
Agenda 4


Fourth class: Agenda 4

Computers and Society, Fall 2003

WACC Wednesdays 6 PM (Bowen)

I. Starting up

A. Turn your computer on. You do not need to sign in tonight; taking the Quiz will be evidence that you were here.

II. Quiz 1. After the quiz, class will resume. 

III. Announcements:

A. Quiz 1 at the beginning of class tonight. 

B. Description of Essay Assignment:

1. 3-to-5 page essay written using Microsoft Word 2000, on one of the Social Issues, due on your last regular class day between Tuesday December 9 through Monday December 15.

2. Three to five pages, ten- or twelve-point Times New Roman font, double-spaced, standard Word margins (1½ inches on the sides, 1 inch top and bottom). 

3. Essay should be written for a general audience, not for example addressed directly to your Instructor.

4. The essay should have a Heading, Title, Introduction, Body and Conclusion.

a) Heading should contain (a) Course and Semester, (b) your name, and (c) the social issue you have chosen to write on. Insert a page break after the heading; the heading does not count in the page requirement.

b) Title: Should describe the content of your Essay

c) Introduction: Should be a brief road map for your Essay (like the opening argument in a court case)

d) Body: Should explain the issue, explain the range of opinions on it, give your own opinion with supporting reasoning. Include detail, as the attorneys do when presenting a court case.

e) Conclusion: Should review your “case” and give a sense of dealing fully with the issue.

5. Content should be based on the Social Issues handout, the readings in Computers and Technology in a Changing Society, class discussion, your existing knowledge, and your own opinion or conclusions. (This is NOT a research paper where outside research is required.)

6. The document should be carefully checked for spelling and grammar.

C. I will be taking pictures again for an online class photo album. This is voluntary, not a course requirement.

D. Also, if you have not already done so, under Online Tools, fill in the Course information form.

1. Password to view / change course information is initially your AccessID. You can and should change this soon, because your AccessID is public information at WSU. Change your password on this same course information form.

2. Course grades at the end of the semester will are still on Pipeline. If you want to get Online Grade Reports for this class, during the semester, on the course information form, change “GradeReports” from No to Yes. Your password for Online Grade Reports will be the same one for view / change course information. NOTE: You WILL want to do this, promise!

IV. Topics we will cover in class tonight: 

A. Number of values that can be represented in n bits, highest and lowest values

B. Representing text in a computer

C. Representing colors and graphics in a computer

D. What do the bits inside a computer represent?

E. Files - path, parts of a path, extension. Hierarchical file system. URL - method, server, path

F. Difference between Save and Save As...

G. Starting and using Windows Explorer - also getting to see file extensions, and file paths

H. Making folders using Windows Explorer

I. Fonts and font types

J. Functions of a word processor

V. Continuing with Computer Structure and Information (Handout)
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VI. Storing text and graphics (handout)

VII. What do the bits (data) inside a computer represent? So far, the bits inside a computer can represent numbers, colors and characters. Later we will add two more types: sounds and computer instructions. Some people say that the bits are numbers, and the numbers can be used as codes for the other types of data ("number-centric"). I take an alternate approach, "equal time," that the bits inside a computer are symbols. A symbol is something that stands for something else. The computer does not "know" what the bits inside it represent; numbers, colors, characters, sounds or instructions. Who does know? Answer: the human(s) who wrote the computer program that you are using now. In one program, the bits can represent one type of information, but in another program those same bits can represent another type. One advantage of this alternate description is that it explains why computers need instructions that do things besides add, subtract, divide and multiply.

1. Lab 4. Read the following steps all the way through before starting.

1. In Microsoft Office 2000 Professional, do Word Tutorial 2 (Maroon corners, pages WD 2.02 through WD 2.32). If you are going to do this outside of this lab, make sure that you know which pages to work on before you leave class tonight. Do not print out your document until you have completed the additional steps below.

1. In this tutorial, you modify an existing file, Annuity.doc (when you are finished, you will save the file with another name). You can get the file to start from either: 

1. The CD-ROM that comes with the book

1. By downloading from the GST2710 web site. Start a web browser, go to the course web site (www.is.wayne.edy.gst2710), and right-click on the link for "Annuity.doc." Choose the option to save the file (Save Link As…, Save Target As… or something similar, depending on your Browser and its version).

1. At the top of your document, make a cover page with a separate line for each item below:

1. Your name

1. This Assignment (Lab 4)

1. Your classroom location

1. Save this part for later, when you come to the part in the lab book about saving your file, but at that time add the full path (drive, any folders, and filename) that you save the file with.

1. After this information, but before your letter, start a new page using the menu item Insert / Break... / Page break

1. Save the file to your floppy diskette. DO NOT SAVE TO THE My Documents FOLDER as you are instructed in the book., but just save to your floppy diskette. You do not need to make any special folders.

1. Print out a copy of your file, staple the pages together, and turn in this copy, by the start of the next class. This should include the cover page with your name on it. You can print using either:

1. The printer icon on the toolbar

1. The menu item File / Print, then click OK on the "Print" dialog.

1. As a result of your work in this lab, you should be able to do the following under test conditions: 

1. Start Word, beginning with the computer off.

1. Open an existing file

1. Saving a document under another name

1. Using spell and grammar check

1. Moving the insertion point

1. Use "select" then "do" - delete, move by dragging, cut, copy, paste, moving by cut and paste

1. Undo and redo

1. Find and replace

1. Formatting - document margins; paragraph line spacing, alignment, indenting; using format painter; bulleted and numbered lists; font or character formatting and attributes (bold, underline, italics)

1. Saving, previewing and printing

1. Exit Word

1. To practice these without the detailed directions in the Tutorial, look at the Review Assignment and Case Problems on Pages WD 2.33 through 2.37. Some of the Case Problems start from scratch, while other start from existing files. Existing files can be found as in B.2 above.

1. Turning your computer off

1. Save any files that you have worked on during the class and still have open

1. Click on "Start" then Shut Down...

1. Make sure that "Shut down the computer" is selected and click "Yes"

1. Wait for the dialog "It is now safe to turn off your computer.", then turn off the power using the red switch under the desktop. 

1. Assignment 4, due at the beginning of the next class. Please label your work as Assignment 4.

1. Assuming that you are starting with your computer on, but Windows Explorer not started, describe in words how to use Windows Explorer to make a folder named State on the floppy diskette, and sub-folder City within that.

2. A page of text contains about 5,000 characters, and a floppy diskette has a capacity of 1.44 MB (about 1,440,000 bytes). 

A. How large is a text file with one page of text?

B. How large is a text file with fifteen pages of text.

C. How many pages of text can fit onto a floppy diskette using ANSI coding? (Hint: divide disk capacity by size of file for one page of text.)

D. How many pages of text can fit onto a floppy diskette using Unicode?

3. A typical graphic file format for the World Wide web (*.gif) has 75 pixels per inch and a color depth of one byte per pixel. Find the file size for a 1" x 2" graphic in this format, with a compression ratio of 10 to 1.

4. When printing a graphic file, there are about 300 pixels per inch for a laser printer, either color or black/white. For a 4" by 6" photo in True Color, how many bytes must be sent to the printer?

5. In Computers and Technology in a Changing Society, read Chapter 4 pages 114 – 135. Next week’s assignment will include finishing Chapter 4 and answering the Key Terms question at the end of the Chapter.
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