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You are requesting a review of your knowledge of the learning outcomes covered in the course CMPL 511 -- Software Tools.  In order for us to evaluate your learning, you need to submit materials that demonstrate your knowledge.  The faculty member who reviews your submission will phone you to clarify or confirm your knowledge through a brief discussion.

In order to demonstrate the learning outcomes for CMPL 511 -- Software Tools, you must:
1. Explain how computers work by describing the characteristics of computing system hardware (CPU, RAM, ROM, bus, etc.), software (operating system, utilities and application software), and the function of typical peripheral devices.  In doing this, you should use common computing terminology correctly.
2. Explain the machine cycle, how computers process data, and the differences between machine and source code languages.

3. Describe network and communications hardware devices and software applications that form the backbone of the Internet and Intranet and the protocols that support them (ftp, http, TCP/IP, etc).

4. Defend your position on ethical questions arising from computer use, and discuss the important societal implications of increased computerization.

5. Explain how you make effective use of modern technologies and how you are an informed consumer/user of those technologies.

6. Explain how to manage files and directories in both a PC and multi-user environment.

7. Explain how to utilize the control panel to customize a GUI operating system.

8. Explain how to utilize common Windows accessories such as the Disk Defragmenter, Backup and Photo Editor.

9. Provide examples of e-mail with appropriate use of attachments.

10. Explain how to locate information on the Internet, and discuss the principles involved in evaluating such information.
11. Explain how to download files from the Internet and how to check for viruses.

12. Prepare academic and professional documents and presentations using the word processor, spreadsheet, and presentation components of an application suite.

13. Construct a simple database from an existing design and create the forms for data entry, make queries of the database, and generate reports.

There is a non-refundable fee of $275. for this assessment that must accompany this form.  Make your check payable to: Granite State College.  Please include a current Plan of Study.
Submit your portfolio and fee to:

Office of Prior Learning Assessment
Granite State College

8 Old Suncook Road

Concord, NH   03301
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Organizing Your Portfolio:  Assemble a notebook that includes this form, tabbed sections for Parts 1 and 2 (described below), and any additional documentation that will help demonstrate how you have met the learning outcomes.  The pages should be 3-hole punched and put into a 3-ring binder.  Submit all documentation as hard copy printouts, rather than in electronic form.
Specific Instructions
Part 1. Outcomes 1 - 5.  Write an essay addressing Outcomes 1, 2, 3, 4, and 5.  For outcome 4, discuss a social or ethical issue, for example, privacy issues, raised by the use of computer technology.  Explain how society and/or the computer industry should respond to the social or ethical issues raised.  Comment also on the societal implications of increased computerization.  Do not omit any of the topics.  If there is a topic that you do not already know, gather enough knowledge to write about it in your own words.
Part 2. Outcomes 6 - 13.  For each of these outcomes, provide a narrative explanation of your knowledge along with appropriate examples placed in an appendix.  The example documents by themselves are not sufficient.  For Outcomes 6, 7, 8, 9, and 11, your explanations can be relatively brief.  Outcomes 10, 12, and 13 require more thorough discussion.  In your narrative, refer to the specific examples that you have provided.  Label each printout or document at the top of the page.  For example, if the printout is a sample of a Microsoft Excel document that you created, then at the top label it "Microsoft Excel Example."  For documentation you should submit the best compact (i.e., not too long, please!) and non-proprietary examples you have available.  If proprietary workplace examples are appropriate, your supervisor must approve their use for this purpose.  Also, a letter from your immediate supervisor (including his/her exact title) verifying your work and level of proficiency may be included for supporting documentation (this is optional).
A. Outcome 6:  Proficiency in single- and multiple-user operating systems.
Single-user O.S.:  Anything that you submit, if it comes from a PC, will automatically meet the single-user operating system requirement, so you do not need additional documentation beyond the portfolio itself.  Multiple-User O.S.:  A multiple-user system is one in which more than one user at a time is connected to a live system.  You should provide print-screen examples (from an NT or Novell or Linux server at a minimum or from a larger multi-user, multi-tasking system).  Some examples are a screen shot of a login screen or of a terminal session. 

B. Outcomes 7 and 8:  Use of the control panel to customize a GUI operating system; use accessories such as the Disk Defragmenter, Backup and Photo Editor.  Include a screen print directory and file structure illustrating the naming convention you used, and a screen print showing the display and modifications made with any accessories.

C. Outcomes 9, 10 and 11:  Proficiency in the use of the Internet and electronic mail.  Submit print-screen examples or printouts of sample e-mails that you have sent and received including ones with attachments.  Also submit print screens or printouts of Web sites you have visited.  Note how checks for viruses were made.  For Outcome 10, discuss the principles involved in evaluating information found on the Internet.
D. Outcomes 12 and 13:  Proficiency in the use of the following application software:  word processing (such as Word or Word Perfect), spreadsheet (such as Excel or Lotus), presentation software (such as PowerPoint), and database (such as Access).  For each tool, explain its purpose, how you learned it, how you have used it, and what the various tasks are that one can do with it.  Samples of a word processing document (your portfolio itself is an example), a spreadsheet, slides made with presentation software (3 slides per page is fine), and a database are required.  Be sure to explain how and why you would use the features of the software demonstrated in your examples.  For word processing, explain special features such as tables.  For spreadsheets, explain the use of formulas and charts or graphs, and give examples. For presentation software, explain the various features that you used.  For databases, demonstrate your ability to design and construct a database, preferably with some quantitative data.  Explain why your database is set up the way it is, how you are using it, and the types of queries and reports that you would make from the database.  
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