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Student Tutorial Letter 1/2012


Dear Student for the 2012 Academic year, Semester 1


Welcome to Computer Literacy Module, Code: CLC 3409/3509 of the University of Namibia. This is a core Module and each first year student is required to register for this module unless such a student is exempted from doing this module.

A student may be exempted from doing this module if he/she has:

· Passed an equivalent University course /module (proof must be provided)
· Completed an International Computer Driving License Certificate (ICDL)
· Passed with a B (4) symbol or better in the following subject at secondary school level (grade 12): Computer Studies IGCSE/HIGCSE/NSSCO/NSSCH; Information Technology. 
· Completed the Principles of Information Systems (PIS) at the Polytechnic of Namibia
· Passed the University exemption Test, which is normally, takes place in February/ March each year.
· Students from other Universities or Colleges must bring a course Outline for the equivalent course completed to be exempted. Take note your previous Institution must be registered and accredited in the home country.

NB: Proof of certificate should be submitted together with the application for exemption

Duration of the Module:

You are required to complete this module in one (1) academic semester of the University of Namibia, regardless of whether you are a full/part time or Distance student.


Course Outline

The following is the Course Outline for this Module. Please try to cover as much of these topics before starting with your assignments.
Faculty of Science
Department of Computer Science
Lecturer: Mr. S.P. Shihomeka



	Module title:
	Computer Literacy      

	Code:
	CLC 3409/3509

	NQF level:
	4

	Contact hours:
	Distance, offered over 1 academic semester

	Credits:
	8

	Module assessment:
	Continuous Assessment 1 Practical Assignment 50% and 1Theory Assignment 50%

	Prerequisites:
	University Entry


	
	Module 1: Information Technology Concepts(Theory)

	
	Hardware. Software. Information Technology. Types of computer. Main part s of a Personal Computer. Computer Performance Factors. Central Processing Unit. Memory. Input devices. Output devices. Storage devices. Types of software. Operating System software.  Application Software. Graphical User Interface. Networking. Intranet and Extranet. Internet.  Telephone Network. Security. Health and Ergonomics. Computer Virus. Copyright issues.


	Module 2: Using Computers and File Management (With Windows OS)

	
	Operating System. Starting Microsoft Windows. Working with the mouse. Closing Windows and shutting down the Computer. Manipulating Windows. Working with Menus.  Working with Disks.  Start menus and taskbar.  Starting and closing a Program.  Opening Multiple Programs.  Creating documents.  Creating Folders.  Moving and Copying Documents and Folders.  Renaming Documents and Folders.  Deleting Documents and Folders. Using the Recycle Bin. Creating documents and Program Shortcuts. Understanding the Explorer. Starting the Explorer.  Using a printer

	Module 3: Word Processing(With MS Word)

	
	What is Word processing? Creating and Saving a Word Document.  Closing the Word Program.  Using the Help System. Facilities available in creating a Word Document.  The keyboard.  Word Wrap.  Checking Spellings and Grammar.  Using the Thesaurus.   Editing:  Inserting Text.  Overwriting and Replacing Text.  Deleting Text.  Copying and Moving Text.  The Undo and Redo Commands. Formatting: Working with Fonts.  Aligning Text. Indenting Texts and Adding Bullets.  Margins, Paper Size, Orientation, and Line Spacing.  The Ruler and Working with Tabs.  Using Templates.  Inserting Dates and Times. Tables:  Creating a Table.  Entering and Aligning Text in a Table.  Working with Rows and Columns.  Adding borders and Shading.  Using the Drawing Toolbar.  Filling colors to objects and other effects.  Auto shapes.  Clip Art.  Textbox and Word Art.

	Module 4: Spreadsheets(With MS Excel)

	
	What is a Spreadsheet?  Starting and exiting Excel.  Creating a New Excel file and opening an existing File.  Moving around the worksheet, getting help.  Entering data in your workbook.  Adjusting the column and row widths.  Using automated features to simplify work.  Improving the looks of worksheet by using formatting functions.  Naming, deleting and moving ranges.  How formulas work. Using functions. Copying of formulas.  Sorting data. Formatting a worksheet. Creating graphs and charts. Formatting graphs and charts. Printing the workbook.  Working with different worksheets.

	Module 5: Database Management (With MS Access)	

	
	What is a Database?  Creating a Database Structure.  Modifying the Database Structure.  Entering records. Searching records. Editing records. Tables.  Queries.  Forms.  Reports.  

	Module 6: Presentation(With MS PowerPoint)

	
	Starting PowerPoint, Creating a File and Closing.  Creating a Slide Show with the help of AutoContent Wizard.  Design Templates and Blank Presentations.  Enhancing the Appearance of your presentation by formatting text, creating a bulleted list, adding a header, footer and note, adding transitions and animation.  Formatting text, Formatting slide design.  Printing.  Other Important aspects of PowerPoint e.g. planning your presentation adding notes to your slides.

	Module 7: Internet and Email(With Internet Explorer and Outlook)

	
	Introduction:   Description of Internet, Internet Hardware and Software, Communication Protocol Requirements.  Understanding the Internet Explorer.  The MSN Home Page and Facilities.  Searching the Internet.  Search Engines.  Downloading of Files.  Creating and Sending messages.  Sending a single message to many recipients.  Attachments.  Saving your message.  Receiving and Working messages.







Examination:
· There is no formal examination for this module
· The two assignments are your  examinations

Vacation Schools:

There will be vacation schools where I will be meeting you to discuss critical areas of this module. See your academic calendar from ces. Do not miss!!!

Wishing you all the best
 (E-Signature)    Mr. S.P. Shihomeka (lecturer)
Cell: 0855516229   

2012 COMPUTER LITERACY 

ASSIGNMENT 01
DUE DATE:  30 MARCH 2012

Instructions for Students:


1. All assignments must be typed. Innovation, accuracy and relevance will earn extra points
2. Use a computer with Microsoft Office 2010 or latest Version
3. Create a folder with your Surname, Initials and Student number and inside it have a word document named: Assignment 1 2012 and your student number.
4. Works that are not typed and submitted via the dedicated e-mail will be returned to students unmarked. 
5. Ensure that all your details on the cover page of your assignment.
6. Assignments must be strictly submitted on the due date stated above. Do not submit your Assignment Directly to my Office. It will not be marked.
7. Submit your Assignments electronically, by forwarding it to the dedicated e-mail address:   clc3409@unam.na
8. NB: Only electronic submissions will be accepted.

An electronic version of this assignment is available on the Unam website. Click on Centre for External Studies, Student Support and then Assignments.


Information for Students:

· There is no prescribed Textbook for this course. Use your Study Manual and supplement it with any latest book on Introduction to Computers.
· There will be no formal examination for this Module. Assignments are your examinations
· Please, attend the Vacation Schools on the date appearing on your Year Calendar from CES
· The following Modules are covered in this Module: Introduction to Computers; Using Computers and File Management; Ms Word; Ms Excel; Ms Power Point; Ms Access and Internet and Ms Outlook.
· Total Marks for Assignment 1, Semester 1 2012 is 100.
· This Assignment 1 Semester 1, 2012 consists of 10 Printed Pages including the Cover page


Section A: Multiple Choice
Write the letter representing the correct answer next to the question number. E.g. 1.1. A.

1.1. Which of the following is only an input device?						/2/
(a) CD-RW
(b) Scanner
(c) Monitor
(d) Printer
1.2. The most effective printer to use for making carbon copies is a(n)			/2/
(a) Laser
(b) Thermal
(c) Ink het
(d) Dot-matrix
1.3. The escape (ESC) KEY ON YOUR KEYBOARD HAS THE FUNCTION TO		/2/
(a) Allow the numeric keypad to be used 
(b) To delete the character to the left of the cursor position
(c) Delete the entire document
(d) Cancel a current uncompleted command
1.4. The flexible , flat circular piece of magnetic material used for storing information is called/2/
(a) Magnetic type
(b) Hard disk
(c) Floppy disk
(d) Microdisk (stiffy)
1.5. When this key is held down on the keyboard, capital letters or special characters at the top of each key are printed									 /2/
(a) ALT
(b) CTRL
(c) SHIFT
(d) CAPS LOCK
1.6.  Which of the following would not be considered as an advantage of teleworking?/2/
(a) Less people to cater for in the main office
(b) No specified working hours
(c) Less commuting time
(d) Greater ability to focus
1.7.  To avoid health risks when working on a computer for long hours, what must be done ?/2/
(a) Do not take regular breaks as it wastes valuable working time
(b) Use adjustable backrest to lay backwards during off times
(c) Do not get fresh air as the bright sunlight might damage the eyes
(d) Close the eyes and blink regularly
1.8.  Which parts of the computer are the most valuable and needs to be rescued first if your office is flooded during a heavy rainstorm?/2/
(a) Monitor/ Touch screen
(b) System case and Contents
(c) Uninterruptible Power Supply
(d) FireWire
1.9.  When working with a very large collection of data, which type of application will be the best to use?
(a) Presentation
(b) Word processing
(c) Internet explorer
(d) Database

1.10. What is the best way to protect a computer against data loss?
(a) Shut down the computer
(b) Change passwords
(c) Do not use weblogs
(d) Make regular backups

Total Marks for Section A: 2x 10 = 20 Marks

Section B: Short Questions

(a) Define the following computer concepts/terms:

1. Information Technology (IT)							[2 marks]
________________________________________________________________________________________________________________________________________________
2. Motherboard									[2 marks]
________________________________________________________________________________________________________________________________________________

3. Smartphones									[2 marks]
________________________________________________________________________________________________________________________________________________

4. Teleworking									 [2 marks]
________________________________________________________________________________________________________________________________________________

5.  Spooling 									[ 2marks]
________________________________________________________________________________________________________________________________________________

(b) State the difference between impact printers and non-impact printers? 	[2 Marks]
________________________________________________________________________________________________________________________________________________________________________________________________________________________
(c) Compare and contrast the features of CRT screens and LCD Screens? 	[6 Marks]
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

(d) Discuss two ways to measure the performance of a hard disk?		[2 marks]
________________________________________________________________________________________________________________________________________________


Total Marks= 20

Section C:  File Management and Word Processing 


1. Critically, discuss the following features of a Windows Desktop:
a. Start Button 								[2 marks]

________________________________________________________________________________________________________________________________________________
b. Taskbar 								[2 marks]

________________________________________________________________________________________________________________________________________________

c. System tray 								[2 marks]

________________________________________________________________________________________________________________________________________________

2. State the steps that you have to follow to create a folder with three subfolders on the desktop?									[4 marks]

________________________________________________________________________________________________________________________________________________________________________________________________________________________


3. Name and explain the four mouse operations					[4 marks]

________________________________________________________________________________________________________________________________________________

4. What is a water mark? What steps would you follow to insert watermark in a word document?									[2 marks]

________________________________________________________________________
________________________________________________________________________

5. What is the difference between the following types of document views: draft view and outline view?									[2 marks]

______________________________________________________________________________________________________________________________________________________
6. List any two examples of word processing Applications? 		[2 marks]
________________________________________________________________________________________________________________________________________________

Total Marks= 20 Marks



Section D: Excel and PowerPoint

1. State the difference between a Name box  and a formula bar		[4 marks]

________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Why a cell in spreadsheet has a name?					[2marks]

________________________________________________________________________________________________________________________________________________
3. State the uses of the Auto-fill Command in excel?				[1 Mark]
_______________________________________________________________________

4. Suggest the steps that one would follow to delete worksheets in Excel?													[2 marks]

________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. When can you use the following keys/key combination: Ctrl + Home?	 [2 marks]

________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. What is the difference between Transition effects and Animation Effects?	[2 marks]

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. What steps would you follow to insert date and time at the header section of your slide?											[2 marks]

________________________________________________________________________________________________________________________________________________________________________________________________________________________

8. What is a slide master?							[2 marks]

________________________________________________________________________________________________________________________________________________

9. How do you print out slides as handout in 2010 PowerPoint?		[3 marks]

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Total Marks =20



Section E: Data base, Internet, E-Commerce and Outlook

1. What does URL stand for? 							[ 1 marks]

________________________________________________________________________________________________________________________________________________

2. What does RSS stand for? 							[1 Mark]
________________________________________________________________________

3. State the difference between hyperlink and web browser? Give Examples.	[ 2 marks]

________________________________________________________________________________________________________________________________________________

4. List the steps required to block pop-ups?					[ 4 marks]

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. What does the term encryption mean?					[2 marks]

________________________________________________________________________________________________________________________________________________________________________________________________________________________
6. State the difference between malware and spyware?			[4 marks]

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
7. What is a relational database?							[ 2makrs]

________________________________________________________________________________________________________________________________________________________________________________________________________________________
8. State the difference between the following types of queries: update query and append query?										[2 marks]

________________________________________________________________________________________________________________________________________________


9. What does XML stand for?							[2 marks]

________________________________________________________________________________________________________________________________________________


	Total Marks =20


Total Marks for Assignment 1 2012 Semester 1: 100

End of the Assignment



ASSIGNMENT 02
DUE DATE: 30 APRIL 2012



Instructions for Students:


1. All assignments must be typed. Innovation, accuracy and relevance will earn extra points
2. Use a computer with Microsoft Office 2010 or latest Version
3. Create a folder with your Surname, Initials and Student number and inside it create a sub folder  named: Assignment 2  Sem 1 2012 and your student number.
4. Works that are not typed and submitted via the dedicated e-mail will be returned to students unmarked. 
5. Ensure that all your details on the cover page of your assignment.
6. Assignments must be strictly submitted on the due date stated above. Do not submit your Assignment Directly to my Office. It will not be marked.
7. Submit your Assignments electronically, by forwarding it to the dedicated e-mail address:   clc3409@unam.na
8. NB: Only electronic submissions will be accepted.
An electronic version of this assignment is available on the Unam website. Click on Centre for External Studies, Student Support and then Assignments.

Information for Students:
· There is no prescribed Textbook for this course. Use your Study Manual and supplement it with any latest book on Introduction to Computers.
· There will be no formal examination for this Module. Assignments are your examinations
· Please, attend the Vacation Schools on the date appearing on your Year Calendar from CES
· The following Modules are covered in this Module: Introduction to Computers; Using Computers and File Management; Ms Word; Ms Excel; Ms Power Point; Ms Access and Internet and Ms Outlook.
· Total Marks for Assignment 2 is 100.
· This Assignment 2 2012 Semester 1 consists of 11 Printed Pages including the Cover page

Section A
Using Computers and File Management


You are working for The Northern Farming and Garden Cc as a Secretary to the Director: Crop Production, Mr. Toivo Shihomeka. Mr. Shihomeka requested you to do the following:

(a) Create a folder in the sub folder : Assignment 2  Sem 1 2012 and your student number and name it ‘Crop Production 2012 ” respectively.				[ 2 marks]
(b) Create a sub-folder in the folder you created in (a) and name it your student number. 											[ 1 Mark]

(c) Create 5 sub-folders in the folder you created in (b) and name them: Word 2012;  Excel 2012; Access 2012; Power Point 2012 and  General Service 2012 respectively.[ 5 marks]


(d) Open My computer/computer on your PC, maximize it and use the print screen key to copy and paste the snapshot onto a word document. Name the document ‘Mr Shihomeka’ and save it in the ‘Genera Service 2012 folder created in (c).[5 Marks]

(e) Do the same as in (d) for the control panel window; name this document Control Panel Semester 1 and save it onto the ‘General Service 2012 folder’. Make sure that your control panel is displayed in a classic view. 				[5 Marks]

(f) Compress your folder.							[ 2 Marks]
 Total Marks: 20
Section B

Ms Word: Word Processing 

1. Create a sub folder in  the : Word 2012 folder and name it “Technology Management and Leadership in the 21st Century”					(1 Mark)
2. Create a Word document named Technology Management Workshop and save it in the created subfolder; key in the text below as it is: 				(2 marks)
The Northern Faming and Garden Cc
Office of the Director

To: 	The Chief EducationOfficer
	Eembaxu Town Council
	Ondobe
From: 	 Dr.  Juilia Ndahafa Titus
Senior Educational Technologist
	The Northern Farming and Gadern Cc
	Omauni

Date:
Subject: the 2012 Educational Tchnology Workshop

Dear  Mrs. Monikca Cloete

This serves as a notification and  invitation to the workshop that is scheduled to take place as from the 20th of March 2012- 25th March 2012 at Eembaxu  Town Council Chamber. The thme of the Seminar is: Social Network Sites and its Abuse in Rural and urban schools.
We are fully infrmed that, the Minister of Education will officially open the workshop and the Right Reverend Nembungu will do the prayer.

	N
	Name
	Topic
	Duration
	Qualification

	1
	Mrs. Toivo Titus
	Qualities of an effective Educational Technologist
	30 Min
	PhD, M. Ed, PGDE,BA

	2
	Prof. Dr. Sadrag Panduleni
	Professional Ethics in Social networking 
	40 Min
	PhD; MBA, B. Ed, ICDL

	3
	His Execellency, Prof. Tenda Cloete (Minister)
	Crafting and ICT Strategy for a secondary School
	45 Min
	PhD, Msc, Bsc

	Total Number of Presenters
	3



Below is the list of presenters and their topics of discussion at the workshop:
Please take note that accommodation and fod will not be provided. Therefore, make sure that you do the boking well in advance before or on the week of the workshop to avoid disappointment. The following Hotel can acccomondate you during the said period: Nestor Shihomeka Traditional Lodge, Shafuda shaHeishi Main Road, Eendadi.

Should you have any query, please do not hesitate to contact me at: 934456677 24 hours.
Thanking you in advance.
_______________________________
Dr. Julia Ndahafa Titus [PhD, M. Ed, B. Ed]
Director
The Northern Farming and Garden Cc


3.    Spell-check the document 							(2 marks)
4.    Move the sentence “Below is the list…” to just above the table 		(1 mark)
5.    Insert today’s date (format: D/M/Y. Font colour: Blue, Accent 1, Darker 25%) next to the          
      Date memo heading. Ensure that the date is fixed. 				(2 marks)
6.    Change the second occurrence of the term workshop to another word with the same meaning  										(1 mark)
7.    Change the font of the entire text to High Tower Text, size 13 		(1 mark)
8.    Bold and Center the first two headings at the top of the document and apply Olive Green, Accent 2, Darker 25% shading to it. Change the font size to 17, font color light blue. (1 mark)
9.  Bold and Dot Dash Underline (Underline Colour: Tan, Bacground 2, Darker 75%) the memos headings, i.e To, From, Date, Subject. 					(1mark)
10.   Add a page border with a Monkey to the document 				(2 marks)
11.  Change the colour of the page to Gradient colours (Colour 1: Olive Green, Accent 3, Darker 25%; Colour 2: Orange; Shading Styles: Diagonal Up).			(1 mark)
12.  Give the necessary paragraph spacing so that the text is aesthetically balanced in the single page document (to look more attractive) 						(1 mark)
13. Apply a text watermark (text: Social Network Sites Workshop March 2012, Colour:  Purple, Layout: Diagonal,  Font: Goudy Old Style, Size: 66). Ensure that it is Semi Transparent.								                      (1 mark)
14. Apply a dotted border (outer) and dashed-dotted border (inner) to the table.	(1 mark)
15. Insert a Explosion 2 shape at the end of the last line in the document. Write the following       text in the shape: Seminar Dialogue 2012				(1 mark)
16. Insert a Header: Cross Functional Communications 2012 to the document and Footer:      Ethics: A moral Issue in the Contemporary Education!!!!! Font colour: light       blue, size 21.									( 1 Mark)


Total Marks: 20






SECTION C: Ms Excel
PHC Trading Enterprises your employer is also running a Taxi Business for both long and short distance transport. Each taxi is operating in a completely different environment. The MD requested you to prepare the Revenue Report for the 4 taxis for the first four months of operation: 

1. Create a workbook, name it PHC Revenue Report 2012 and save it in the Excel  2012 sub-folder you have created in Section A and enter the data displayed in the snapshot below [2 marks]
[image: ]
	2
	The figures in the months of the snapshot refer to the number of passengers per taxi per month. In cell F5 enter a formula to calculate the total Number of passengers per bus and apply auto fill to the cells F6:F8.
	1

	3
	In cell H5 enter the formula to calculate the gross income and do not forget to apply autofill. Hint: Gross Income = total x unit price
	1

	4
	In cell I5 enter the formula to calculate the taxation at 25% of the gross income and copy the formula to rest of the cells. Hint: Taxation = Gross Income * tax rate
	1

	5
	In cell J5 enter the formula to calculate the net income and copy the formula to rest of the cells. Hint: Net income =Gross Income- Tax
	2

	6
	In cell C10 enter the formula calculate the total net income 
	2

	7
	In cell C11 enter the formula to find the average gross income 
	2



	
	Creating Charts
	

	8
	Using the range A4:G8 create a clustered Horizontal Cone chart; add the following title to it: Passengers per Taxi 
	2

	9 Move the chart to Worksheet 2 (Sheet 2); Resize the chart  to enlarge it; Rename the worksheet  to Passengers Revenue Chart
	2
	

	
	Worksheet & Chart Editing and Formatting
	

	10
	Change the Font of  the entire Worksheet to Comic Sans MS, Size 16, Merge and Center the cell range A1:J1;Font Size 22 and Bold it
	2

	11
	Merge and Center the cell range A2:J2; Font Size 18; Bold it. Apply the currency format to cells where appropriate (Enlarge the columns as appropriate!)
	1

	12
	Select the ranges A4:J8 and apply All Borders format. Apply a 12.5% Gray Pattern shading to the range C10:C11
	1

	13
	Rename the worksheet 1 (Sheet 1) to  PHC Trimester Turnover 2012. Apply Yellow color to the walls of  the 3-D Column chart
	1


Total Marks: 20


Section D: Ms Access
PHC Trading Enterprises Cc also owns a Music Shop. And you required to create a database for all the music they have in stock.

1. Create a DATABASE, name it Music Collection and save it in the Access 2012 sub-folder you have created in Section A and type on it the text below as it is 				[2]
2. Create a new table named : CD Collection					[1]
3. Enter the following in design view: 						[1]
	Field name
	Data type
	Field properties

	Number
	Number
	Number

	Name of CD
	Text
	60

	Number of tracks
	Number
	Integer

	description
	memo
	



4. Enter the following information in the table:					[2]
	no
	name
	tracks
	description

	1
	The Dogg collection
	12
	Instrumental memories

	2
	The music of Lennon and McCarteney
	16
	Instrumental memories

	3
	Ricky Martin
	14
	Mix

	4
	Michael Learns to Rock
	17
	Greatest hits

	5
	Britney Spears
	13
	Great hits

	6
	Modern Talking, Bad Boys Blue
	16
	Two on one

	7
	Laurika Rauch
	19
	hits



5. Create a form based on the CD collection table. All the fields in the table must show in the form. Save the form as CD Collection.							[1]
6. Add the following additional fields to the table and enter appropriate  information: [2]
· Retail shop: data field- text; properties-50
· Cost: data field-Number; properties: integer
· Date bought: data field-Date; properties-short date
7. Change the field properties of the retail shop field to 30			 [1]
8. Create a validation rule in the Cost field to ensure no entry is larger than N$ 200.00													[2]
9. Create a second table with the same fields as the CD collection table except for the track field											[2]
10. Set the number field as the primary key, with no duplicates allowed and Save the table as DVD Collection 										[1]
11. Enter the following:									[1]
	no
	name
	description
	Retail shop
	cost
	Date bought

	111
	Die another day
	Action
	Musica
	N$199.00
	01/12/2003

	112
	A Beautiful Mind
	Drama
	Game
	N$205.95
	25/11/2003


12. Create a one to many relationship between the tables			[1]
13. Create a query that shows only the number, Description and retail shop fields of both tables and save the query as collection					[2]
14. Create a report based on the collection query that shows the same information as in the query. And save the report as  collection report			[1]
15. Print the report									[1]
( Source: Lubbe M and Benson S (2005) Let’s Do it! ICDL the Practical Way Windows XP Microsoft Office 2003.fifth Edition, South Africa)
Total Marks: 20


Section E: Ms Power Point
The Managing Director is preparing for his opening speech at the workshop. He prepared some notes and requested you to create presentation slides for him. Prepare the slides that will arouse the interest of the participants at the workshop.

1. Create a power point document, name it “Business and Professional Ethics in Namibia “and save it in the Ms Power point sub-folder you have created in Section A.		 [2 marks]
2. Insert a slide title and Enter the title “Leadership and Professional Ethics” as the title of the slide.										[1 Marks]
3. Format the title by applying font: castellar, font colour: Turkish Blue, size: 18 and a text shadow.									[2 Marks]
4.  Delete the subtitle placeholder and Insert a title and content slide, type “Leadership Qualities” as the title for slide 2. 						[2 Marks]
5. Enter the following information in the default bullet point format:		[2 Marks]
· Passion
· Commitment
· Vision
· Patience
· Compassion
6. Add the following as footer for slide 2: “If you are chasing two rabbits, both will escape”. 
[1 Mark]
7. Insert a new slide with a title only layout and Enter “Ethical issues” as the slide title. [1 Mark]
8. Use word art style of your choice to insert the following texts (do each one separately each point must have a different style). 						[2 Marks]

· Confidentiality 
· Accountability
· Trust
· Mutual Respect
· Bad mouthing etc
9. Apply a background style: style 7 and format it accordingly: fill: gradient, preset colour: Rainbow II, Type: Radial, Direction: Linear Diagonal to all the slides in the presentation. [2 Marks]
10. Apply custom animation effects of your choice to all slides (title and subtitle) for: entrance, emphasis, exit and motion path. Direction for each: horizontal, speed: slow.	[2 Marks]
11. Apply slide transitions effects between all the slides in the presentation. Speed: slow, Sound: Explosion, apply: loop until next sound, set it: Automatically after 00:15.	[2 Marks]
12. Insert the title only slide. Enter: “End of the workshop!!!” .  Use any font, size, colour of your choice. 									[1 Marks]

Total Marks 20




End of Assignment 2   2012 Semester 1
Total Marks = 100
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