IFSM 201 – Assignment One

Use the Internet to review and summarize an article (no more than 3 months old) on a computer subject of your choice. You will write a summary for the article and give a review of what you read. 

You must use Microsoft Word to complete this paper. (Works is not Word).

Objectives of the assignment:

· To use the Internet to do research

· To learn how to use the APA format for research papers

· To use Word, including formatting features

· To clearly and concisely disseminate information into a report having a summary and a review

The document should 

(1) be completed on the Microsoft Word word processor program using a 12 point font [5 points]
(2) be two full  pages in length [5 points]
(3) be double spaced [5 points]
(4) have one-inch top/bottom and right/left margins [10 points]
(5) have a title and include the subheadings Review and Summary  [10 points]
(6) have the title of the class (IFSM 201) as a footer on each page [10 points]
(7) use at least 5 different types of formatting in the document (bold, different font, italics, etc.) After you print out your paper, please use a pen to circle and number the formatting changes you have made up to five changes. [10 points]
(8) have references cited properly within the paper and on the references page in the APA format. Use the APA style of formatting a paper.[30 points]
(9) have a cover page with the title of the paper and student's information. The text on this page needs to be centered both horizontally and vertically. [5 points]
(10) use correct spelling and grammar. I will give you 3 errors. If there are any errors beyond the 3, I will take 10 points off of the grade.

Submission:

To submit the paper, please staple the pages together. 

Notes:

The summary is done first. The summary is like a book report. It is where you summarize the article - you tell me about it. You will not use personal pronouns in the summary portion of the paper.

The review section is where you review the article and its author. This is where you can use personal pronouns if you wish. Types of things that you can discuss here is what you learned, how well written the article was, whether the author seemed to be an expert at the topic, etc. 

All of the information you need to use Word to create this report can be found in the Word 2002 sections A, B, and C of your Halvorson book. If you have never used Word before, I suggest that you go through each of the tutorials before starting this project.

· Objectives 1, 2, and 10 are described in Section A.

· Objectives 3, 4, 5, 7, and 9 are described in Section B.

· Objective 6 can be found on page C-14-15.

· Objective 8 is described in this assignment sheet and by your reviewing some of the web sites I have given you.
Extras (not required but fun to do):

If you wish to add a bulleted or number list, look in the Halverson book on page B-12.

If you wish to add clipart, look in the Halverson book on page C-10.

If you wish to use the WordArt feature, look in the Halverson book on page C-8.

This paper will have, at a minimum, four pages.

1. Page 1 is the title page

2. Page 2 is the first page of the body of the paper.

3. Page 3 is the second page of the body of the paper.

4. Page 4 is the References page

A Couple of Places to Learn Word.

(If you enter the words learn Word online or Word online tutor, you should find more.)

Microsoft Word Tutorial: Free online tutorial by Learnthat.com http://www.learnthat.com/courses/computer/word/
Free-Ed.Net: 120 different vocational and academic disciplines" 

 HYPERLINK "http://www.free-ed.net/" \t "_new" http://www.free-ed.net/
Homework One Extra Notes

· Do not forget to change the margins. To change margins, go to File, Page Setup, and change the number by either typing in the new number or by clicking on the arrow. 

· Do not forget to choose the double spacing-formatting feature. Please remember that a word processor is not a typewriter. Do not press the Enter key after each sentence. Only press Enter after the end of a paragraph. To create the formatting of double spacing, you choose Format, Paragraph, Line Spacing, Double before you type the body of the document. 

· A title is not a title page. Even though you have a title page, you also need to have the title of the paper on the first page of the body. That title will be centered. The subtitles Review and Summary are not centered. They are at the left margin
· You will need to center the text on your title page both vertically and horizontally. To center the text horizontally, select the text and click on the Center Alignment icon on the formatting toolbar. To center the text vertically, select the text and go to File, Page Setup. Choose the Layout tab. Choose, Page, Vertical Alignment and use the drop down arrow to choose Center. Apply to Selected Text.

· A footer is text that appears on the bottom of every page. To add a footer, go to View, Headers & Footers, change the icon to footer and type the text you want to show. 

· If you directly quote or paraphrase, you must cite it in your document. Failing to do so becomes plagiarism. If the quote is short, you will place it in quotation marks. If the quote is 40 words or more (about 3 lines or longer), you will indent the quote from the left and right margins. Each paragraph of the indented quote would be indented via the tab key.[image: image1.png]



