & 
Good Theft vs. Bad Theft)   

• L: Desktop Publishing 
• L: Typography 
• A: Read Steal Like an Artist 

Ch. 4-5 

• L: Using Imagery  
• L: Symbols/Form   
• A: Vector from Raster  

Week 5 

M (2/2) W (2/4) F (2/6) 

• Bezier Game Due 
• Studio Time  
• A: Weekly Discussion Post #4 

• Discussion Post Recap (1-3) 
• L: Poster Design  
• Studio Time 
• P: Icon Poster  

• Steal Like an Artist 
Discussion (Chapters 4-5: 
Take a Break)  

• Studio Time  
• A: Read Steal Like an Artist 

Ch. 6-8 

Week 6 

M (2/9) W (2/11) F (2/13) 

• Translation sketch Mid 
Critique  

• A: Weekly Discussion Post #5 

• Studio Time • Concept Sketch Mid 
Critique 

• Studio Time  

Week 7 

M (2/16) W (2/18) F (2/20) 



• Steal Like an Artist 
Discussion (Chapters 6-8: 
Leave Home) 

• Studio Time  
• A: Read Steal Like an Artist 

Ch. 9-10 
• A: Weekly Discussion Board 

Prompt #6 

• Studio Time 
• Project Check-ins  

• Studio Time  
 

Week 8 

M (2/23) W (2/25) F (2/27) 

• Icon Poster Project Due  
• Critique  
• A: Weekly Discussion Post #7 

• Discussion Post Recap (4-6) 
• D: Adobe InDesign 

• Steal Like an Artist 
Discussion (Chapters 9-10: 
4 Artboards)  

• A: Visual Hierarchy 

Week 9 

M (3/2) W (3/4) F (3/6) 

• No Class – Spring Break 
• No discussion post this week 

• No Class – Spring Break • No Class – Spring Break 

Week 10 

M (3/9) W (3/11) F (3/13) 

• Visual Hierarchy Mid Critique 
• P: Type Poster  
• A: Weekly Discussion Post #8 

• Studio Time • Visual Hierarchy 
Assignment Due 

• Class walk around  
• Studio Time 

Week 11 

M (3/16) W (3/18) F (3/20) 

• Studio Time  
• A: Weekly Discussion Post #9 

• Type Poster Inspiration & 
Concept Sketch Mid Critique 

• Studio Time  

• Studio Time  



Week 12 

M (3/23) W (3/25) F (3/27) 

• Studio Time  
• Project Check-ins 
• A: Weekly Discussion Post 

#10 

• Discussion Post Recap (7-9)  
• Studio Time  

• Type Poster Project Due  
• Critique  

 

Week 13 

M (3/30) W (4/1) F (4/3) 

• L: Photoshop  
• D: Adobe Photoshop  
• A: Weekly Discussion Post 

#11 

• Studio Time  
• A: Old West Photo 

Manipulation  

• Studio Time 

Week 14 

M (4/6) W (4/8) F (4/10) 

• Studio Time  
• P: Magazine Spread  
• A: Weekly Discussion Post 

#12 

• L: Page Layout  
• Studio Time   

• Old West Photo 
Manipulation Assignment 
Due  

• What Program Kahoot  
• Studio Time  

Week 15 

M (4/13) W (4/15) F (4/17) 

• Magazine Spread Sketches 
Mid Critique  

• Studio Time 
• A: Weekly Discussion Post 

#13 

• Discussion Board Recap (10-
12)  

• Studio Time    

• Studio Time  

Week 16 

M (4/20) W (4/22) F (4/24) 



• Magazine Spread Design Mid 
Critique  

• Studio Time 
• No discussion post this week 

• Studio Time  • Studio Time  
• Project Check-ins  

Finals Week 

M (4/27) FINAL –  WEDNESDAY, 4/29 @9:45-11:45 AM  

• Studio Time  
• No discussion post this week 

• Magazine Project Due 
• Final Presentations  

 
Note: The course outline and schedule provided in this syllabus are subject to change at the discretion of 
the instructor as the semester progresses. Any modifications will be announced in class and/or 
communicated through official course communication channels. 
 

Resources 

Learning Center 
The Learning Center offers free tutoring for many courses. We also provide writing and study skills 
tutoring. Students can make appointments for virtual (Zoom) or in-person (NQ 350) appointments. To 
make an appointment, visit my.bsu.edu and click on “Navigate” in the Additional Tools section, or just 
go directly to https://bsu.navigate.eab.com. You can also download the Navigate Student app. The 
Learning Center also has drop-in tutoring (no appointment necessary) for math, chemistry, and biology. 
Check our website for more information. Testing accommodations for students with disabilities are 
available for students who have received the appropriate documentation from Disability Services. Tests 
may be administered in the Learning Center.  
  
For more information about all of our programming visit www.bsu.edu/learningcenter or call 765-285-
1006. Email us at learncenter@bsu.edu.  
  
Follow us on Instagram and X: BallStateLC 
  
Counseling Center 
The Ball State University Counseling Center offers free and confidential services to all students. The 
Counseling Center is located in Lucina Hall, Room 320. To schedule an appointment, you can contact 
us at 765-285-1736. Ball State now also offers a 24/7 Crisis Line, which can be reached at 765-285-
HOPE (4673). The Crisis Line is a mental health resource for those who are struggling with any mental 
health concerns, including thoughts of self-harm and/or suicide.   
  
At the Ball State Counseling Center, we see students for a variety of reasons, some of which include 
homesickness, relationship concerns, anxiety, and depression. At your first appointment, you will work 
with a therapist to create a plan that will connect you with resources that best fit your needs. We assist 

https://bsu.navigate.eab.com/
https://www.bsu.edu/learningcenter
mailto:learncenter@bsu.edu


students with getting connected to therapy at our Center as well as connecting students to self-help 
resources, other on-campus resources, and community-based resources. All Ball State students also 
have access to several on-demand, self-help resources through a variety of different platforms. All of 
these resources, including a direct link to our website, can be found here. 
  
Writing Center 
All writers improve with practice and feedback, so as a student in this course, you are encouraged to 
use the Writing Center (in Robert Bell 295 during weekdays, Bracken Library First Floor West in the 
evenings, or online during any of our regularly scheduled hours) to get additional feedback on your 
writing. The Writing Center offers free planning, feedback, and accountability sessions (in person and 
online) to all students composing essays, reports, reflections, research projects, web content, lesson 
plans, slideshows, poster presentations, resumes, and other digital or print texts. To schedule a free 
appointment to discuss your writing, go to http://www.bsu.edu/writingcenter. Online and in-person 
appointments are available; however, plan ahead because appointments book quickly! 
 
Title IX mandatory reporting  
Ball State University is committed to providing a safe and inclusive learning environment for all 
students. If you or someone you know has experienced sexual harassment—including sexual assault, 
dating violence, domestic violence, or stalking, please know that you are not alone. The University offers 
support services and resources. For more information or to report an incident, please visit 
www.bsu.edu/titleix or contact the Title IX Coordinator at 765-285-1545 or at titleix@bsu.edu. As your 
instructor, I am a mandatory reporter under the Title IX policy and required to report any information I 
receive about possible sexual harassment. This includes information shared in class discussions, 
assignments, or private conversations.    
  
What happens after I report? The Title IX Coordinator will email the person who experienced sexual 
harassment (complainant) and invite them to schedule a meeting. If the complainant chooses to meet 
with the Title IX Coordinator, the Title IX Coordinator will offer supportive measures (e.g., counseling, 
extensions on deadlines, course-related adjustments, changes to work or class schedules, and/or 
referrals to campus offices), review the policy, and discuss options to move forward. If a complaint is 
filed by the complainant or the University, an investigation will begin following University policy. 

 

https://linktr.ee/bsucc
http://www.bsu.edu/writingcenter
https://www.bsu.edu/titleix
mailto:titleix@bsu.edu

