Learning & Performance Assessment – 
Windows XP and Word

General Directions

To receive credit for completing your Windows XP and Word course requirement, you must:

1. Complete the three Activity Sections below, 
2. Save your responses in three separate Word files, and 
3. Attach the three documents (in one email) to Georgia Dodd at gedodd@seuniversity.edu.  
When you have demonstrated success on each of the course activities, I will mail you a certificate of completion.

Section 1 – Use Windows XP

Instructions:  To demonstrate your successful completion of Section 1 activities, you must perform each step and then copy/paste a snapshot of your computer screen into a Word document.  Before you begin the first activity, open a new Word file and save it in one of your My Documents folders as “XP Assessment – ‘Your Name’.doc”.  By the end of your work in Section 1, your Word document should contain four screen capture snapshots.  
To create a snapshot of your computer screen, simply press the Print Screen key (<Prnt Scrn>) on your keyboard, toggle to the Word document, place your cursor where you want the snapshot to appear in the Word document, and select Paste (<Ctrl> + <V>).  

Activities:
Snapshot  1. Change your desktop wallpaper to one of the SEU choices.

Snapshot  2. Add a network printer. Identify and add one that you might use if the regular printer in your work area isn’t working.
Snapshot  3. Create a shortcut to a folder or file that you access often and place it on your desktop.

Snapshot  4. Set your Internet Explorer Browser homepage to point to the faculty and staff intranet at http://sfnet.seuniversity.edu.  (After you create your snapshot, you may reset the home page.) 
Section 2 – Create a Word Document
Instructions:  To demonstrate your successful completion of Section 2 activities, you must use Word to create a one-page flyer announcement that meets the criteria listed below.  Save the document in one of your My Documents folders and title it “Word Flyer – ‘Your Name’.doc”.  Attach the completed flyer as a second document in the email you will send in.
Information you should include in the flyer: 

Student Life is sponsoring a pep rally in the Student Activities Center for all sport teams at SEU on May 11th from 7:00 pm to 9:00pm.  There will be door prizes, food & drink, and fun for all who attend.  Attendees must wear school colors in order to participate.  More information is available on MYSEU.  (Please note that this is just a course assessment assignment.  Our imaginary event won’t actually be listed on the website!)
Activities:  Your flyer should include:

· at least one clip art picture
· a table (that presents the location, date, and time information)

· a hyperlink to the MYSEU Student Life Events intranet page 

· good text management:  

· use of no more than two font styles, but at least two point sizes

· use of colored text

· use of centered and left-justified text

· use of a text effect

· use of shading of the title or other text and
· use of borders:  a page border and one paragraph border.

Section 3 – Edit a Word Document
Instructions:  To demonstrate your successful completion of Section 3 activities, you must edit and improve a poorly formatted Word document.  You may locate the file on the Public network drive at J:\Technology Training\Word I and XP\Employee Monitoring.doc.  Before you do any editing in the file, save the document (use the “Save As” option) to one of your My Documents folders and title it “Word Reformatting – ‘Your Name’.doc”.  Attach the reformatted document to the email you will send in for your course credit.  
Activities:  Your reformatted document should meet these criteria:

	Feature
	What to Change in the Document

	Page Layout
	· Set the top, bottom, left, and right margins at 1”.

· Set the line spacing for the body of the paper to “Double”.

· Left justify all the text in the document.
· Insert a page break at the end of the body of the report, just before the words “Works Cited”.

	Headers and Footers
	· Create a header that includes your name and the course name at the top of the page and along the right margin of the paper.  Create a hyperlink that links your name to your email address.

· Create a footer that includes today’s date at the left margin and the page number at the right margin

	References
	· Insert a footnote reference at the location in the document marked by an asterisk.  

· Insert this text as the footnote at the bottom of the page: “According to Lang, software currently is being developed that can track and record what employees are doing while they work, using a digital video camera with real-time image recognition (33-45).”

	Styles and Formatting
	· Apply Heading 1 styles to the titles on both pages.
· Indent the second line of each cited work as a hanging indent at .5”. 

	Proofing
	· Make sure the hyperlink in the Works Cited section is working.
· Check the spelling and grammar of the document.  Correct any errors.
· Save and print the document.
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