ITEC 3000: Internet Tools Technology 
Microsoft Office Final Exam 
Spring 2019 
Please follow the instructions below to utilize the skills you have learned from Microsoft Word and Microsoft Excel.  Please read the exam in its entirety and submit all required information.  Please follow the format shown for full credit. Since you have completed a Microsoft PowerPoint Streaming Media Presentation, you will NOT be tested on MS PowerPoint in your final exam. 
Scenario: Your supervisor is interested in purchasing several items including: a personal computer, a printer and a digital camera for office use. Unfortunately, she has no prior knowledge of the technology, but she does have you!   
She has asked you to help her choose each of these items. She would like to use the computer to run the latest version of Microsoft Office, access the Internet and possibly use other programs. Your task is to research several of each item on the Internet and then narrow the list down to 2 of each product. After completing your research you will write a proposal using MS Word and compare each item using MS Excel.  
You should use the information you have collected from the Internet to make a recommendation to your supervisor as to which of each of the devices she should choose. You MUST justify your choices and there is no specific length or format. I have provided samples as a guide. Feel free to use their structure, but put your OWN touch on it. Remember: this is a professional document, so you should treat it as such. Check spelling and grammar and be sure to document/cite all sites visited. 
Be sure to include an introduction and a conclusion with your overall thoughts and recommendations.
Step 1 
Use the Internet to research each of the devices listed above. Research all the hardware and software specifications for each device, along with prices.  
1.  The digital camera should have at least 16 megapixels. 
2.  The computer (desktop, all-in-one, or laptop) should have the following: Note: These are the minimum specifications required. 
· [bookmark: _GoBack]Processor speed should be at least 2.5 GHz.
· It needs to have at least 6 GB of Memory (or higher) . 
· At least a 500 GB hard drive *Prefer 1 TB. 
· HDMI output(s)
· Current Operating System
· Most Recent Microsoft Office Professional (You may need to add this separately) 
3. A monitor (if using a desktop model)
4. Choose a printer that prints color and black and preferably one that will print pictures. Justify if it should be laserjet or inkjet and if it is wireless and/or portable. 
**When comparing devices, be sure to compare apples to apples and not oranges. Find two that are similar and choose the better option for her specific needs. These could be a PC and a MAC. Just be sure that each one has equivalent hardware. Do not compare an all-in-one with a desktop without a monitor, for instance.
 
Step 2 
Using Microsoft Word, summarize the information you found in Step 1 by writing a proposal to give to your supervisor. 
Compare each device in a separate paragraph and explain that you have narrowed your search to the two devices (computer, printer, etc.)  Explain the pros and cons of each device to your supervisor, so that she can make the appropriate decision. (You aren't required to give all the specifications here...just enough so that you can appropriately compare the two. You will give the specs in MS Excel. See the example below and provided in BB.) 
Make sure you include a title page and works cited (bibliography) page. You may refer back to your lessons on citation and essay development to complete the assignment. Points will be deducted for items not included. 
Example: I have researched two printers that will meet your needs. The XYZ printer prints 5 color pages per minute. The ABC printer has an excellent software package and prints 7 color pages per minute. You can also print pictures using this printer. [Note: All specifics will be listed in an Excel spreadsheet; therefore, they are not listed here.]   
	This is simply an EXAMPLE of some of the information you would provide. Your report will be much more 

	Detailed and include citations for all products. A complete example can be found in Blackboard.
	 


Step 3 
Using Microsoft Excel, input the technical specification information into a spreadsheet comparing each part of the computer-RAM from computer 1 to RAM from computer 2, etc. Make sure to include the pricing. This should be self-explanatory and serve as a quick reference to your supervisor. Include specifics! (Printer: 2400 x 1200 dpi, etc.) Do this for all products.
You should include a workbook (one file) that contains a separate worksheet for each device. You should have a worksheet for the computer, printer, and camera with each sheet named separately in the workbook.  Be sure to include a chart of your choice for each device on the same page of the device to compare the prices given.  
NOTE: When creating your chart/graph for each item, you only need to compare the price of each item (Be sure each product has its own chart).  
****Please make sure you check your spelling and grammar. **** 
**Extra Points may be awarded for improving the look of your documents with special formatting, etc. Make this look professional as if I was your boss!  Good Luck! 
Review the Example given in Blackboard to determine exactly what I am looking for!
