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There will be three ways of meeting the Computer Familiarity Graduation requirement:

(a) Some courses in the college curriculum go well beyond the familiarity to computer literacy. Courses judged by the curriculum committee to give students some aspect of computer literacy would obviously meet the computer familiarity requirements.

(b)  Courses that use computers only in the delivery of instruction should use items 1-4 below to apply for approval of the computer familiarity standard. Course outlines that demonstrate mastery of the performance standards below would be accepted as meeting the graduation requirement.


Computer Familiarity Performance Standards (9/99, rev. 9/03):

1. Activate a personal computer and load files or software from a disk and/or CD ROM;

2. Access and use one application to create a document, save, retrieve, and print it;

3. Access the Internet/World Wide Web on a dial up basis or via a school Local Area Network and use a search tool to locate information, then print it or download it to a file;

4. Send and reply to email messages.
(c)
In addition, the test developed to meet the graduation requirement will test the four recommended performance standards.

Computer Familiarity Test

Instructions

1. The computer lab uses Windows format.  

2. You will need to bring Flash Drive.

3. You will need a personal e-mail account to complete this exercise.

4. The test will evaluate your ability to

a. Activate a computer,

b. Load a file,

c. Access and use either Word or Excel to create, save, retrieve, and print a document,

d. Access the Internet/World Wide Web and use a search tool to locate information and download it to a file; and

e. Send and reply to email messages.

5. The test proctor may help only if you have problems with our hardware or software.

6. The letter with your test results will be available at the Counseling service desk two days after testing.  If you were successful, an official copy of the results will be submitted to Admissions and Records for entry into your permanent record.

a. Word Processing Exercise

The computer familiarity competency is met if steps # 3, 10, 11, 12 plus an additional six steps are completed successfully.
b. Excel Spreadsheet Exercise

The computer familiarity competency is met if steps # 2, 5, 6, 7, 8, 9, 10, 11 plus one additional step are completed successfully.

Directions for Word Processing Exercise
1. Open a new document, enter your name at the top of the page and make these settings:   
a. Left and right margins at 1.2”





 

b. Left tab at 3”





c. Top margin at 1.5”

d. Bottom margin at 1.0”.

2. Type the memorandum provided exactly as written.  
3. Save as MEMO on your disk, CD/DVD, or flash drive, and print it.  

4. Change the heading 'Memorandum" so it is:  





a. A different font from the rest of the document.





b. A larger size font than the rest of the document.





c. Bold and centered.


5. Change the left and right margins for the entire memo to 2”.  

6. Change the numbered items to ‘bullets’.  
7. Do a spell check.  

8. Put in a page numbering code at the top of the document so that a page number will be printed at the TOP RIGHT of every page.  

9. Change the line spacing of the first paragraph only to double spacing.  


10. Go to the Web, find a picture of a Microcomputer, and put it below the memo.  The picture should be CENTERED.  Include the URL beneath the picture. 
11. Save as MEMO2 on your flash drive, and print it. 

12. Send MEMO2 as an attachment to the e-mail address provided you when you signed in.  

Exit the program and turn in materials.

Memorandum





To:
Students








From:
Instructor

Date:
(Use today’s date)







The term diskettes, floppies, or floppy disks all reffer to the media on which information is saved.  These disks can be esaily damaged.  It is important that eztreeme care be used in handling them.  Take note of the following:





1. Keep disks away from any magnetic media, including the top of your monitor, elephon receiver, and refrigerator magnets.





2. Do not bend, fold, or jump on them.





3. Do not expose disks to extreme cold or heat.




4. Keep disks away from dirt, such as the crumbs inside your purse or backpack.

5. Keep disks in a plastic or paper envelope, or a case.

Directions for Spreadsheet Exercise

1. Open a new document and enter your name in cell A1.

2. Create a spreadsheet as shown below. Place the title in cell B2, the column labels in cells A4 thru D4, the names of salespersons in cells A6 thru A10, the sales amounts in cells B6 thru B10, the commission rates in cells C6 thru C10, the totals label in cell A12, and the average label in A13. “Center” align the column labels.

3. Adjust the column widths so the entire cell contents are visible.
4. Format all values to display 2 decimals. 
5. Enter a formula to calculate Commission Earned. Copy it down to calculate Commission Earned for each salesperson. 
6. Enter a formula to total the sales. Copy the formula to also give the total commission earned. Calculate Total, Average Sales and Commission. 
7. Format so a dollar sign ($) will be displayed on the Total Sales figure and Total Commission Earned figure (two cells only).  
8. Save your spreadsheet as SALES on your flash drive and print it.  
9. Using an internet search tool, locate a definition of ‘commission.’  Add the definition to the text of the e-mail including the URL. 
10. Save as SALES2 on your flash drive

11. Send SALES2 as an attachment to the e-mail address provided you when you signed in.  

Exit the program and turn in materials.












SALES AND COMMISSIONS








Commission
Commission

Salesperson
Sales
 
Rate
 
Earned
 

Smith

864.6

0.03




White

544.67

0.04




Brown

148.5

0.04




Garcia

534.75

0.50




Johnson

842.9

0.05




Totals








Average







