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Computer Applications courses and programs prepare students with a foundation in computer concepts and techniques with emphasis on MS Office, web development, gaming and simulation, database skills, and practical experience. The curriculum also enables students to acquire skills in using the computer as a managerial, organizational, and analytical tool.

Student-prepared documents should be consistent with professional/business writing conventions. Documents should be formatted following acceptable business standards. Students’ writing should be suitable for the professional business world.  Writing should be concise and clear and demonstrate the use of good grammar and accurate proofreading. Writing should be easily followed by a novice and documents should be mailable.

Writing and Editing with Track Changes 
This assignment will give you an opportunity to practice your writing skills as well as some of the word processing skills you have learned.

Before completing this assignment, read and study “The Writing Process” on page 189 in your textbook.  Apply the suggestions (from page 189), including good sentence structure and good grammar, correct punctuation, and clear thoughts to your writing assignment.  Always proofread.

Write an e-mail to your colleague. . . 

Your colleague has done some research on housing prices in various regions of the country (East, West, North, and South).  He needs to display this data in a chart showing how average prices have changed since 2000. He isn’t sure which type of chart to use—a bar chart, a line chart, or a pie chart.  Tell your colleague the best type of chart to use for his situation (refer to p. 433 of your textbook), and explain why this type of chart is better than the other two. Use supporting evidence, included in your recommendation, from page 433.

After completing this writing assignment (be sure to put your name on the top right), and follow the steps below:

· Email it to an assigned fellow student; you will receive someone else’s assignment.

· When you receive a document, edit it with Track Changes.  (Positive comments are welcome in addition to any changes that should be made).

· In Word, “track changes” is a powerful feature that enables people to work collaboratively with an electronic document.  Changes made to a document will show in the right-hand margin; each person’s edits will show in a different color.  After receiving the edited document from group members, the originator can accept or reject each change.

· Save the document; print it with Track Changes on, and hand it in with your name and the name of the originator.

· Email the revised document (with Track Changes) to the originator.

· Originator accepts or rejects changes and makes additional edits.

· Save, print and hand in.

After completing this assignment, write a few notes describing your experience with this assignment.  Indicate what you found useful and what was not useful to you in completing this assignment.  What recommendations would you make for a future similar assignment?

Comments on the Track Changes Assignment:
In Word, “track changes” is a powerful feature that enables people to work collaboratively with an electronic document.  Changes made to a document will show in the right-hand margin; each person’s edits will show in a different color.  After receiving the edited document from group members, the originator can accept or reject each change.

This assignment requires students to write and do some critical thinking about data charts.  Students also need to be familiar with “track changes” in Word and will apply “track changes” when editing a colleague’s work electronically.

This assignment provides students with a real situation to use the “track changes” feature or Word.

Rubric that will be used by students for peer review and by the instructor for grading:

Grading is based on mailability:

Excellent  = 3

Needs improvement but mailable = 2

Several problems; not mailable = 1

Incomplete = 0

	Grammar
	

	
Word choices
	

	
Sentence structure
	

	
Punctuation
	

	Concise; points clear
	

	Format
	

	
Memo
	

	

Heading
	

	

Body
	

	

Closing/reference lines
	

	

Margins
	

	
Balanced columns
	

	Proofreading
	


Comments:

G:\WID\writing with track changes.doc
.
Footer Mini-Task—
In groups of two, make a bulleted list of the steps to create a header that is different on odd and even pages with no footer on the first page.  The header for the odd pages is “Formatting Multiple-Page Documents” and will be aligned at the right.  The footer for the even pages is “Chapter 9” and will be left aligned.  

Open Report02 from the Student Data Files and add “Formatting Multiple-Page Documents” as the footer on odd pages and “Chapter 9” as the footer on even pages.  The first page should not have a footer. Print your bulleted list and Report02 containing the footers.

Comment on Footer Mini-Task—

Students often have trouble adding different headers/footers to odd and even pages and omitting the header/footer on the first page.

This mini-task will allow students to work together to review the steps required to perform a task and to write them down.  They will then have to follow their steps to format the document with headers/footers. 

This exercise will require students to review header/footer formatting and require them to write clearly so that they can follow the steps they created for accomplishing the header/footer task

Excess Space Between Words in Justified Columns Mini-Task—
Your colleague is publishing a department newsletter with justified columns in Word.  He asks you why there is so much space between some of the words and what can be done  to minimize the space  Write a one- or two-paragraph memo explaining the cause of the problem and the solution.
Comment on Excess Space Between Words in Justified Columns Mini-Task—

MS Word does not hyphenate words automatically.  Therefore, when text is justified (straight left and right margins), extra spaces are sometimes inserted between words to make the margins straight.   The odd spacing problem can be lessened by turning on hyphenation and, in addition, by adjusting the hyphenation zone so that more or less words are hyphenated.  When more words are hyphenated, less space will appear between words; when less words are hyphenated, more space will appear between words.

This assignment will make students consider the reason for turning on hyphenation, demonstrate their understanding of the hyphenation zone feature, and will require them to review memo formatting.

Non-Breaking Space Mini-Task—
Send me an email explaining the purpose of a non-breaking space and when would you use it? List the steps to create a non-breaking space and add words/phrases containing non-breaking space(s) as examples.

Comment on Non-Breaking Space Mini-Task—

MS Word makes line-ending decisions automatically by wrapping text to the next line when a line is full.  To make reading easier and less open to misinterpretation, certain phrases should not be broken at the end of a line.  For example, the name of a month and the day should not be separated; a first name should not be separated from a middle initial; World War II should not be broken between “War” and “II.”  Inserting non-breaking spaces between words or phrases that should not be separated will keep the designated word/phrase items together.  

For example, if one types “April 2, 2007”, and “April” falls at the end of the line, 
“2, 2007” will be wrapped to the next line, creating a possible problem with interpretation or a misunderstanding of the date.    To avoid a date being broken incorrectly at the end of a line, non-breaking spaces can be added between the “words.”  For example, typing “April” and then pressing Ctrl + Shift + spacebar will insert a non-breaking space between “April” and “2.”  If the date falls at the end of a line, “April” and “2” would not be broken, but would be carried to the next line together.

By doing this exercise, students will have to read and study the non-breaking space concept and then apply the concept by showing me an example of a phrase containing non-breaking space(s).

Students often have problems grasping this concept by just reading and looking at an example.  This assignment will give them immediate practice in applying the concept.
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