
Agenda 12


Computers and Society

Twelfth class: Agenda 12

Wednesdays at WACC (Bowen)
I. 
Announcements

A. Quiz 2 today, 60 minutes

B. We will not meet next week, November 26. The University schedules that day as a Friday. Follow your Friday class schedule that day.

C. The next time we will meet is Wednesday December 3. The Topics for the Final Exam will be distributed that day, for discussion in class on Wednesday December 10.

D. The Final Exam for this class is Wednesday December 17 at the regular class time. The Final Exam will be cumulative from the beginning of the semester. 

E. The Essay is due at the last regular class of the semester on Wednesday December 10, the week before the Final Exam. Description of Essay Assignment:

1. Three to five page essay written using Microsoft Word 2000, on one of the Social Issues.

2. 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 (at least two opinions are required), 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.

II. 
Topics we will cover in class tonight: 

A. Counting words in Microsoft Word 

B. File Extensions

C. Microsoft Access (database)

D. Social issues

III. 
Counting words in Microsoft Word (for Questions B, C and D on Assignment 1 below): 

A. Drag over the text that you want to count to select it (if there is no selection, Word counts all words in the document).

B. Choose the menu item Tools > Word Count...

IV. 
File extensions. In Windows, the file extension identifies the application used to create the file, which is also normally the application used to edit, view and print the file. The exception to this is that HTML files, which can also be edited using text editors and, in some cases, Word.

	Extension
	Use

	exe, com
	Program

	dll
	Temporary executable module (only loaded when needed)

	txt
	Plain text file

	doc
	Word

	xls
	Excel

	mdb
	Access

	htm, html
	Web (IE or Netscape)

	gif, jp(e)g
	Internet graphics file


V. 
Microsoft Access database (handout)

VI. 
 Social issues (handed out earlier for reading ahead of time)

VII. 
Lab 12. Read the following steps all the way through before starting. Label your work "Lab 12."

A. In Microsoft Office 2000 Professional, do Access Tutorial 1 (AC 1.01 through 1.27, with the green corners about at the middle of the book. 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. Make the printouts of your document as described and a cover sheet made using Word (see below), and save your document to your floppy diskette.

B. In this tutorial, you start from the existing file, Restaurant.mdb, which you can download from the course web site or get from the CD that came with your book. 

C. Create a one-page cover sheet for your lab using Word. On the cover sheet, put:

1. Your name

2. This Assignment (Lab 12)

3. Your location

4. The full path (drive, any folders, and filename) that you saved your Excel file with.

5. Print out the cover sheet and staple it in front of your printouts.

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

1. Start Access, beginning with the computer off.

2. Open an existing database, open a table in the database, move around in the records, and print the table.

3. Create a Query using the Simple Query Wizard, and sort and print the query results.

4. Create and print a form using the AutoForm Wizard and print a single record using the form.

5. Create, preview and print a Form using AutoReport.

6. Compact an repair a database.

7. Exit Access.

E. To practice these without the detailed directions in the Tutorial, look at the Review Assignment and Case Problems at the end of the Tutorial.

VIII. 
Turning your computer off

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

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

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

D. Wait for the dialog "It is now safe to turn off your computer.", then turn off the power. 

IX. Assignment 12, due at the beginning of the next class. Write or type "Assignment 12" on the work you turn in for this assignment. 

A. On the basis of the Integration lab for last week, describe the difference between linking an object (chart, table) and embedding an object. 

1. Which one would be better if you had to regularly update a chart or table in a memo and distribute it in hard copy (on paper)?

2. Which one would be better if you had to distribute a document electronically to many different people?

B. Use Microsoft Word to write a short essay (200 to 300 words) on any one of the first six social issues on the "Issues in Science and Technology" handout. INCLUDE THE NAME OF THE ISSUE FROM THE HANDOUT, AND THE WORD COUNT AS REPORTED BY MICROSOFT WORD! Your essay should briefly describe the background and facts and give your own point of view. You can disagree with the point of view in the handout, but you may not ignore the disagreement. In other words, if there is disagreement, acknowledge that and describe it.

C. Repeat B for a second issue.

D. Repeat B for a third issue.

E. In Computers and Technology in a Changing Society, read Chapter 7 and answer the Key Terms at the end of the Chapter.

F. In Microsoft Office 2000 Professional, read Access Tutorial 2 in preparation for Lab 12 next week.
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