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Key Term Matching Answers

1. b  

2. g 

3. j  

4. i  

5. d 
6. c  

7. e  

8. h  

9. f  

10. a  

Answers to Self-Quiz

1. T  
2. T  
3. F  
4. F  
5. T  
6. open source  
7.  insertion point  

8. function  

9. table  

10. a. 4  b. 3  c. 5  d. 2  e. 1  

Answers to Exercises

1.
Most common answers would likely be Word (word processing), Excel (spreadsheets), Access (database), and PowerPoint (presentation graphics).

2.
Move. Since you wouldn’t want the paragraphs to be duplicated, copy would be inappropriate.

3.
a.
3


b.
4

c.
2

d.
5

e.
1
4.
a.
4


b.
7


c.
1

5.
a.
2


b.
2

c.
1


d.
3
Project Solutions

Answers to the projects will vary, but the following are guidelines for what types of information should be included in a student’s project solution in order to receive full credit and a suggested grading rubric. NOTE: The totals in the rubric tables are formulas. To recalculate them after changing the possible point values or entering a student’s score, right-click on the total and select Update Field.
Hot Topics

1. Natural Input Student should submit a one- to two-page paper summarizing the current state of either pen or voice input, in conjunction with software. Student should include advantages, disadvantages, and find out the extent that one office application and one other program work with the student’s chosen input method. Students should also include an opinion regarding whether he or she would prefer to use a keyboard and mouse or his or her selected input method with these programs.
	Description
	Pts
	Student Score

	Student prepares a one- to two-page paper summarizing the current state of either pen or voice input use in conjunction with software, including both advantages and disadvantages.
	3
	

	Student selects one office application and one other program and reports on the extent to which these programs work with the student’s chosen input method.
	4
	

	Student includes an opinion regarding whether he or she would prefer to use a keyboard and mouse or his or her selected input method with these programs.
	2
	

	Paper is reasonably free of typographical, spelling, and grammatical errors.
	1
	

	TOTAL POSSIBLE POINTS:
	10
	0


Short Answer/Research

2. Software Search Student should submit a one-page summary of his or her research into a specific software program he or she might be interested in purchasing. Student should include the minimum hardware and software requirements and three or more different quotes including price, availability, sales tax, and shipping. Student should include a recommendation of the best vendor from which to buy the chosen software program and why.
	Description
	Pts
	Student Score

	Student selects one specific software program he or she might be interested in purchasing and prepares a one-page summary including the minimum hardware and software requirements for that program.
	2
	

	Summary also includes three or more different quotes for purchasing the program, including price, availability, sales tax, and shipping, as well as whether the software can be downloaded.
	5
	

	Student includes a recommendation of the best vendor from which to buy the chosen software program and explains why..
	2
	

	Paper is reasonably free of typographical, spelling, and grammatical errors.
	1
	

	TOTAL POSSIBLE POINTS:
	10
	0


3. CD Cards Student should submit a one-page paper summarizing the student’s research into CD business cards. Student should indicate how much data the cards can currently contain, if individuals can create their own CD business cards, how much they cost, if they are widely available, etc. Also included should be information about what content a CD business card development agency could provide, advantages and disadvantages of using a CD business card, and whether or not the student would prefer to hand out a traditional business card or a CD business card and why. 

	Description
	Pts
	Student Score

	Student prepares a one-page summary of the student’s research into CD business cards, including how much data the cards can currently contain, if individuals can create their own CD business cards, how much they cost, if they are widely available, etc.
	3
	

	Student locates one CD business card development agency and indicates the type of content that agency can provide for a custom card.
	2
	

	Student includes the advantages and disadvantages of using a CD business card.
	2
	

	Student includes an opinion regarding whether or not the student would prefer to hand out a traditional business card or a CD business card and why.
	2
	

	Paper is reasonably free of typographical, spelling, and grammatical errors.
	1
	

	TOTAL POSSIBLE POINTS:
	10
	0


Hands On

4. Templates and Wizards Student should submit a short summary of the student’s experience using three tools to create a new document in the office suite program of their choice, including how the tool is accessed, what type of document is created with the tool, and how easy it is to use. 

	Description
	Pts
	Student Score

	Student selects one office suite and identifies three tools available in that program that can be used to create new documents.
	4
	

	For each tool, student includes how the tool is accessed and what type of document is created with the tool.
	3
	

	Student tries out one tool and reports how easy to use and useful the tool is.
	2
	

	One-page summary is reasonably free of typographical, spelling, and grammatical errors.
	1
	

	TOTAL POSSIBLE POINTS:
	10
	0


5.  Online Tours Student should submit a one-page paper summarizing the student’s experience working through an online tour or tutorial for an application program the student is interested in. Included should be features the student found most interesting and an opinion regarding how helpful the tour or tutorial would be for someone just learning to use the program. 

	Description
	Pts
	Student Score

	Student locates and takes an online tour or tutorial for the student’s selected application program.
	3
	

	Student prepares a one-page summary of the experience, including the features the student found most interesting.
	4
	

	Summary also includes the student’s opinion regarding how helpful the tour or tutorial would be for someone just learning to use the program resources available via the Web site.
	2
	

	Paper is reasonably free of typographical, spelling, and grammatical errors.
	1
	

	TOTAL POSSIBLE POINTS:
	10
	0


Writing About Computers

6.  Reference Tools Student should submit a one- to two-page paper summarizing the student’s evaluation of two selected online reference tools and two comparable offline reference tools, including service provided, cost, and how the online and offline versions differ. The student should also include an opinion regarding which of the tools he or she would prefer to use and why.

	Description
	Pts
	Student Score

	Student selects two online reference tools and experiments with them to form an opinion regarding how helpful and easy to use they are.
	2
	

	Student identifies an offline version of each tool and reports on its capabilities, price, and how it differs from the online version.
	2
	

	Student includes an opinion regarding which of the tools he or she would prefer to use and why.
	2
	

	Paper has an introduction, body, and conclusion.
	2
	

	Paper is 1 to 2 pages in length.
	1
	

	Paper is reasonably free of typographical, spelling, and grammatical errors.
	1
	

	TOTAL POSSIBLE POINTS:
	10
	0


Presentation/Demonstration

8. Compatibility Student should give a 10-minute or less presentation discussing compatibility issues for one popular program of the student’s choice, including what file formats the program can open, in which formats documents can be saved, and if documents are downward- and/or upward-compatible with other versions of the program. The student should also explain any disadvantages for using the plain text (.txt) format, the purpose and use of the .rtf, .html, .xml, and .pdf formats, and the programs in which document saved in these formats can be edited. Students should also hare any compatibility problems they have had. The student should use good presentation techniques (speaking clearly and slowly at an appropriate volume, no distracting mannerisms, etc.) and use at least one of the following: chalkboard, handouts, overhead transparencies, or a computer-based slide presentation. A short written summary should be turned in, if assigned. 

	Description
	Pts
	Student Score

	Student selects a widely used software program and determines what file formats the program can open, in which formats documents can be saved, and if documents are downward- and/or upward-compatible with other versions of the program.
	2
	

	Student explains any disadvantages for using the plain text (.txt) format, if files can be saved in that format in the student’s selected program, as well as explains the purposes, programs in which documents can be opened, and programs in which documents can be edited for each of the .rtf, .html, and .xml formats.
	3
	

	Presentation also includes an explanation of when the .pdf format is useful and whether or not that format is supported by the student’s selected program.
	1
	

	Student mentions whether or not he or she has had any compatibility problems with a document.
	1
	

	Presentation includes at least one of the following: chalkboard, handouts, overhead transparencies, or a computer-based slide presentation.
	1
	

	Student uses good presentation techniques (such as speaking clearly and slowly at an appropriate volume with no distracting mannerisms) and the presentation lasts an appropriate length.
	2
	

	TOTAL POSSIBLE POINTS:
	10
	0


Group Discussion

8. Emotion Recognition Software Student should participate in a discussion (in-class, via an online class discussion group, or in a class chat room, depending on the instructor’s directions) about the use of emotion-recognition systems in public and private locations. Discussions should include the questions mentioned in the included paragraph and student should form an opinion on this topic and express it using clear and coherent statements. A short written summary of the student’s position should be turned in, if assigned. 

	Description
	Pts
	Student Score

	Student expresses his or her opinion on the use of emotion-recognition systems in public and private locations.
	2
	

	Student supports his or her position on this issue.
	2
	

	Student explains his or her position clearly and understandably.
	2
	

	Student actively participates in discussion.
	2
	

	Student is respectful of other students’ opinions.
	2
	

	TOTAL POSSIBLE POINTS:
	10
	0


Chapter Quiz Answers
The Chapter Quiz (located in the Instructor’s Manual) may be reproduced to distribute to your students for an additional homework or an in-class quiz.

Answers:

1. F

2. T

3. F

4. T

5. T
6. d

7. e

8. c

9. d

10. a
