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PLEASE READ THIS PAGE BEFORE WORKING IN  
STUDIO 300 in building 300.

Welcome to the Visual Communications Studio. Although it is set up like a 
classroom, it is equipped to mirror high-end design studios nationwide. This 
tutorial self-paced course will help acquaint you with the VCOM studio, its 
hardware and software, and help you to hit the ground running. 

The majority of computers in Studio 300 are Apple iMac G5’s. There are also 
two Gateway PCs running Windows, and four MacBook Pros, mostly used in the 
Design Shop. 

THE ENTIRE COMPUTER IS SITTING ON YOUR DESK; 
The object you see is not just a monitor.

NEVER TOUCH THE MONITOR SCREEN (with fingers, pens, etc.) 
If you wish to adjust the angle of the screen, grasp the case area  
only. If a screen is damaged, the entire computer must be sent out  
for repair.

YOU MAY NOT EAT OR DRINK NEAR COMPUTERS. 
Eating and drinking is allowed at the tables in the front of the room only.

We advise you to CLEAN the keyboard and mouse before use. This helps keep 
down infections that have spread in the studio in the past.

PREFER USING A TWO-BUTTON MOUSE? 
Request a 2-button mouse from an instructor or studio assistant, or BRING ONE 
FROM HOME. Unplug the Studio mouse and plug in the substitute 
mouse. Reconnect the Studio mouse before you leave. 
NOTE: You do not need to shut down the Mac to connect or unplug USB or FireWire  
devices, telephone, S-video, microphone, headphone, or Ethernet cables.

Also available while you are in the studio doing VCOM work:
Access to our networked Server for backing up class work•	
Color HP printer/ cost=50¢* (prints images up to 11” x 17”)•	
Epson color inkjet printers with archival inks and papers*/cost varies •	
(prints images up to 17”x length of roll or cut paper, variety of papers)
several Wacom tablets with stylus**•	
Pantone color system fans**•	

* Your instructor will discuss purchase of color print card when appropriate 
** An instructor or Studio assistant will help you to check these items in and out

Your Practice/Hands-on activities are all in this tutorial pdf 
indicated with a red dashed line. As you proceed, practice the skills 
shown and do so even if there is no practice instruction on the page. 

When you have completed these practice sessions, E-mail me at 
fcassidy@laspositascollege.edu. EMAILING ME alerts me that you 
are ready to COMPLETE THE COURSE! I will send you the self-test 
at that time. You should be able to complete this course within 
twelve 1-hour studio sessions or less. Some students can do it in 
as little as one hour. REFER to the VCOM CLASS WEB SITE for any 
additional information. 
http://classes.lpcdesignshop.com/vcom48/ and the VCOM student 
site for RESOURCES: http://classes.lpcdesignshop.com

http://classes.lpcdesignshop.com/vcom48/
http://classes.lpcdesignshop.com
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WHEN TO START YOUR COMPUTER 
TURN ON YOUR COMPUTER AT THE BEGINNING OF EACH CLASS OR 
WHEN YOUR INSTRUCTOR REQUESTS YOU BEGIN WORK.
If you sit down at a computer that is already on, REStARt the computer 
before you begin your work.

There are two important reasons for you to start up or restart:
In order to do graphics work you need all the power your computer has.  1. 
STARTING UP or RESTARTING refreshes your computer’s memory.
Upon startup or restart in the Studio, all programs and the Desktop return to their 2. 
default settings due to a program called “DeepFreeze”. Everything about the 
computer will appear as if it were brand new or “fresh out of the box”. Everyone’s 
computer and programs will look the same, which will make it easier for you to follow 
along in your VCOM classes.

HOW TO START THE MAC
The START button is located on the REAR BOttOM LEFt  
OF tHE COMPUtER.

Depress the START button ONCE to start up.
The computer DESKTOP will appear.

HOW TO RESTART THE MAC
The Desktop must be active for you to RESTART.  
Click once anywhere on the Desktop to make it active.

Navigate to the 1. APPLE ICON at the TOPMOST LEFT PORTION  
of your screen and depress the mouse button.
Drag down the pull down menu under the APPLE ICON to 2. REStARt — 
restart is nearly the last item of the menu list.
Select “3. REStARt” to turn the computer off and restart it.
There is no need for you to save anyone else’s work.4. 

WHEN TO SHUT DOWN THE MAC 
SHUT DOWN YOUR COMPUTER AT THE END OF EVERY CLASS 
SESSION. It is both a courtesy and good practice before leaving work.

HOW TO SHUT DOWN THE MAC
The Desktop must be active for you to Shut Down. Click once anywhere on 
the Desktop to make it active.

Navigate to the APPLE ICON at the 1. TOPMOST LEFT PORTION OF YOUR SCREEN 
and depress the mouse button.
Drag down the pull down menu under the APPLE ICON to SHUTDOWN— 2. 
the next to the last item of the menu list.
HIGHLIGHT “SHUTDOWN” to turn the computer off.3. 
Return your chair to its original position, re-attach the mouse if you swapped it 4. 
out, and make sure you take your travel drive, CDs, books, glasses, etc.

BEFORE SHUttING DOWN, SAVE AND BACK UP YOUR WORK. 
Open applications, documents, network and Internet services turn off along with 
the computer. ALL YOUR WORK WILL BE LOSt IF It IS NOt BACKED UP to 
the SERVER and/or to a thumb drive, CD, iPod, etc. Specific back up instructions 
will be demonstrated later in this tutorial.
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KNOW YOUR DESKTOP
When you start up your computer the FINDER opens and your Desktop 
appears. You use the FINDER to see your Disks, the Server, Applications, 
and Documents. You can open, copy, and move these items.

At the top of your screen is the FINDER menu. When applications are in use, 
their name and available menus will appear instead of the word FINDER. You 
can click once on the Desktop at any time to return to the FINDER Menu OR 
CLICK on the FINDER ICON in the DOCK BELOW to bring up its dialog box.

At the bottom of your screen is the DOCK. It contains icons for the 
applications available to you in the Studio. Click ONCE on an application 
icon to launch the application. Any open application has a white glow under 
its icon indicating it has been launched. The Dock also holds the Trash Can.

PRACTICE SESSION
TURN on the computer.1. 
The computer will launch the 2. FINDER and you will be on the DESKTOP.
Become familiar with the menu items you see on the desktop.3. 
SHUT DOWN the computer.4. 

TIP: CAN’T REMEMBER A NAME? HOVER YOUR MOUSE OVER 
ANY ICON IN THE DOCK

ABOVE: ADOBE CREATIVE SUITE (CS5) ICONS 
1. Acrobat, 3. Bridge, 4. Illustrator, 5. Photoshop, 6. InDesign, 7. Flash, 8. Dreamweaver
Notice the white “glow” under “Ps” indicating that Photoshop has been launched
NOTE: #2, “Lightroom”, is mostly used by photographers

Computer Icon

Search

Finder Menu

DOCK TrashFinder Icon

1 2 3 4 5 6 7 8
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Click the FINDER icon at the LEFT end of the Dock. A window opens 
and you can navigate to view your folders and files by icon, by list, or 
by columns. FINDER windows have a TOOLBAR at the top to help 
you perform tasks quickly, and a SIDEBAR to provide quick access 
to items. From this dialog box, you can open folders to view their 
contents. 

View items by icon

View items by list

View items by in-depth list

SIDE PANEL area 
User “student” is active

Enlarged VIEW icons

SIDE PANEL area 
User “student” is active

SIDE PANEL area 
User “student” is active

WINDOW BUTTONS 
RED Close

YELLOW Minimize

GREEN Full Screen
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To open a file or application you want to use, navigate to the FINDER MENU 
Item at the top of your screen>FILE>OPEN or DOUBLE-CLICK ON ITS ICON 
IN THE DOCK.

To open an item in the •	 DOCK, click its icon once
To open an existing document using an application in the Dock, •	 DRAG the 
document icon to the application icon in the DOCK and let go.
To use the command menu for an item in the Dock, press the item’s icon and the •	
control key on your keyboard or right-click the icon with a 2-button mouse, then 
choose the option you want from the list.

WHAT’S IN YOUR COMPUTER?
Apple and Windows computers use iconographic metaphors that resemble 
how people work in a typical office. Your computer is like a work cubicle. It 
has places to do your work (the Desktop and windows), to store work and 
other important things—much like a large filing cabinet, a place to throw 
things away called “Trash”, and a way to tell the computer what you want 
to do—the Menu and the Dock. The computer’s internal hard drive acts 
like a large filing cabinet. It holds file folders, “pieces of paper” known as 
documents or files, specialized software such as fonts, as well as applications 
and utilities for doing work.

The Apple operating system in Studio 300 organizes items using folders. The 
System folder contains essential software that runs your computer. Some 
folders have special uses and cannot be changed. Other folders are for 
personal use or can be shared with others.

The APPLICATIONS folder contains Adobe Creative Suite 5 software for 
doing Studio work including Photoshop, Illustrator, InDesign, Acrobat 
Professional, Bridge, Dreamweaver, the Microsoft Office Suite, and on some 
computers, Flash. The computer’s LIBRARY folder contains fonts, Internet 
plug-ins, and other items available to all users of your computer.

PRACTICE SESSION
HOVER1.  your mouse over the DOCK icons to see what is in the Dock.  
Each item’s name will appear as you hover.
CLICK2.  the Finder icon in the Dock. View the window items by ICON, by 
LIST, and by COLUMN using the icons near the top-left area of the window:
Using the 3. YELLOW BUTTON, MINIMIzE the Finder window. Notice it folded 
into the DOCK. Reopen it from the Dock.
Using the 4. GREEN BUTTON, OPEN the Finder window to full size.
Using the 5. RED BUTTON, CLOSE the Finder window.
REOPEN6.  the window and see if you can REARRANGE any items in it.
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Working on the Desktop with the Finder
The Finder helps you navigate and organize your files and documents. If you 
have difficulty using FINDER features or locating items, follow the links in the 
HELP MENU on the Desktop near the TOP middle of your screen to help you 
find a solution, or ask an instructor or assistant for help.

If you need to SEARCH for a file or folder on your computer or any 
peripheral media, use the Apple Search feature magnifying glass, located at 
the TOPMOST RIGHT OF YOUR SCREEN and in every Finder window.

Working With Folders
The Users folder for VCOM students on each computer is named “Student”. 
This folder contains various folders for personal use, including a Desktop 
folder, a Documents folder, and more.

You can create additional levels of folders to organize information as needed. 
It is highly recommended that you work from and store your work 
directly ON THE DESKTOP so that you can easily access your files and 
folders for each class session and project.

SIDE PANEL area 
User “STUDENT” is active

SPOTLIGHT/SEARCH



Page 7

Some of the information for this course was excerpted and edited from several sources. It is not wholly original material. See Page 27 for source information.

VCOM 48, Introduction to a Design Studio—© 2007, 2008, 2009, 2010

SELF-PACED COURSE
using studio 300

Organize your file documents in appropriately named folders. Create a 
hierarchical structure to keep your projects neat and easy to reference.

tO CREAtE A NEW FOLDER
On the Desktop, navigate up to MENU item>FILE>NEW FOLDER. A new 
folder will appear on the Desktop with the name “UNTITLED FOLDER” 
highlighted (see image 1). THIS FOLDER IS READY TO NAME: YOU CAN 
START TYPING THE NAME IMMEDIATELY. (SEE IMAGE 2)

tO RENAME A FOLDER
Select the folder name by clicking IN it once and press Return. The name 
highlights. Type a new name for the folder, and press Return.

You can also create folders inside of folders for more organization. Keep ALL 
associated work for a project IN its proper folder. In list or column view, click 
once on the folder’s triangle to open or close the folder.

<image 1> <image 2> <image 3>

PRACTICE SESSION
TURN on your computer.1. 
Wait for the computer to launch the Finder (also known as the Desktop)2. 
If the virus software takes too long, select cancel.3. 
Substitute 4. your last name for “Smith” and pretend you are currently 
enrolled in two VCOM courses this Fall: VCOM 48 and VCOM 50.
On the Desktop create a main working folder to keep all of your VCOM 5. 
work for Fall. Name this folder: Smith_VCOM_F10
Create and name 5 more folders as follows.6. 

Smith_VCOM 48
Smith_VCOM 50
Smith_VCOM 48_Project 1
Smith_VCOM 50_Project 1_Drafts
Smith_VCOM 50_Project 1_ Final

Drag each folder created in item 6 above into “7. Smith_VCOM_F10” so 
that together they make logical filing sense. Be sure to place each folder in 
its proper place—some in Smith_VCOM 48, some on Smith_VCOM 50. 
Eventually these folders will hold documents.
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CREATING DOCUMENTS
Document files created in Creative Suite and other applications can be used 
on a Mac or a PC as long as the files are saved correctly with the proper 
extensions and the computer you are using has similar software.

Launch (Open) Illustrator CS5 BY CLICKING ITS ICON IN THE DOCK. 
Although you may not see anything, notice that THE TOP MENU OF YOUR 
SCREEN HAS CHANGED. Look at the ILLUSTRATOR icon in the Dock. IT 
WILL HAVE A SHINY GLOW UNDER IT. Both of these visual cues is a prompt 
meaning that the application is OPEN.

HANDS ON SESSION—page 8-9
Launch Illustrator.

OPEN A NEW DOCUMENT in ILUSTRATOR
Go to MENU item>FILE>NEW and a dialog box will appear. Press Return.

You now have a new empty document called “Untitled-1”. For this exercise, 
click OK or hit RETURN on your keyboard. Most files that have not been 
saved are called “Untitled” or something generic like “Document 1” in 
Word. To be sure that you are working and saving your work on the Desktop 
you will next draw one item and then name and save the document to the 
Desktop.
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Draw a rectangle in the opened Illustrator document: The Toolbar, located on screen 1. 
left, has a tool that looks like a box. Click once on the tool, then drag from upper left 
to lower right anywhere in your blank page and release the mouse. You have drawn a 
rectangle.
Go to 2. MENU item>FILE>SAVE
You will see a dialog box (see image below) appear.3. 
NAME YOUR FILE FOLLOWED BY THE ExTENSION4.  “.ai”. 

“AI” is the native format for Illustrator.
BE SURE THAT THE AREA THAT SAYS “WHERE” SHOWS “5. DESKtOP” (the default in 
Studio 300 is “Documents”).
When you have correctly named and placed the file, press 6. SAVE.

If a second dialog box appears Press OK. You have now named your 
document, saved it in native Illustrator format, and placed it on the Desktop.

Minimize your new Illustrator file to view it on your Desktop. 

QUESTIONS to ask yourself: 

What visual cues prompt you that the file is open? Where is it located?

Type name of file and extension here

Use this pull down menu to navigate and select 
the Desktop

Format extension should be native Adobe 
Illustrator (.ai) which is the Default

Press “SAVE”
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INDUSTRY STANDARD FILE MANAGEMENT
As you advance in the visual communications field, it is imperative that 
you maintain excellent filing habits. This tutorial should help you get off 
on the right foot. Many students start off copying folders within folders 
within folders—copying some work over and over again—and yet somehow 
omitting their most recent or most important files. If you need assistance 
learning how to properly maintain your files, please ask an instructor or a 
Studio assistant for help. In this section you will learn how to file your course 
work and also how to file more advanced client work.

Name and maintain files and folders in a hierarchical manner
Keeping “like” items filed with each other is the best way to organize your 
data, be it on your Desktop as you work, on your personal storage media, 
or on the Studio Server. For instance, set up a folder for ALL of your VCOM 
work. Within that folder, create a folder for each of your classes. And within 
each class folder create up a folder for each project.

A B C D

FIGURE A....... FOLDER for all VCOM work this semester viewed as an icon on the Desktop 
FIGURE B....... Individual class FOLDERS inside VCOM folder; all examples in list view 
FIGURE C....... FILE in VCOM 48 folder, and Project folder in VCOM 52; all examples in list view 
FIGURE D....... FILE in VCOM 48, documents in VCOM 52 Project folder; all examples in list view

When you begin to do client-based work, here is a pattern you can use to 
create a hierarchical organization.

Create a folder named Client Work, then one folder for each client, and 
then folders within each for each client project and their documents.

A smart way to name and maintain project work folders is to reflect the 
scope of the work and the duration of the project. If the client is Las Positas 
College, and the main project name is Community Education Schedule Book 
for Fall 2010, you could create a folder named with the following structure:

“Client_Project Name_Date”
LPC_CommEd_F10

One assignment in this project is to design the COVER using Illustrator. 
Below are the working stages for this part of the larger project and folder 
and document names that are logical so that anyone on the team can 
understand what they are looking at directly from the Desktop.

Name your folder and work documents as below.

“Client_Project Name_Description” 
LPC_CommEd_F10_Cover
Create separate folders for each stage of the work. Within each of the 
folders place all appropriate native Illustrator files.
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Folder Name: LPC_CommEd_Cover_Concepts
LPC_CommEd_Cover_Concept1_9-6-10.ai
LPC_CommEd_Cover_Concept2_9-6-08.ai, and so on.

Folder Name: LPC Cover_Roughs
LPC_CommEd_Cover_Rough1_9-15-10.ai
LPC_CommEd_Cover_Rough2_9-15-10.ai

Folder Name: LPC Cover_Edits
LPC_CommEd_Cover_edit_9-28-10.ai”
LPC_CommEd_Cover_edit_9-29-10.ai”

Folder Name: LPC Cover_Proof
LPC_CommEd_Cover_Proof_10-3-10.ai

Folder Name: LPC Cover_Final
LPC_CommEd_Cover_Final_10-5-10.ai.

You will also maintain a folder called “LPC_CommEd_Cover_Old Work”. 
Place your completed task folders in “Old Work” as you complete each 
stage of the project. The most current work should be directly inside the 
Cover in its appropriate folder. During the course of the project ALL work 
will be retained and backed up along with all associated files used such as 
photo images, fonts, e-mails, notes and color swatches. At the end of the 
project, keep the entire final folder as it was presented to the client.

If you are creating web pages or images, video, etc. for the web, as you 
name each document use lower case only, with no spaces or special 
marks, such as: / # % ^ * ? ,

NAME ExTENSION
GRAPHICS
Photoshop* .psd
Illustrator* .ai
InDesign* .indd
Acrobat* .pdf
Flash* .fla
GIF .gif
JPEG .jpg
TIFF .tif
EPS .eps
INTERNET
CSS .css
HTML .html, .htm
xML .xml
ASP .asp
PHP .php
PNG .png
PRODUCTIVITY
Plain Text .txt
Rich Text .rtf
Word .doc
Excel .xls
PowerPoint .ppt
Dbase .dbf
COMPRESSION
Stuffit .sit
zIP .zip

COMMON DOCUMENT ExTENSIONS
Not only will each of your documents need a precise name, 
they will each need to have the correct extension on them, 
especially if the files are to be used on both a Mac and a PC. 
Some examples of common file types and extensions that you will 
see used in VCOM are:

NOtE:
*These extensions indicate that a 
document was saved in the application’s 
NATIVE FORMAT. The file can be 
opened on a PC or a Mac IF you are 
using the same version of application 
software. Ask your instructor(s) how 
to save your files if your software is a 
different version than the VCOM Studio 
software.

MANY PCs are using a higher version of 
Microsoft Office. Be sure to save your 
Office documents DOWN-LEVEL if you 
want to use them in the Studio.
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MOVING AND COPYING A FILE OR A FOLDER
MOVE files or folders by DRAGGING their icons to a new or different folder.
If you drag files or folders to a different disk, or if you drag them from a locked folder or 
disk, they will be COPIED, not moved.
• To move files to a different location on the same disk, drag the icons to the new folder.
• To move files to a different disk, press the COMMAND (Apple) key as you drag the 

icons.
• To copy files to a different disk, press the OPTION key as you drag the icons to the 

disk.
• To copy files to a different location on the same disk, press the OPTION key as you 

drag the icons.
• To open a folder while dragging an icon, hover the icon over the folder for a moment.
• To make copies of files within the same folder, select them and choose MENU 

ITEM>EDIT>DUPLICATE.
• COPY files by selecting them and choosing MENU ITEM>EDIT>COPY. Select the 

folder where you want to place the copy, and then choose MENU ITEM>EDIT>PASTE

SMART WORKING TIP!
ARCHIVING FILES AND FOLDERS
Archiving files and folders creates a copy of the items in a compressed file. Archived files 
take up less disk space than uncompressed files, so archiving is useful for making backup 
copies of your data or sending information over the Internet.

1. Select an item or items in the FINDER.
2. CHOOSE MENU ItEM>FILE>COMPRESS “NAME OF FILE/FOLDER APPEARS.”

Make a folder first, even if you archive only a single file. The archived folder has the name of 
the original folder with a “.zip” extension. When you open an archived folder, the archive is 
replaced by a folder that contains uncompressed copies of the original items.

USING THE STUDIO SERVER—PAGES 12-14
Studio 300 has a Server that is shared with the Photography program. The Studio Server 
is provided for backing up your most recent work and all FINAL COPIES OF CLASS 
PROJECTS/TESTS, AND FOR ExCHANGING FILES WITH YOUR INSTRUCTOR AND PEERS. 
The Studio Server is accessible only when you are in Studio 300. If your instructor wants to 
upload files for you to access online, s/he will use an offsite server for that purpose.

There are 2 ways you can access the Studio Server:

Start on the DESKTOP or click the FINDER ICON to activate the Finder Menu

Press the “Command” key and type the letter “K” on your keyboard1. 
Using the 2. FINDER MENU “GO”>CONNECt tO SERVER
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A dialog box will appear. Click CONNECt.

A dialog box will appear. When prompted type in lower case
Name: graphics
Password: vcom
Click CONNECt.

Another dialog box will appear. Select VCom.

A window will appear with the VCOM server folders available

SHARED ITEMS
VCOM Server &

EJECT button
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Please pay careful attention to these next instructions. Each VCOM course 
has its own folder on the Studio Server. You use the folders to obtain 
documents and folders from your instructor and to maintain your backups. 

NEVER OPEN OR WORK ON DOCUMENtS OR FOLDERS DIRECtLY 
FROM tHE SERVER. If you open a class resource file, for instance, while it is 
ON the server you will lock that document and no one else can copy or use 
it. If you work on one of your own documents while it is ON the server it can 
CRASH. So I will reiterate: be careful to ensure that you are always working 
on the desktop.

At the StARt of each class, copy any files or folders you may need from the 
server to your desktop. To avoid any confusion, EJECT the server as soon 
afterward as possible using any of the following methods:

Drag the server icon directly on top of the TRASH CAN and it will EJECT1. 

In the Finder window, click ONCE on the triangle next to the word 2. 
VCOM under SHARED 

Right-click on the Server Icon on the desktop and choose EJECT3. 

Click ONCE on the Server icon on the desktop and using the Finder 4. 
Menu items choose FILE>EJECT. 

The server icon will disappear from your desktop and the Shared portion of 
your Finder window.

At the end of each class, log on once again to the Server to back up your 
MOST RECENT WORK. Copy your documents from the Desktop into 
your appropriate folder(s.) Keep only the work you really need and all the 
associated files for your work. Be as neat and organized as possible. Your 
instructor will help you to understand what is necessary to keep for each 
course and project. 

Double check to ENSURE THAT YOU HAVE BACKED UP ALL YOUR 
DOCUMENTS (see next topic, Backing Up Your Work.) 

Example Resource folder 
VCOM 50
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BACK UP TO A TRAVEl DRIVE
1. Close and save all files and folders you are working with.
2. Plug the drive into a USB port on the back of your computer. 
3. The drive’s icon will appear on the Desktop. 
4. Open your drive’s window to see your folders. If this is your first back up or 

a class, create a folder with the class name: e.g., VCOM 48 
5. Drag your files from the Desktop to the correct folder to copy them. 
6. Check to make sure that the files you needed are really on the travel 

drive, saved with the correct extensions! In fact, be sure that you have 
copied everything including fonts, linked images, etc.

7. Eject the drive by dragging its icon on to the Trash and it disappears.
8. It is now safe to unplug the drive and SHUT DOWN the computer.

NOTE: When a travel drive is full and you need to delete old files and 
folders to make room for new items, you must empty the trash via the 
Desktop command to actually delete the files. Throwing them in the 
trash is NOT ENOUGH.

BURN A BACK UP CD OR DVD
Studio 300 computers have a SuperDrive, so you can burn files on CDs or 
DVDs from the Desktop. By default, Mac OS X burns discs in a format that 
can also be used on windows computers and other types of computers.

1. Close and save all files and folders you are working with.
2. locate all the files and folders you want to back up. 
3. Insert a blank CD or DVD into the slot in the right side of your 

computer. 
4. Drag all the items you want to backup on top of the the CD or DVD 

disc icon. The Finder places aliases to them in the disc’s window. 
5. Double-click on the Disk icon to make sure that everything that you 

want to back up is showing in the CD or DVD window.
6. Drag the CD or DVD icon ON the Trash, and you will be prompted 

about burning the disk; OR
 Hold down the Control key as you click the disc icon and choose 

“Burn Disc” from the shortcut menu; OR
 Right-click with a two-button mouse on the CD or DVD icon and 

follow the prompts.

SMART wORKING TIP! 
If you want to burn items to a disk in more than one session until the disc is full, 
use Disk Utility. This is called multisession burning. Apple computers will see 
the multiple burns appearing on the Desktop. PCs see the latest burn.

1. In Disk Utility, create a disk image that contains the files you want to 
burn to the disc.

2. The files must be from a volume with a Mac OS Extended disk format. 
To check a volume’s disk format, select the disk in Disk Utility and look 
at the information at the bottom of the Disk Utility window.

3. Select the disk image in the Disk Utility list and choose Images > Burn.
4. Select the “leave disc appendable” checkbox. If you don’t see this 

option, click the triangle in the top-right corner.
5. Insert a blank recordable disc in the optical drive, and click Burn.
6. To add more files to the disc later, repeat steps above until disk is used.

SuperDrive
location

PERSONAL BACK UP
Every VCOM student is REQUIRED to make at least ONE personal backup 
to a studio session on either a thumb drive, or any other appropriate media 
(CD, DVD, uploaded to a server or e-mailed, iPod, etc.)

PRACTICE SESSION
Objective: To create properly named folders and documents, placed 
according to industry-standard hierarchy, and then backed up to the 
server and your personal back up system. 

Do this work on your DESKTOP.

Create a new folder for your VCOM 48 work and name it properly 1. 
as described in Practice Session, Page 7. 

Create all of the folders and document files described on pages 2. 
10 -11 as shown. NOTE: You do not need to make any imagery 
in any Illustrator (.ai) files. Just open a new document, and save 
it with the proper name. Save each named document inside the 
proper named folder. 

Back up the entire folder to the server in the VCOM 48 folder 3. 
and then on your thumb drive or other personal backup system.
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hearing both. It is expected that you learn both Mac and PC platforms since 
you will encounter both in the work world. As you become familiar with the Mac 
and PC you should learn how to do many of the following functions with hand commands.

MaC and windows CapabiLities 
The Mac and Mac OS X include many of the same capabilities as a Windows 
computer. If you’re not sure what it’s called on the Mac, here’s a list of 
Windows and Mac terms to help you find what you’re looking for:

Mac windows Function
OPTION key AlT key Used to modify keys and when typing, to enter special 

characters such as é. The Option key is also used in 
Studio 300 graphics software for some hand command 
combinations.

ClOSE button ClOSE box The RED left-most button of the three buttons located in 
the UPPER-lEFT CORNER of EVERY WINDOW closes any 
open window. 
NOTE: If you are working in any application and close the 
window(s), your application is still OPEN until you QUIT/Exit the 
program.

COMMAND 
or“APPlE” key

CONTROl 
key

Used with keyboard combinations to perform actions or 
shortcuts. For example, pressing Command-S/Control-S 
saves a document or file.

Media EjECT 
key

Disk drive 
EjECT 
button

To open and close the optical drive, press the Media Eject 
key on your keyboard (uppermost right-hand key). 
NOTE: To eject CDs, DVDs, iPods, travel drives, etc. first save and 
close all your work, then drag the item’s icon onto the Trash or 
select the item on your Desktop by clicking on it once, and go to 
MENU>FIlE>Eject.

QUIT EXIT Choose QUIT from the FIlE MENU to close any application. 
If you have an open window and have not saved recently, 
you will be prompted to do so.

iPhoto Microsoft 
PHOTO 
EDITOR

Use iPhoto to download photos from your digital camera 
and create your own photo albums.

MOUSE (One-
Button)

MOUSE 
(Two-Button)

Click your Mac one-button mouse to select items, such as 
folders and windows, and to open menus. Hold the mouse 
button down to drag items or select several objects. To 
open a “shortcuts menu” as you would by right-clicking 
a two-button mouse, hold the Control key down on your 
keyboard as you click. 
NOTE: You may request a 2-button mouse or bring in a USB 
mouse of your own. Be sure to return the original mouse to its 
place before you leave the Studio.

DESKTOP MY 
COMPUTER

DESKTOP usually refers to the Mac OS X work 
environment. It is also used to refer to the BACKGROUND 
BEHIND All OPEN WINDOWS. You can keep and view 
documents and other icons on your Desktop.

RECENT ITEMS 
(in the Apple 
Menu)

MY RECENT 
DOCU-
MENTS

As you open applications and files, their names are kept 
in the RECENT ITEMS SUBMENU under the Apple Menu 
at the leftmost top of your screen. Use this submenu to 
quickly reopen applications and documents.
NOTE: All Studio 300 applications include an OPEN RECENT 
command found under the FIlE menu that lists documents you 
have worked on recently.
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Mac windows Function
APPlICATIONS 
Folder

PROGRAM 
FIlES

The Applications folder holds Mac OS X applications and 
utilities. You should not have to use this folder most of the 
time. Use the Dock at the bottom of your screen to launch 
applications.

TRASH 
(located in the 
Dock)

RECYClE 
Bin

To delete files and folders, drag them to the Trash icon in 
the Dock.
To safely eject peripherals such as the Server, travel drives, 
iPods, etc., drag their icons onto the Trashcan icon and 
wait for the word “eject” to appear. let go of the mouse.
NOTE: In Studio 300, your WORK will be PERMANENTLY 
LOST if your computer shuts down and you have not 
saved, whether you have dragged work into the TRASH 
or not. SAVE your work often, and back up your work on 
the SERVER and to at least one peripheral such as a travel 
drive, iPod, CD, etc. before shutting down.

SPOTlIGHT SEARCH 
Command

Click the SPOTlIGHT (MAGNIFYING GlASS) icon at the 
right of the top menu bar of a Finder window and enter 
search text to find files, documents, applications, and other 
items on your Mac.

AlIAS SHORTCUTS In Studio 300, shortcuts to all software and any open 
document windows you shrink are available in your 
DOCK at the bottom of your screen. Click once on the 
appropriate icon to open an application. Click once on the 
shrunken window icon to reopen.
NOTE: To shrink an open window, click on the YEllOW button at 
the leftmost upper part of your window To view the name of any 
software or shrunken window in the Dock, hover your mouse over 
the Dock icon(s). To reopen window, click once on icon in Dock.

SlEEP (in the 
Apple Menu)

STANDBY SlEEP is a low-power mode. To put your computer to 
sleep, use APPlE Menu item> Sleep. Computers in Studio 
300 Sleep if you have not used them for 15 minutes. To 
reawaken, hit the space bar or any key on the keyboard.

DOCK START 
MENU and 
TASK BAR

Use the Dock to open Studio 300 applications, files, folders, 
and Internet websites, or to hold any open documents that 
you shrink. By default, the Dock appears at the bottom of 
the screen.
NOTE: To reopen a minimized window, click on its icon which 
appears to the left of the Trash Can icon. To view the name of any 
software or shrunken window hover your mouse over the icon(s).

FINDER Windows 
EXPlORER

Use the FINDER to organize your files, applications, and 
other software. To open a FINDER window, click once 
anywhere on the DESKTOP and choose FIlE>New Finder 
Window or click Finder icon in the Dock.

iMovie Windows iMovie is used to download video from your digital video 
camera and create your own movies.

CONNECTING AND USING PERIPHERALS
Most USB and FireWire cameras, camcorders, and storage devices used on 
a PC can also be used on a Mac. Mac OS X has built-in support for USB mice 
and keyboards. You can use a two-button mouse and a mouse with a scroll 
wheel. Check the mouse manufacturer’s website for Mac OS X software to 
enable	other	features,	or	go	to	the	Apple	Drivers	website	at	www.apple.com/
downloads/macosx/drivers.

SEARCH
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Mac windows Function
APPlICATIONS 
Folder

PROGRAM 
FIlES

The Applications folder holds Mac OS X applications and 
utilities. You should not have to use this folder most of the 
time. Use the Dock at the bottom of your screen to launch 
applications.

TRASH 
(located in the 
Dock)

RECYClE 
Bin

To delete files and folders, drag them to the Trash icon in 
the Dock.
To safely eject peripherals such as the Server, travel drives, 
iPods, etc., drag their icons onto the Trashcan icon and 
wait for the word “eject” to appear. let go of the mouse.
NOTE: In Studio 300, your WORK will be PERMANENTLY 
LOST if your computer shuts down and you have not 
saved, whether you have dragged work into the TRASH 
or not. SAVE your work often, and back up your work on 
the SERVER and to at least one peripheral such as a travel 
drive, iPod, CD, etc. before shutting down.

SPOTlIGHT SEARCH 
Command

Click the SPOTlIGHT (MAGNIFYING GlASS) icon at the 
right of the top menu bar of a Finder window and enter 
search text to find files, documents, applications, and other 
items on your Mac.

AlIAS SHORTCUTS In Studio 300, shortcuts to all software and any open 
document windows you shrink are available in your 
DOCK at the bottom of your screen. Click once on the 
appropriate icon to open an application. Click once on the 
shrunken window icon to reopen.
NOTE: To shrink an open window, click on the YEllOW button at 
the leftmost upper part of your window To view the name of any 
software or shrunken window in the Dock, hover your mouse over 
the Dock icon(s). To reopen window, click once on icon in Dock.

SlEEP (in the 
Apple Menu)

STANDBY SlEEP is a low-power mode. To put your computer to 
sleep, use APPlE Menu item> Sleep. Computers in Studio 
300 Sleep if you have not used them for 15 minutes. To 
reawaken, hit the space bar or any key on the keyboard.

DOCK START 
MENU and 
TASK BAR

Use the Dock to open Studio 300 applications, files, folders, 
and Internet websites, or to hold any open documents that 
you shrink. By default, the Dock appears at the bottom of 
the screen.
NOTE: To reopen a minimized window, click on its icon which 
appears to the left of the Trash Can icon. To view the name of any 
software or shrunken window hover your mouse over the icon(s).

FINDER Windows 
EXPlORER

Use the FINDER to organize your files, applications, and 
other software. To open a FINDER window, click once 
anywhere on the DESKTOP and choose FIlE>New Finder 
Window or click Finder icon in the Dock.

iMovie Windows iMovie is used to download video from your digital video 
camera and create your own movies.

CONNECTING AND USING PERIPHERALS
Most USB and FireWire cameras, camcorders, and storage devices used on 
a PC can also be used on a Mac. Mac OS X has built-in support for USB mice 
and keyboards. You can use a two-button mouse and a mouse with a scroll 
wheel. Check the mouse manufacturer’s website for Mac OS X software to 
enable	other	features,	or	go	to	the	Apple	Drivers	website	at	www.apple.com/
downloads/macosx/drivers.
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In Studio 300 you have access to thousands of VCOM’s Adobe OpenType 
fonts. You may use them at school and at home to do homework and VCOM 
projects, regardless of the type of computer you own. You may NOT use 
fonts you copy in VCOM classes for ANY other work.

Fonts are filed in folders that can be copied anywhere—to your computer, 
the Studio Server, and your storage media. It is best to keep fonts you are 
using for a project in that project folder because in Studio 300 you must 
reload fonts into your computer each time you start up due to Deep Freeze.

When you work on a document, you will see that several OpenType classic 
fonts families are preloaded on your computer. Additional fonts in the 
OpenType library and from other foundries are stored in a folder on the 
Studio	Server.	To	select	OpenType	fonts,	first	go	online	to	www.adobe.com/
type, see what each font looks like, and note the name(s) of the fonts you 
wish to use. Then:

1. Copy the font folder(s) you need from the Studio Server to your 
Desktop

2. Copy the font folder(s) from the Studio Server to your storage media
3. Open the Finder window, then open the Student User 

folder>Library folder>Font folder
4. Copy the fonts from your storage media or the Desktop to this font 

folder and they will be available to you until you shut down.
At home, if you have a Mac, follow the same procedure above or if you are 
running system OS X store the fonts in the application named “Font Book”. 

If you have a PC, locate the folder that holds your fonts in your computer 
and copy the folder(s) from your storage media to this folder.

FIG. A FIG. B FIG. C

FIGURE A 
Folder holding a family of OpenType fonts 
named “Avenir”

FIGURE B 
Opened Avenir folder showing icons for each 
font in the Avenir family.

FIGURE C 
Mac Font Book application showing how font 
“Avenir 45 Book” looks

NOTE: The extension for OpenType is .otf

aCCessing fonts
using studio 300

Accessing and Using Fonts
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FAQS
Q. What applications and version(s) can I learn in VCOM?

A. Visual Communications design software mirrors industry-standards. 
The studio has the newest versions of Adobe Creative Suite (CS5.) 

Q. Do I need a computer and/or software to take VCOM classes?

A. You do not need to own a computer or software to take VCOM courses 
although it is helpful for practicing. You will have time to learn how to 
use each application during class(es) or drop-in Studio hours. In some 
situations, you may check out a laptop (see me for information.) Adobe 
will allow you to download 30-day free trials. Many VCOM students 
make a commitment to purchase hardware and/or software, especially 
if they want to continue at a 4-year college or work as a print or web 
designer after completing the program.

Q. Isn’t it expensive to buy hardware or software?

A. Yes, technology suitable for design seems expensive, but the quality 
constantly goes up while the cost for what you get has come down 
dramatically. As a VCOM student you may purchase CS5 software at 
a drastically reduced price through the “COLLEGEBUYS.ORG” icon 
located on the right of our class website or start at this address for the 
lowest price for California Community Colleges:  
http://foundationccc.org/CollegeBuys/ForStudents/tabid/468/Default.aspx 

 You may purchase Apple or PC hardware through the LPC bookstore 
or online. Apple has several ways to buy hardware that are discussed 
on the Apple Education LPC website. You must be registered at the 
College to qualify for these hardware and software academic priced 
deals.

Log on to read many more VCOM FAQS on our portfolio website:

http://www.lpcdesignshop.com/vcom/faqs.php

NOTE:

If you need financial assistance, there are several ways to purchase hardware 
and software over time or at a reduced cost for qualifying students. 
Schedule an appointment with the Financial Aid office or see me during my 
office hours for advice.

http://foundationccc.org/CollegeBuys/ForStudents/tabid/468/Default.aspx
website
http://www.lpcdesignshop.com/vcom/faqs.php
http://www.laspositascollege.edu/financialaid/index.php
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about adobe’s produCts for design

Adobe has developed a common interface for all its Creative Suite 3 (CS3) 
applications. The interface is how a person uses or interacts with software. 
Examples of interface elements can range from buttons, palettes, and dialog 
boxes to tools and how they work. The idea that much of what you learn to 
use in one product is easily conveyed to another will help you learn how to 
use CS3 applications such as Photoshop, Illustrator and InDesign. There are 
enough similarities in all these products to help you feel comfortable as you 
encounter each application.

Beyond the interface, CS3 is a unified design environment developed to 
help designers work more efficiently. All files created in CS3 can be easily 
used from one application to another, and CS3 includes Bridge, a visual 
file-management system used to track files and assets. 

The Help for all Adobe software (including Dreamweaver and Flash is 
available online in one place: the Adobe Help Center, which includes the 
ability to access Adobe Expert Support.

where and how to get heLp!
For assistance when an instructor or lab assistant is unavailable

1. HELP is built in to all programs and the Mac Operating system . Go 
to Menu Item>HELP, located at the top right of any open window.

2. Refer to software-related texts, tutorials, manuals you purchase. 
There are also reference books available in the VCOM library in the 
Studio. 

3. Use online help, and web-based or tutorials. Online help can be 
accessed in the Adobe Suite by double-clicking on the picture icon at 
the top of the TOOlBAR in any Adobe application. 

HELP for all Adobe software is available online. The first place to get 
comprehensive information is on the Adobe Help Center, which includes the 
ability to access to free video and pdf tutorials. Adobe also runs something 
called adobetv.com which can help get you up and running.

http://www.adobe.com/support/
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Adobe Creative Suite CS5
Adobe Creative Suite aplications share a similar LOOK AND FEEL. Their 
toolbars, for instance, have several similar tools that share the same hand 
commands and perform similar functions from one program to the next. 
Toolbars are floating palettes that can be viewed vertically, horizontally, and 
in one or two vertical columns. Below left is the Photoshop CS5 toolbar and 
at the right is the Illustrator CS5 Toolbar. Do you see similarities?



Page 23

Some of the information for this course was excerpted and edited from several sources. It is not wholly original material. See Page 27 for source information.

VCOM 48, Introduction to a Design Studio—© 2007, 2008, 2009, 2010

SELF-PACED COURSE
using studio 300

seLf-paCed Course
using studio 300

Page 26

VCOM 48, Introduction to a Design Studio—© 2008   
Some of the information for this course was excerpted and edited from several sources. It is not wholly original material.  See Page 27 for source information.

how to get Your iMages off a digitaL CaMera
Mac OS X supports many USB and FireWire digital cameras and most 
FireWire camcorders. iPhoto and iMovie open automatically when you 
plug in your camera or camcorder. Click the IMPORT button to import your 
photos or movie clips. You may also plug in a card reader to transfer images 
to your Desktop.

pLug-in and ejeCt deViCes
Mac OS X supports most USB and FireWire storage devices. When you plug 
in	an	external	hard	disk,	CD	burner,	Zip	drive,	flash	drive,	or	other	storage	
device, its icon appears on the Desktop. Do not remove the device 
without first ejecting it from either a Mac or a PC. To eject devices from 
the Mac, drag the device icon onto the TRASH in the Dock or highlight 
the icon and use FINDER Menu item>FILE>EJECT.

aCCessibiLitY: adjusting the MaC experienCe
The Universal Access pane in System Preferences has many adjustments you 
can make to improve your experience if you have difficulties with hearing, 
vision, or mobility. To open the pane, hold down the Apple Menu icon at the 
topmost lEFT of your screen, and highlight “System Preferences”.

1. To Zoom-in, zoom-out or switch to higher contrast text, use the 
“Seeing” tab in Universal Access preferences.

2. To hear descriptions of everything on the screen and control your 
keyboard and mouse using the keyboard, turn on VoiceOver in 
Universal Access preferences.

3. To speed up or slow down the response time of the keyboard or 
mouse,	set	preferences	in	Keyboard	&	Mouse	preferences.

4. To press groups of keys as a sequence instead of all at once, turn on 
Sticky Keys in the Keyboard pane of Universal Access preferences.

5. To move the pointer using a numeric keypad, turn on Mouse Keys in 
Universal Access preferences.

6. To control your computer using spoken commands, turn on 
Speakable Items in Speech preferences.

7. To use special equipment to control your computer, select “Enable 
access for assistive devices” in Universal Access preferences.

There are many more special controls on the Mac. Consult with lPC’s 
assistive technology specialists or ask an instructor for help. When you shut 
down in Studio 300 all these preferences disappear. If you need to use them 
frequently, take note of your settings so you can recreate them faster.
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TEST YOUR KNOwLEDGE
Since this is a self-paced tutorial, within twelve 1-hour sessions of working 
with this manual you should understand this information or how to find 
answers if you are unassisted. You DO NOT need to commit everything to 
memory—but you just should be comfortable using the computer as a tool 
to do your work. No one expects you to be able to use any design software 
beyond the scope described. Instructors will reiterate and expand upon all 
this information in each VCOM course.

When you feel ready any time within the 12-session period, an instructor 
performing Studio time or the Studio assistant will review the folder you 
make doing the tasks described below. Upon satisfactorily completing these 
tasks, you are finished with the course and I will record your grade. 

Use the test on pages 28-29 to complete your tasks and create your 
completed work folder.

IF YOU NEED ONE-ON-ONE ASSISTANCE please e-mail me immediately so 
I can schedule you for individualized instruction. My e-mail address is at the 
bottom of this page.

hands-on knowLedge
using studio 300

Author’s Note: RESOURCES USED TO wRITE THIS MANUAL
Over the years, I have taught hundreds of students how to use the 
equipment in our Studio. Although I am a power user of all our software and 
equipment, I confirmed the information contained in this manual by reading 
the built-in Apple OS X “HELP” available on your Desktop computer. I 
excerpted, revised, and in some cases used the text exactly as it appears in 
the built-in Apple OS X HElP. There are also excellent resources online on 
the Apple website for Tiger, System 10.4
log on to www.apple.com/support/tiger or click Menu Item>HELP 

Adobe also maintains excellent HELP websites, including tutorials, forums 
and complete manuals online which I used for reference as well. 
log on to www.adobe.com or click Menu>HELP or click on the specific CS3 
application icon in its toolbar.

I hope that you become comfortable using the excellent built-in HELP in 
all of the software products loaded in Studio 300. None of us can know all 
the answers, but HElP can help you get to them quickly. To gain confidence 
working in Studio 300, always remember that HELP is just a click away! 

TEST YOUR KNOWLEDGE
Since this is a self-paced tutorial, within twelve 1-hour sessions of working 
with this manual or less you should understand this information or how to 
find answers if you are unassisted. You DO NOT need to commit everything 
to memory—but you should be comfortable using the studio and its 
computers as tools to do your work. No one expects you to be able to use 
design software at this time. Instructors will reiterate and expand upon all 
this information in each VCOM course.

If you need one-on-one assistance please e-mail me immediately 
so I can schedule individualized instruction time. 

My e-mail address is fcassidy@laspositascollege.edu.

When you are ready to take your self test, e-mail me. I will check your 
progress and send you the self-test information.

HOW YOU RECEIVE YOUR GRADE
i check the folders and files you make and place on the 
server throughout the semester. i stay in touch with you 
via email, the class web site, in my office, or in the studio if 
we should meet. When you complete the test, E-mail 
me at fcassidy@laspositascollege.edu. EMAILING 
ME alerts me that you are ready to COMPLETE THE 
COURSE! I will review your files on the server and 
issue you a grade. 


