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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. 


	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.


	A random sample of 120 graduates was evaluated.
96.5% of the graduates opened and closed a program and opened a document.  95.4% saved a file, 92.2% renamed a file, 90.4% deleted a file and 73.9% moved a file.- 

55.7% of graduates adjusted the margins correctly, 83.5% adjusted the fonts, and 83.5% correctly adjusted the spacing. 81.7% inserted a header using the Word header. 84.3% used first line indents when they created a document
66.1% of graduates used a function to total values, 83.5% formatted the values for currency, 88.7% entered a label and 92.2% edited an existing label.


	Most of the tasks were performed above the criteria for success. 
Word processing classes do teach several methods to set margins – perhaps some students assumed that default margin to be 1” so did not attempt to change them. 
The fact that so many students failed to use a function to total values shows a lack of understand of a spreadsheet basic concept. This concept is stressed in spreadsheet classes. 
One committee member suggested that a computer basic component be added to orientation classes. 




See chart with comparisons on next page. NOTE: Bold text numbers indicate criteria for success met (Charts on next page)
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Bold text numbers indicate criteria for success met.

