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Student Resource 15.1
Reading: Letter from the CIO

From: Big-Time Accountants, Inc.
To: Academy of Information Technology, Computer Networking Students
Subject: Welcome on Board!

Dear Students,
We are a small accounting firm embarking on a project to set up a small-business computer network.  However, our staff does not have much computer expertise, so we are requesting your assistance.  Specifically, we would like you to write PowerPoint tutorials to teach us how to set up some crucial aspects of our network.  
Please create a tutorial covering a procedure used for installing, setting up, configuring, troubleshooting, or maintaining a network, using 12–20 PowerPoint slides. We are looking for presentations that meet the following criteria:
· Explain the big picture of why the procedure is important. 
· Explain what your topic accomplishes in computer networking.
· Describe the technical aspects of the topic. 
· Demonstrate the step-by-step process for accomplishing the task.
· Provide essential information about the topic on each slide.
Thank you for sharing your expertise. We look forward to hearing from you soon.

Best regards,


CIO
Student Resource 15.2
Project Plan: Networking Tutorial
Student Names:_______________________________________________ Date:___________
Directions: Discuss your project with your group and decide how you will develop your tutorial. Once you have filled out the project plan below, you will be prepared to start on the project. Before you begin, read the assessment criteria at the end of this project plan so that you know how your work will be assessed.
Describe the “big picture” for your procedure: What problem does it solve? What important concepts will you need to explain before you delve into the technical stuff?





How will you explain those concepts clearly, and what images can you use to show your ideas?






What technical details will you need to explain about the procedure?






What screenshots, photos, or diagrams will you need to illustrate those details or the procedural steps?





What are the steps from your procedure that your tutorial needs to cover? (If you need more room, write this on the back or a separate sheet of paper.)





What notes do you already have available from previous classwork to help you remember and describe the purpose and steps of your topic?







Each member of your group is responsible for taking part in creating your tutorial. Decide which role each member will take in producing the presentation, and write your roles below:


Make sure your project plan meets or exceeds the following assessment criteria:
The project plan clearly and completely describes the purpose and importance of the chosen topic and why it makes a good candidate for a tutorial.
The project plan demonstrates a thorough understanding of the technical aspects of the chosen topic that will need to be explained in the presentation.
The project plan lists ideas for visuals that are appropriate and that will greatly augment the directions in the tutorial. 
The project plan provides the details of a highly organized and thorough approach to assembling the tutorial, which includes making good use of notes and materials collected throughout the course. 
The completed project plan is neat and uses proper spelling and grammar.

Student Resource 15.3
Outline Chart: Networking Tutorial
Student Names:_______________________________________________ Date:___________
Directions: Now that you have collected the materials for your presentation, it’s time to figure out how to organize your steps and documents into a clear, cohesive tutorial. You will want to review your project plan (Student Resource 15.2), add any new information that came up in your research over the last few days, and decide how many slides to dedicate to each concept and step. (You should have a total of 12 to 20 slides.)
Use your information and knowledge to write an outline that lays out the order for your tutorial presentation. If you are separating the work by slide, decide which team member will write each slide and write that person’s initials next to the slide number in the left column. Otherwise, make notes about who will complete which parts of the slide on this chart. Be sure to review the assessment criteria at the end of this resource before you begin work.

	Slide #
	Main Idea/Slide Title
	Slide Content: Main Bullet Points or Images

	
	



	

	
	



	

	
	



	

	
	



	

	
	



	

	
	



	

	
	



	

	
	



	

	
	



	

	
	



	

	
	



	

	
	



	

	
	







	

	
	



	

	
	



	

	
	



	

	
	



	

	
	



	

	
	



	




Make sure your outline meets or exceeds the following assessment criteria:
The main ideas in the outline flow logically so that the tutorial will be clear and easy to follow.
The outline gives specific details of what will be shown on each slide, in terms of both text and visuals. 
The slide titles in the outline summarize the main idea that will be explained on each slide and serve as a guide through the tutorial. 
The outline shows evidence of a very thoughtful approach to the topic that keeps the intended audience in mind by including simple, clear explanations of all the important points without overwhelming the viewer with more information than necessary. 
The completed outline is neat and uses proper spelling and grammar.
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