Competency Worksheet

Course: CIS 100 Intro to Computer Information Systems


	Learning Outcomes
	Learning Demonstration Statements

	Describe the process of developing a document that communicates specific information.
	I have demonstrated the process of developing a document that communicates specific information by identifying the purpose of the document and the intended reader/audience of the document and drafting a plan to create the document.

I can appreciate the value of how the draft of a well designed document lends itself to efficient editing by working with a team of reviewers and editors.


	Recognize the effect of different font styles and sizes on the visual appeal of a document.
	I recognize the effect of different font styles and sizes on the visual appeal of a document by incorporating different fonts styles, sizes, colours and borders to enhance the text in my document.

	Establish the purpose and intended audience of the document.

	I included bullets and/or numbering to highlight specific points in the document to ensure that the message was clear.



Evidence:
Designed and created a one-page flyer document by applying the software features of font styles, sizes, colour, and alignment to text and images.

Competency Worksheet

Course: CIS 110 Computerized Business Applications


	Learning Outcomes
	Learning Demonstration Statements

	Recognize the powerful desktop publishing features that are inherent in the MS Word software.
	I incorporated Word Art, clip art, drop caps, diagrams, text boxes and borders where appropriate to create a newsletter that was visually appealing and informative.

I can appreciate the value of how the draft of a well designed document lends itself to efficient editing by working with a team of reviewers and editors.

	Describe the process of developing a multiple page document that communicates specific information.

	I organized the text by formatting the document into “sections”, a feature that MS Word uses to to accommodate the use of multiple columns, vertical rules, multiple headers and footers.

	Create professional documents such as newsletters and brochures.
	I published a double-sided, tri-folded brochure for my basketball team to advertise the game schedule and to raise community awareness of the league.

	Describe various desktop publishing terms.
	I created a 2 page document outlining various desktop publishing terms and explained how each feature is accomplished using the features of the MS Word software.


	
Evidence:
Designed and created a multiple page brochure by applying the software features to manipulate text into a variety of column arrangements, inserted images where necessary, and used a variety of border techniques to highlight sections of text/images.


