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University of the Gambia

CPS111 - Intro to ICT  (Mr. Njie, Lecturer)
February 2007
Assessment 2: The Internet and Microsoft Office Suite
DUE EXAM WEEK.   You will need to schedule a 10 minute presentation with me during the Exam week at which point you will also turn in electronic copies of your files.
Instead of another test and a series of homework assignments, your second assessment will be a practical one.  The goal here is for you to show me that you know how to use the Internet and the most commonly used Microsoft Office applications in the same way you would have to as an employee in any business.
You will research a topic using the Internet.  In Microsoft Word, you will write up a brief “memo” describing the topic and giving an internet bibliography.  You will create a relevant spreadsheet in Microsoft Excel, and at least one graph.  That graph will be part of a 10-minute PowerPoint presentation that you will give to me, in-person, during Exam week.  You will be graded on ALL parts of this assessment, not just the PowerPoint presentation.
It would be EXTREMELY helpful if you store your documents on at least two (2) floppy disks, OR on a USB Flash key.  I will also try to make sure you have space on the UTG’s file server to store the documents, but cannot guarantee it.  
Your tasks are:

1. Topic Selection

You are to choose a topic to research and write about (you should have done this already!).  YOU MUST HAVE YOUR TOPIC APPROVED BY ME.  If you do not get your topic approved, you will not receive a grade.  If you cannot think of a topic, come talk to me and I will help you choose one.
2. [25%] Internet Research
Research your topic on the Internet.  Find at least three different websites that provide GOOD information about your topic (you will be graded on how useful and extensive the information provided on the websites is).  I suggest using a search engine.  You will need to provide the URLs you used in your Microsoft Word document.  WARNING: I WILL CHECK THE URLs.
3. [25%] Microsoft Word

You are to create a two-page “memo” using Microsoft Word.  

a. The memo should include information about who you are, what the date is, and what class this is for.

b. The memo should include a description of your topic and a summary of the information you found during your Internet research.

c. The memo should include a “bibliography” of the websites you used.  You MUST include the URLs along with other relevant information about the website (the title of the site, the company/person who wrote it, etc…).
d. You must use the following Microsoft Word functions and/or features:  at least two types of fonts, at least two types of font sizes, bold, italics, underline, left-justified text, right-justified text, centered text, bullets, numbered lists, headers, footers, page numbers, and at least one table.

4. [25%] Microsoft Excel

You are to create a Microsoft Excel workbook that has at least one spreadsheet, and at least one chart (aka graph). 
a. The spreadsheet must include: formulas, text, dynamic cell references, static cell references, bold fonts, background colors for cells, and borders.  
b. The spreadsheet must have at least four (4) columns and at least six (6) rows.

c. The graph must include a title, a legend, and labels for both the x-axis and the y-axis.

5. [25%] Microsoft PowerPoint

You are to create a 10-minute PowerPoint presentation, which you will give to me in person during exam week.  YOU MUST INCLUDE YOUR CHART FROM MICROSOFT EXCEL.  
Your presentation will be graded on:

a. your content (the words on each slide)

b. your design (use of fonts, color, symbols, and animation)
c. inclusion of your chart from Microsoft Excel

d. the length of your presentation (your usage of your 10 minutes of time)

e. your understanding of your audience (me)

f. your ability to supplement your verbal discussion with your visual presentation (i.e. do you just read the words on the slide?).

You will have at least three class periods worth of time to complete this task, which is enough time if you stay focused.  

You are allowed to use computers outside of class time including internet cafes and/or home computers.  Unfortunately I cannot schedule additional time in the labs specifically for this.
I expect you to do this work by yourself unless I pre-approve otherwise.  All of you will work in pairs.  YOU MAY NOT CHANGE YOUR PAIR ONCE YOU SIGN UP FOR A PRESENTATION.
You can ask your classmates for help, BUT IF YOU CHEAT, YOU WILL FAIL.  Cheating means that you copied someone else’s work.
You will give me your presentation during exam week on a computer I will provide.  At that time, you will also give me electronic copies of:

1. Your Microsoft Word Document.

2. Your Microsoft Excel Workbook.

3. Your Microsoft PowerPoint Presentation.
Please read over these instructions carefully and ask me any questions you have ASAP.

Good Luck!  Have Fun!  

