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	1. Identify the basic components of a desktop computer and describe their functions; describe the purpose of the computer operating system and Office application programs.
	At least 70% of students will show satisfactory performance by successfully answering correctly 14 of 20 objective questions correctly.


	One session was offered in the Spring 2011 semester. 16 students were enrolled in the course. 63% of students achieved satisfactory performance based the Assessment Criteria
	The results reflect that the intended outcomes were not met based upon the intended outcome. 

Research ways to enhance the students’ performance by including guest speakers, video presentations, and group projects.

Improve communications by using various tools to reach out to students weekly to encourage and improve classroom attendance. 
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	2. Use the Windows operating system to start programs, manage windows on the desktop, get help and log off the computer; organize drives, folders and files using the Windows Explorer application.
	At least 70% of students will show satisfactory performance by successfully answering correctly 14 of 20 objective questions correctly.


	One session was offered in the Spring 2011 semester. 16 students were enrolled in the course. 63% of students achieved satisfactory performance based the Assessment Criteria


	The results reflect that the intended outcomes were not met based upon the intended outcome. 

Research ways to enhance the students’ performance by including guest speakers, video presentations, and group projects.

Improve communications by using various tools to reach out to students weekly to encourage and improve classroom attendance. 
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	3. Employ the following Word skills to document production; enter and edit text, check spelling, format text and paragraphs, insert clip art, print, change margins, set headers and footers, set indentation, create footnotes, insert page breaks, create hyperlinks, sort paragraphs, proof and revise, use research pane options, organize data in tables, and email documents.
	Means: Using data provided, students will produce various documents, edit documents based upon predetermined criteria; and, successfully complete Concept Review questions, Skill Builder and/or Assessment Exercises.

Criteria: 70% of students will achieve a score of “C” or better.
	One session was offered in the Spring 2011 semester. 16 students were enrolled in the course. 63% of students achieved satisfactory performance based the Assessment Criteria
	The results reflect that the intended outcomes were not met based upon the intended outcome. 

Research ways to enhance the students’ performance by including guest speakers, video presentations, and group projects.

Improve communications by using various tools to reach out to students weekly to encourage and improve classroom attendance. 
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	4. Employ the following Excel skills to spreadsheet production; enter and edit text, numbers and formulas, copy cells, format cells, create charts, print, set row height, set column width, check spelling, web query, rename sheets, and email workbooks.
	Means: Using data provided, students will create excel workbooks and spreadsheet; enter formulas, format data, create charts and print documents; and successfully complete Concept Review questions, Skill Builder and/or Assessment Exercises.

Criteria: 70% of students will achieve a score of “C” or better.


	One session was offered in the Spring 2011 semester. 16 students were enrolled in the course. 63% of students achieved satisfactory performance based the Assessment Criteria
	The results reflect that the intended outcomes were not met based upon the intended outcome. 

Research ways to enhance the students’ performance by including guest speakers, video presentations, and group projects.

Improve communications by using various tools to reach out to students weekly to encourage and improve classroom attendance. 
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	5. Employ the following Access database management skills; design and create a database, create tables, add and modify records, print tables, create and run queries, create forms, and create reports. 
	Means: Using a business database, students will create a database and table; query and make designated changes using fonts and special effects; and; create forms and reports; and, successfully complete Concept Review questions, Skill Builder and/or Assessment Exercises.

Criteria: 70% of students will achieve a score of “C” or better.


	One session was offered in the Spring 2011 semester. 16 students were enrolled in the course. 63% of students achieved satisfactory performance based the Assessment Criteria
	The results reflect that the intended outcomes were not met based upon the intended outcome. 

Research ways to enhance the students’ performance by including guest speakers, video presentations, and group projects.

Improve communications by using various tools to reach out to students weekly to encourage and improve classroom attendance. 
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	6. Employ the following PowerPoint skills to presentation production; select a design template, create a title slide, add text in single and multi-level lists, change font style and size, view presentations, print presentations, insert clip art, set animation and transitions, and email presentations.
	Means: Using data provided, the students will create a PowerPoint presentation from a design template, add clipart, animation and sound, and print presentation; successfully complete Concept Review questions, Skill Builder and/or Assessment Exercises.

Criteria: 70% of students will achieve a score of “C” or better.
	One session was offered in the Spring 2011 semester. 16 students were enrolled in the course. 63% of students achieved satisfactory performance based the Assessment Criteria
	The results reflect that the intended outcomes were not met based upon the intended outcome. 

Research ways to enhance the students’ performance by including guest speakers, video presentations, and group projects.

Improve communications by using various tools to reach out to students weekly to encourage and improve classroom attendance. 


