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	Arizona Western College graduates will demonstrate competency in communication, critical thinking, quantitative analysis and technology applications.


	Graduates  will:

demonstrate a working knowledge of computer basics by opening and closing a program; and by creating, saving, printing,  renaming,  and deleting files.

perform basic word processing operations including document creation,  formatting, printing, saving and a document.

perform basic spreadsheet operations including, editing, formatting,, and retrieving a worksheet including the use of simple functions. 
Learners will demonstrate the ability to connect to the Internet and the World Wide Web, to access resources, and perform searches using multiple key words, to copy and paste a link and to send an email with a file attachment.


	In a hands-on exam,  80% of  the graduates will:

open and close a program; create, save, print,  rename, and delete a  file.

create a document with first line indents , adjust margins, fonts, spacing, insert a header and save the document.

open an existing spreadsheet file , use a function to total values, format the values to currency without decimal places, enter and edit a label.
Open a web browser and search for a specific link using multiple keywords, and copy a link to an email message. The email will be sent with a file attachment.

	31 graduates completed the hands-on exam.
31 graduates (100%) opened and closed a program, opened a document and saved a file. 28 (90.3%) graduates renamed a file and 30 (96.8%) deleted a file.
29 of 31 (93.5%) graduates used first line indents when they created a document. 20 (64.5%) adjusted the margins correctly, 28 (90.3%) adjusted the fonts, 30 (96.8%) adjusted the spacing, 24 (77.4%) inserted a header and 31 (100%) saved the file.
18of 31 (58.1%) graduates used a function to total values, 22 (71%) formatted the values for currency without decimals, 29 (93.5%) entered a label and 28 (90.3%) edited a label.

31 graduates (100%) opened a web browser, 30 (96.8%) found a specific web site using a search engine, 30 (96.8%) cut and pasted the link, 29 (93.5%) successfully sent an email and 27 (87.1%) attached a file.
	Almost all of the assigned tasks were completed by 80% or more of the 31 graduates who took the exam. 
Two of areas in which fewer than 80% of these graduates demonstrated competency were word processing tasks.  64.5% of the graduates changed the margin settings for a word processed document. This may indicate that 35.5% of these graduates do not know how to change margin settings or that they assume default margins are 1” or that they did not comprehend the instructions/directions. The exam instruction will be revised by changing the instruction from “Set margins” to “Change margins”.  22.5% of these graduates did not insert an automatic header but merely typed the header information at the top of the page rather than use the header function.  This would require them to manually type one in for every page of a document and they would not have the pages numbered automatically. CHANGE FOR IMPROVEMENT OF LEARNING: Instructors from the Business division who teach word processing will develop a handout for all instructors to distribute to students when assigning papers. The handout will describe steps used in basic word processing procedures for document creation. 
Fewer than 80% of these 31 graduates successfully completed two of the spreadsheet tasks. 58.1% of the graduates correctly used the sum function to total numbers.  35.5% used a formula rather than a function so did obtain the correct results.  The remaining 6.4% simply typed numbers into the results cells.  71% of these graduates formatted cells containing values for currency without decimals. 22.6% of them formatted the cells for currency but included decimals. CHANGE FOR IMPROVEMENT OF LEARNING:  Instructors from the Business division who teach spreadsheets, after consulting faculty who assign spreadsheets, will develop a handout for instructors to distribute to students when assigning papers . The handout will describe the steps of basic spreadsheet procedures. Additionally, instructors teaching spreadsheets will place more emphasis on determining the appropriateness and advantages of using functions.

The success of these graduates indicates high performance of the basic file management and Internet tasks so now changes are required.

Exam questions will be modified to more explicitly define the tasks.
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