Portfolio Assignments – EDUC 432-200Y

Portfolio 1: January 8, 2002

This chapter introduces basic computer concepts.  It shows an overview of terms to explain what a computer is, how a computer works, and how teachers integrate computers into their curriculum.  The chapter briefly views how a computer processes data into information and shows some examples of how computers are being integrated into classroom settings.  

Some surprising facts that I learnt:

· In 1981 IBM Corporation released its first IBM Personal Computer (PC).  It was instantly successful and for marketing reasons, other companies were allowed to copy its computer design.  This is how computers became “IBM compatible”. 

· Hardware needs the information from the software to process data information. 

· Storage differs from memory in that it can hold items permanently whereas memory holds items only temporarily during processing operations. 

Definitions:

· Information literacy: knowing how to find, analyze, and use information.

· Integration literacy: the ability to use computers and other technologies combined with a variety of teaching and learning strategies to enhance students’ learning. 

· System software ( operating system, user interface, utility programs )

( operating system: a system which contains instructions that coordinate all of the activities of hardware devices and allows you to run application software. Ex: Mac OS and Microsoft Windows.

· Application software: consists of programs designed to perform a specific task for a user. 

( packaged software, custom software, shareware, freeware, and public-domain software )

Implications and insights that will affect my teaching in the future: 

· Using technology in the classroom can be motivational because computers are a medium to capture and hold students’ attention.  

· Computers offer skill-building practice, real-world problem-solving, interactive learning, discovery learning, and linking learners to instructional resources. 

· Computers support communication for cooperative learning, for developments of high-order thinking skills, and for solving complex problems. 

Portfolio 2: January 15, 2002

PART I:

This chapter is about communications, networks, the Internet, and the World Wide Web (WWW).  The chapter reviews how teachers can use these technologies to communicate, obtain almost unlimited educational information, and enhance student learning.  

Some surprising facts that I learnt:

· How the internet became: 

· Rooted in a networking project of the U.S. Department of Defence’s Advanced Research Projects Agency (ARPA), whose goal was to build a network (ARPANET) that would allow scientists at different locations to share information and collaborate on military and scientific projects; and could function even if part of the network were disabled by a disaster. 

· ARPANET linked together scientific and academic researchers in the US.

· ARPANET was extremely successful, beneficial to researchers and others, and so underwent phenomenal growth.  Organizations decided to connect entire networks to ARPANET because of its high-speed communications.  This configuration of complex networks and hosts became known as the Internet. 

· How the internet works:

· The computer’s software divides the data into small pieces called packets (e-mail message, a file, a document…) when a computer sends data over the Internet.  

· Each packet contains the data, the recipient, the origin, and sequence information needed to reassemble the data at the destination. 

· Packets travel by “routers”: the fastest path available to the recipient’s computer.  When the path is overloaded, routers send the packets along an alternate path. 

· Internet addresses: each computer’s location on the Internet has a specific numeric address consisting of four groups of numbers.  The Internet supports the use of text-based names that represents the numeric address because the numeric addresses are numerous.  The text-based names are called domain names. 

· The rightmost portion of the domain names contains a domain type abbreviation that identifies the organization that maintains the Website. (organizations such as universities, country codes…)

· There are three types of hyperlinks: target hyperlinks (linking to another location in the same document), relative hyperlinks (linking to another document on the same Internet computer), and absolute hyperlinks (linking to another document on a different Internet computer that is at another location). 

· The difference between a newsgroup and a mailing list: the users on the mailing list discuss topics using e-mails whereas newsgroup members use a newsreader for discussions (a newsreaders allow one to access a newsgroup to read a previously entered messages/articles and add postings/articles of your own). 

Definitions:

· Packet switching: the technique of breaking a message into individual packets, sending the packets along the best route available, and reassembling the data. 

· Internet backbone: the main communications lines that have the heaviest amount of traffic or data pockets on the Internet.

· Uniform Resource Locator (URL): a unique address of a web site, which consists of a protocol, domain name, and the path to a specific Web page. 

· Hypertext transfer protocol (http): the communications protocol used to transfer pages on the Web.

· Plug-ins: extends the capability of the browser (ex: Acrobat Reader, Flash Player).

· Thumbnail: a small version of a larger graphical image that is clicked to display the full-sized image. 

· MP3: a technology that compresses audio, reduces audio to approximately one-tenth of its original size.  Original quality of the sound is still maintained. 

· File transfer protocol (FTP): an Internet standard that allows a user to exchange files with other computers on the Internet. 

PART II:

Surprising facts that I learnt:

· Concept maps are organized similar hierarchically to the way our brains organize and store knowledge.

· How many uses and benefits there are to concept maps.

· Lecture presentations

· In-class exercises

· Cooperative learning/group activity

· Text reading

· Reinforced assignment

· Assessment

· Organized source of information

· Easy to learn studying/teaching technique

· Promotes better understanding and retention of subject matters

· A versatile teaching tool that reassess content material

From reading the three articles, I have learnt a new effective tool that can be integrated in a teaching curriculum.  

The use of concept maps reinforces the belief that students learn best in an organized manner.  Organization must be integrated in a teacher’s presentation, and follow through in a student’s studying technique.  

While teaching, concept maps would strongly reinforce students to take a step-by-step approach to their work.  Teaching students to think and work in this manner at an early stage in their education is very beneficial in the long run for future successful study skills. 

As well, using concept maps allow teachers to implement a “visual learning” approach for their students.  The teacher demonstrates visually with concept bubbles and linking arrows in between each bubble.  The students can see how ideas are related and learn how to develop more information and further concepts from their model.  As well, concept maps allow students to enrich their vocabulary and writing skills by forcing them to look up linking works.  This is an excellent introduction for future essay writing, and good practice for expressing their ideas, thoughts and opinions about certain topics.  

In my future teaching in a classroom, I would definitely include concept maps as a teaching and learning tool for my students.  I feel there would be great benefits, and it would be an easy starting approach for many different kinds of projects. 

PART III:








Lesson Plan: Writing a Book Report

Overview

When asked to read, analyze, and reflect on a book, it can be difficult to organize one’s opinions and know how to effectively express ideas.  This lesson demonstrates to students a step-by-step approach to writing a book report.  Showing that book reporting can be an easy task can promote students to read more and encourage development of writing skills. 

Standard

Students apply a range of strategies to comprehend, interpret, evaluate, analyze, and appreciate books. 

Skills

1. Literary analysis

2. Critical thinking

3. Development of writing skills 

Materials Needed

1. Inspiration

2. Selected books appropriate to grade level

3. Projection equipment

Preparation

1. Choose a short book, appropriate to the class grade, to read together as an initial introduction to book reporting that will be done collaboratively for demonstration purposes.

2. Assign a chapter at a time and ask students to take note of characters, setting, main events, plots, and themes.  As well, assign two specific questions to be answered from each chapter.

3. Have students keep chapter reflections together in a notebook.

4. At the end of the book, the teacher makes a template using Inspiration for each chapter.  The template organizes ideas into: main characters, secondary characters, setting, theme, plot, and main events.  The ideas are then linked to sub-ideas that specifically describe it.  With the class (each student reflects from their notes of each chapter) the teacher fills out each idea and sub-ideas for each chapter. 

5. The teacher displays all chapter concept maps, provides linking words and development strategies to put together a report for each chapter.  Students participate and contribute in the development of the report, and observe how it is done. 

6. The teacher then assigns each student to read a short book and go through the same process for his or her book report. 

On the computer

1. As the students are reading their own book, they use Inspiration to create templates for each chapter.  As they progress, they enter the main ideas and sub-ideas into each box for each chapter. 

2. Once they are done the book, they print each chapter template.  

Follow-up activities:

1. On their printed pages, the students write on the linking arrows of the concept map “linking words”. 

2. The student then develops a paragraph or two on each chapter from their concept maps. 

3. Students hand in all paragraphs in a duo-tang.  The teacher evaluates their work.

4. Once evaluated, individual duo-tangs are passed around the classroom.  The students read their peers’ work and are encouraged to comment on the presentation.  By reading others’ reports, students may develop a curiosity for books and be inclined to read another book!

(BOOK REPORT description and INSPIRATION file already sent by email)

Portfolio 3 & 4: January 29, 2002

QUESTION 1:

As a teacher, I would use productivity software (word processing, spreadsheets), desktop publishing software, paint/image editing software, clip art/image gallery, multimedia authoring software, web page authoring software, grade book software, educational/reference software, and web tutorials.

· Word processing: to write newsletters, letters to parents/principal/administration, assignments, tests.

· Spreadsheets: to create an attendance checklist, to keep track of students’ grades, to record students handing of assignments.

· Desktop publishing software: to create high-quality colour documents such as newsletters (with school logo), announcements of events, flyers for class events or school events, certificates (for end of the year, or themed accomplishments – i.e.: Top Math Mark), greeting cards for students’ birthdays or for special events, banners for the classroom.  As well, created document can been printed in colour or put on Web for parents and the public to see.

· Paint/image editing software ( photo-editing software: edit digital photographs of the class (everyday picture, themed event, field trip…) to keep as a photo album.  Students can see photo album posted on the web.  This can instil pride for the students because they will remember events that they participated in, and see themselves on the web!

· Clip art/image gallery: to have a wider selection of graphics (clip art and photographs).  This selection provides an array of fonts, animations, sounds, video clips, and audio clips.  All these features can be added to newsletters, announcements, flyers, and presentation graphics (basically all desktop publishing software). 

· Web authoring software: to help the teacher create a web page.  The web page can be aimed information for the students and parents.  Students can track their assignments, look up due dates, check their grades, check for events (school and class), and hand in assignments through the web.  Parents can look for information to see what and how their children are doing in class.  Parents can use the web as a simple way to communicate with the teacher, and express any concerns they may have or to set up an appointment.  Perhaps a chat can be started in between parents and the teacher for suggestions and ideas on the class and curriculum. 

· Grade book software: teacher can track and organize student tests, homework, lab work, and other scores.  The teacher can sort students by name, student number or current average.  As well, the teacher can apply some statistics to the class grades: weight of various scores, automatically apply grading curves, adjust grading scales, adjust letter cut-offs.  They can use a customized grading scale (fair, good, excellent, etc…) or use percentage/points/letter grades.  The teacher can import and export grades and rosters to a word processing, spreadsheet, or database program. 

· Educational software: to assist students in various subjects (i.e.: reading or math) and to prepare them for class exams. 

Reference software: to provide students with valuable and thorough information.  References include encyclopaedias, dictionaries, health/medical guides, and travel directories.  These references can be used as tools for assignments, projects, and research papers. 

· Web tutorials: students log on to the web and go through a step-by-step tutorial on a certain subject that the teacher has taught (used as a reinforcement after teacher’s lecture).  The students can see more examples, extra information, and do practice exercises and tests. 

I would use all these software tools in my teaching as a teaching-aid to help keep me organized, focused, and compliment my teaching.  I think these software tools would also help the students stay organized and prepared for each class, and integrate computers as a tool for their learning.  Students become more comfortable using the computer at an early age and see how useful computers and software programs can be for their future.  As well, the web is an excellent way for teachers to communicate with other teachers, schools, administration, and with parents, especially in this area where everyone’s time is very limited and people are hard to reach! 

Challenges for implementing the web may include various students’ lack of comfort using the web, as well as the fact that the web may not accommodate every student’s learning style.  Perhaps a solution for this challenge, is to incorporate computer usage into the curriculum slowly and step-by-step, closely monitoring each student’s response to their interaction with the computer and web.  Touch base regularly with each student to see how they are doing and how they feel using the software program and web pages.  Have students occasionally work with their peers, perhaps they can feel more comfortable working with someone their own age and can ask questions between themselves.  An alternate proposal, is that a group of students alternate in presenting to the class something new about using the web.  This way the students learn from each other.  

 Another challenge is that with computers, one cannot rely on them 100% because at times, something can go wrong – server is busy, web site is under construction, faulty software, computer malfunctioning, etc…. and as a result, time is wasted and the students and teachers can get frustrated.  There is perhaps no concrete solution for this, but have the school computers regularly maintained and contact the school’s computer technician when there is a problem.  The teacher or school cannot control what may go wrong with home computers, but the student will have to find alternative measures if their computer is not working. 

QUESTION 2:

The QESN and Lester B. Pearson sites appear to be attractive and informative sites.  Following the “Web Evaluation Rubric” from the Shelly Cashman text on page 7.13, I gave each site this evaluation:

	DESCRIPTION
	QESN
	LBP

	Authority
	Level 2
	Level 2

	Affiliation
	Level 4
	Level 4

	Purpose
	Level 3
	Level 3

	Objectivity
	Level 4
	Level 4

	Content
	Level 3
	Level 4


	Learning Process

(applies in the sense of “information gathering”)
	Level 4
	Level 4

	Audience 

(targeted to teachers, school administration, students, and parents)
	Level 4
	Level 4

	Currency
	Level 4
	Level 4

	Design
	Level 4
	Level 4


Both sites appeared to be well organized, useful, and have good resources. 

The Lester B. Pearson site was more colourful and busier, and had a variety of links – “technical” links (applicable to school board related information), reference links (dictionaries, encyclopaedias, etc…), and “fun” links (puzzles, art creation, etc…).  This web site is also very informative in that it keeps its reader up to date with School Board information and changes.  The Lester B. Pearson site also provided links for search engines.  This site meets the needs for a variety of people, including students who want to learn more about their school board or get help starting a project (i.e.: researching tools).

The QESN site does not contain as much substance or as many links as the Lester B. Pearson site.  As well, some of the links did not work (i.e.: “What’s new?” link).

Portfolio 5: February 5, 2002

I have read the article “The Student WebQuest” by Dr. Maureen Brown Yoder.  This article increased my awareness on WebQuests, its objectives and its benefits.  As a future teacher, I would seriously consider using a WebQuest (for any teaching subject or topic) as a teaching tool for myself, and as an effective learning tool for my students. 

Using WebQuests allow students to safely and productively use the Internet, while interactively increasing their knowledge on various subjects.  The students become very focused and integrated in the WebQuest activity, and as a result, they do not have time to be distracted and wonder off to restricted web sites.  In addition, WebQuests add variety into the teacher’s lesson plan, perhaps increasing interest within the classroom and heightening students’ enthusiasm for school and learning.  

WebQuests demand that students apply various skills: critical thinking, researching, problem solving, creativity, internet use and searching, interactive group work, effective writing skills, captivating presentation style, etc…  Webquests can also benefit addressing sensitive topics and stimulating discussions, i.e.: prejudice, human rights, etc…  This effective teaching tool can focus on a huge spectrum of topic, as well as bring contemporary world issues into the classroom, evaluate history, create products, deal with life’s realities, and spark students’ imaginations.  All this can be accomplished while meeting the education curriculum.  

A Webquest’s final product also varies.  It can be in an oral or written presentation, in a dramatic performance, in a multimedia presentation, in artwork, in a musical composition… the possibilities are endless.  Webquest has so much flexibility.  This is an extremely advantageous feature to a teacher who must meet students’ diverse learning styles and address a range of age groups.  Therefore, a teacher can accommodate and focus on her classroom needs by looking for specific details in already produced WebQuests, or create her own WebQuest.

Perhaps a few challenges can arise by implementing WebQuests into my classroom.  First, I would feel it is necessary to thoroughly explain how a WebQuest works before the students are let free to take on the quest, especially for elementary grade levels.  I would also revise Internet rules, and advise them that they will be supervised, but as well, given the opportunity to practice decision-making and take initiative in their own project. An introduction would also be given on how to research on Internet.  All in all, the initial stage may be somewhat time-consuming in order to effectively introduce/revise the concept of WebQuest.  However, I would feel that this is time well spent and very beneficial to them in the future.  A second concern may arise from the parents regarding their children spending so much time on Internet.  To address this concern, I would initially have a detailed information package sent to all the parents informing them of what WebQuest consists of and all other logistics.  I would encourage the students to share with their parents the progress in their projects, and invite the parents to attend one of the classes where the final products of the projects are presented.  And most importantly, as in for any situation, I would always make myself available to address any concerns from the parents.  

Portfolio 6: February 12, 2002

I agree that pictures increase readers’ comprehension.  A reader will most likely be interested and motivated to read an article or a text if there is a graphic image attached.  Graphics can make it easier to understand a text, sometimes clarifying a certain idea that is unclear when described in words.  As the saying goes, a picture is worth a thousand words! 

I think the features of graphics also contribute a great deal to increasing a reader’s comprehension.  Colour graphics are more attractive and stimulating compared to black and white graphics.  When a text is not very interesting or difficult to understand, or when the audience is targeted for children, colours make a tremendous difference.  I think the more the colours and vibrancy in a text for children, the better.  Children are attracted to brightness and vividness, and having numerous pictures in a text is very beneficial for capturing a child’s short attention span. 

A detailed picture that is sharp and clear is a good accompaniment for a text.  The picture should not be overwhelmingly busy, but if it has several points of focus, it can encourage critical thinking (in reference to what he/she has just read). 

I also believe that if a picture or an animation is very realistic, the reader will better understand the text’s information.  If a graphic has motion for example, a reader can better associate several messages from the text.  

I think many people are visual learners, especially children.  Therefore, by including illustrations to texts, there is more certainty in better delivering a text’s message.  Readers will most likely remember what they read, and be inclined to pursue more information on the subject. 

Some new facts I learned: 

· As mentioned in the “Using Pictures to Increase Comprehension” article, readers are attracted to images and retain graphic information because memory for pictures is retained better than memory for words.  

· A larger picture next to an article increases recall of facts compared to a smaller picture. 

· High resolution scans provide a higher dpi and a more detailed image, but usually result in an impractical file size and slow loading speed.
· Calculations used to set the correct resolution and scale (size of image).
· Scale your image before you bring it into your web page in order to increase download speed and maintain the best resolution for your web page. 

I think KidPix is an excellent tool for children and a great teaching tool for teachers.  When we had the opportunity to “play” with KidPix in class, I found it extremely easy to learn with minimal instructions. 

I thought the sound effects were a great idea, and very fun for the kids.  It is an entertaining way for children to be exposed to new sounds, and to practise identifying sounds.  The program offered a variety of ways for a child to create a beautiful and unique picture.  The graphics were very realistic, yet some were animated, or some were like a colouring book allowing the child to colour in between the lines.  There were a variety of colours, fonts, “paints” (thick, thin, spotted stream, full lines, etc…) and more to choose from.  The possibilities in this program are endless.

Once a child has finished creating his/her masterpiece, the student will have a sense of fulfilment and pride for his/her own work.  The child has accomplished a piece of work independently, and in addition, has learned how to use a computer, apply computer graphic skills, and has had the opportunity to be creative and use his/her imagination without limit!  

Newsletter following:



[image: image1.wmf]When February comes along, every  “Ottawa-ian” of all ages knows it is Winterlude time!  It’s a time for the city to have fun, enjoy the outdoors, and spend some time with family and friends.

Winterlude offers a variety of exciting activities for everyone.  The most popular activity is skating on the longest outdoor rink in the world – the Rideau Canal.  (Don’t worry if you don’t have skates, you can rent some!)  While you’re skating, don’t forget to take a break and stop for a beavertail and some hot chocolate along one of the chalets on the canal! 

Other beautiful attractions of Winterlude are the ice sculptures and snow sculptures.  Sculptors from all over the world come to create striking and one-of-a-kind sculptures, and then compete against each other.  

The ice sculptures are lit up at night and can be seen at Confederation Park.  This park is a step away from lively Elgin Street, filled with restaurants and cafes, and a few blocks away from 

Parliament Hill and the charming ByWard Market.  While you’re in the 

market, don’t forget to pick up a can of maple syrup! 

The snow sculptures are along the canal by Dow’s Lake, and “Winterluders” can skate along to take a look at all the sculptures. 

At Jacques Cartier Park, across the border in Hull, Quebec, there is a huge “snow park” created for children and families.  In this park, children can spend the day having fun on the slides and in the tunnels made out of snow.  Or the whole family can go for a horseback sleigh ride! 

You can take part in many more winter activities around the Ottawa area.  Gatineau Park is the perfect place for cross-country skiing, or a sunny afternoon hike.  Within an hour’s drive, you can find downhill ski resorts. 

Winter is a wonderful time of year to come and see the Nation’s Capital.  No matter how cold the weather is outside, the city is filled with warmth and laughter, and joyous memories waiting for you to create!  Contact your travel agency for information on Ottawa travel.  Then pack your skates, skis, bring family and friends, and be ready to have a memorable time!            

 By Silvina Almeida         [image: image2.wmf]
Portfolio 7: February 19, 2002

A spreadsheet organizes numeric data in rows and columns.  One can enter numeric information in each cell, and use the spreadsheet to calculate various mathematical functions.  A spreadsheet is also known as a worksheet. 

A database allows one to access, retrieve, manipulate, and use the data entered in the rows and columns.  It is a collection of related data organized in records. 

Spreadsheets can be very useful to everyone, although very common for accountants’ use.  In a classroom activity, a teacher can practise with her students map charts, pie charts, bar charts, time lines (i.e.: history lessons), entering and manipulating data, graphing data results (i.e.: science lessons, labs), and mathematical skills (i.e.: averages, addition, subtraction, etc…).  Students can practise computer skills and entering data into a chart, and then the spreadsheets can show the relationship between the data that is entered.  One can clearly see how data is related through graphics, such as bar charts where one can visually see the difference between each variable.  

Database however, allows the user to enter more detailed information.  For example, a student database would include all the students’ name, addresses, and telephone numbers. 

A new term I learned from the Shelly Cashman text from this week’s assigned readings is the term “slide sorter”. A slide sorter refers to a feature in presentation graphics software, such as PowerPoint presentations, that allows small versions of all slides to be viewed.  A slide sorter can be helpful for preparing and organizing a presentation.

My technology experience this week:

This week in the Application Software class, we learned about spreadsheets and had the opportunity to practice manipulating data.  I had never used a spreadsheet before and was not aware of all the mathematical computations it could do.  A spreadsheet can be a very helpful tool, and as a future teacher, I can see it coming in very handy for keeping track of student marks, class averages, student grade improvements, visually displaying results (averages, improvements…) with graphs, etc…. As well, spreadsheets can be very useful for personal use, such as home budgeting. 

Uses of spreadsheets and online databases as a teacher and with students:

Spreadsheet uses: student activities:

· Practising mathematical computations

· Reporting science lab results

· Tracking interview results, i.e. for a social science class where an assignment requires interviewing the public and studying a particular variable

· Graphing, i.e. bar charts, pie charts…

· History lesson, i.e. reproduce a timeline of some historic event

Spreadsheet uses: teacher use:

· Report card organization and calculation

· Keeping track of test and assignment results

Database uses: teacher use:

· To present detailed information for students to work with in a project, i.e. research project
· To keep track of all the students personal information
· To keep track of contact information, i.e. parent volunteers
· To display classroom organization, i.e. classroom events, schedules, each student’s responsibilities
· Detailed tracking for students to know what each assignment is comprised of and when each assignment is due.  
Portfolio 8: March 12, 2002

The reading in the Shelly Cashman text was about different kinds of software that allow a user to efficiently perform daily requirements in their day for their work or personal use.  

Specifically, this section referred to database software and presentation graphics software.  

What I learned: 

Database software

· Database terms: fields ( a collection of related facts that a record contains.  For example, a teacher can have a database on each student.  All of the data that relates to one student would be considered a record. Each fact (i.e. street address, telephone number…) is called a field.   Each item that you want to keep track of is a field in the database.

· Steps to creating a database:  

i) make a list of the data items to be organized.  Assign each field a unique name.

ii) after database structure is created by defining the fields, data for individual database                   records can entered.

iii) database can now be used to produce information.

Presentation graphics software

· Presentation graphics software help the user create presentations for communicating ideas, messages, and other information to a group of people. 

· Objects from clip art/image gallery can be incorporated into the user’s slides to create a multimedia presentation.  

· When presenting, the user can set the slides to a timer where each slide is presented at a pre-programmed timed interval automatically.  Special effects can be applied to the transition of the next slide.  

· While creating the presentation, the user can view small versions of the slides with a slide sorter.  From there, the presenter can arrange the slides in any order or display them one at a time by clicking the mouse or pressing a key on the keyboard.  

· Users can create presentations with links to other slides, other presentations, other files and software programs, animations, audio and video clips, as well as WWW sites.  This feature allows presenters to spontaneously branch off in a presentation in order to access extra information. 

From these readings, I have learned a little bit more on the benefits of incorporating computers in a teaching curriculum.  As a teacher, I would consider the option of presenting a lesson with Presentation Graphics Software, such as PowerPoint.  Presentation Graphics Software would be useful when I am planning my lesson to organize my thoughts and how I want to present the material to the class, as well as creating a handout for my students to better follow what I am teaching to them.  As well, it is an advantage to have features that allow the teacher to add audio and visual affects (i.e. clip art, transition special effects to the next slide) can captivate the students’ interest - kids love special effects! 

The article “Making Presentations” by Chris Jarvis is about the planning, preparation and practice of presentations.  This was an easy and interesting article to read, as well as very useful.  The article gave handy tricks to consider for a presentation.  Presentations can be nerve-wracking, but it is something we have to learn to do!  As the author said, “nervousness is a feeling – it usually doesn’t show!” (that’s good to know!). 

What I learned:

· Planning steps involve setting out clear objectives before you start ( what do you want to talk to the audience about? What do you want the audience to learn? What do you as a presenter want to get out of it? How can you best convey your information?

· Preparation ( 

i) Scheduling artwork, slides, handout work

ii) Rehearsing with the equipment that you will be using.  Good idea to check for faulty equipment and preview the room layout as well. 

iii) Inviting your audience (if necessary) 

iv) Think of ways to involve the audience.  It is important to maintain their interest and to relate to them while you are presenting. 

v) Use prompt cards and slides to structure your presentation, and prepare handouts for the audience to follow with.  Do not read from your cards!

· Helpful hints! 

i) Be yourself!  Enthusiasm is important!

ii) Don’t forget to look at the audience, maintain eye contact.

iii) Don’t talk to your shoes or to the wall, your voice needs to project outwards.

iv) Take a calm sip of water.

v) Smile!

vi) Don’t over thank and praise your audience.

vii) Don’t overly prepare.

viii) Outline the presentation in the end…. Chris Jarvis mentions a few lines to remember: “First you tell ‘em what you’re gonna tell ‘em, then you tell ‘em, then you tell ‘em what you’ve told ‘em” !

ix) Always keep things simple (KISS – keep it simple stupid!)

x) Decide to take questions after or during the presentation. 

· During the presentation, remember that people get tired.  Change the cadences of your voice and involve the audience with your smile.  Use your visual media to provide sequence and structure.  Pace yourself, allow yourself enough time to effectively present everything you need to.  If you run out of time, summarize and stop.  Uncovered material can be taken up during question time. 

· Visual materials should not have too much information.  It should be visually stimulating, clean, no mistakes, and have brief points, specific information will be covered by the presenter.  The audience should be able to easily read the slides (font should be big enough). 

· Questions: While answering questions, move toward your audience and maintain eye contact.  Ask for clarification if you do not understand what someone is asking.  Control your audience from getting too broad or carried away on different subjects.  It’s alright to say that you do not know the answer, but offer resources for a subsequent answer.  When the presenter feels there have been enough questions, ask for one or two more and then wrap everything up.  

· The End: summarise and finish on a high note! 

.
Extra Portfolio: April 9, 2002:

A very useful section that I found in the textbook was the “Buyer’s Guide 2002” section, on pages 4.48 to 4.62.  This guide informed the reader on how to make purchases for a desktop computer, laptop, and handheld computer.  As well, it described how to install and maintain your PC.

It was helpful to read the advice on laptop purchases.  I just bought a laptop this year, and I had done a lot of research to ensure I was getting a good investment to last me a while. After reading this section, I was happy to learn some new information I didn’t know.  For the next time! 

I feel it is crucial that the consumer try to inform herself/himself as much as possible with the latest information.  As well, an excellent first step is to list all your computer needs before heading to the stores.  Once you are at the store, it very easy to get overwhelmed with all the different products on the market and end up purchasing a system with features that you do not need.  Beware of pushy salespeople!  I purchased my laptop from Dell, from their Canadian website.  I had compared prices from various companies and found that for my basic needs (basic student needs – word processing, internet, emailing…), Dell offered the best prices.  I had also heard good comments on their company and customer service.  It is a good idea to compare with others different makes of computers and companies.  Perhaps they know some things you have not heard.  And an extra important reminder, it is a good idea to get extra warranty.  You never know what can happen!

Here are some important facts I learned from the textbook about buying a laptop:

· Purchase a notebook computer with a sufficiently large Super XGA or Ultra XGA active-matrix screen. ( active-matrix screens display high-quality color that is viewable from all angles.  

( 14.1-inch display is satisfactory; but for light traveling, 13.3-inch display is good. 

· Experiment with different pointing devices and keyboards.

· Make sure the notebook computer you purchase has CD-ROM, CD-RW, or DVD-ROM drive. ( DVD-ROM drives are more expensive, but allow you to read CD-ROMs and play movies using your notebook.

· If you plan to use your notebook computer both on the road and at home/school, consider a docking station. ( a docking station includes a floppy disk drive, a CD-ROM, CD-RW, or DVD-ROM drive, and a connector for a full-sized monitor.  A docking station turns your notebook into a desktop computer, eliminating the need to transfer files from one computer to another. 

· If necessary, upgrade memory and disk storage at the time of purchase.  Upgrades are usually less expensive at time of purchase.

· If you will be frequently using your notebook on airplanes, purchase an extra battery. 

· Purchase a well-padded and well-designed carrying case. 

· If you travel overseas, purchase a set of electrical and telephone adapters.

· To connect your notebook to a video projector, make sure the notebook is compatible with the video projector.

