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IST 2710

Sixth class: Agenda 6

Section 983

Course web site: http://www.is.wayne.edu/drbowen/casf04

I. 
Announcements:

A. Don’t forget to sign in and out today

B. The Midterm is in 3 weeks. It will be two hours at the start of class; the rest of that class will be a lab session. The list of topics for the Midterm is a handout this week. In two weeks we will have a one-hour review of the midterm topics during the second hour of class. Note that this will not be enough time to review all of the topics (even the full class would not be enough time). Therefore, look the topics over, and come to class prepared to ask about the topics you are least sure of. The Midterm will be two hours long; class will resume afterwards.

C. Quiz 1 makeup: Thursday October 28, 5 – 6 PM in the normal classroom. If you already took the Quiz, but want to retake it, you must let me know this prior to next Tuesday. Otherwise I will not have a copy of the makeup Quiz for you to work on.

D. The online grade reports are working, and there is a link to them on the course web site. Before the online grade reports will work for you, you must first turn them on, by using the online Class Information Form to change “GradeReports(Yes/No)” from No to Yes.

E. I emailed a notice to the email addresses from my online Course Information Form. No one has told me there to use an email address other than their WSU email address, so that is where the message went to. I got three bounce-backs about bad email addresses, for other email addresses, so presumably three people have their email forwarding done incorrectly. Here are the bad addresses (the address you forward to must be a complete email address):
1. misca202@wsu

2. adraybon@yahoo
3. trippntrippn@aol.com

F. You are expected to power down your computer when you leave. If I have to grade you on this to get you to do it, I will. And no, this does not mean just turning the monitor off. See the directions at VI below.

G. Each lab and assignment tells you what to call it, for example Assignment 6 not Agenda 6. Please use these assignment titles.

H. Last week I asked you not to staple together all of the work you are turning in. But you SHOULD staple each assignment together by itself, so that loose sheets don’t get lost.

II. 
Topics we will cover in today’s class:

A. Pasting screen shots into Word for homework

B. Storing graphics in a computer (continuation)

C. Word Processing overview (handout from week 4)

D. Excel Overview (handout)

E. Binary arithmetic using Switches (handout)

III. 
Pictures for class photo album

IV. 
Lab 6. Read the following steps all the way through before starting. Please label your work "Lab 6."

A. In Microsoft Office 2000 Professional, do Word Tutorial 4 (Maroon corners, pages WD 4.01 through WD 4.27). 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.

B. In this tutorial, you create a new file, from scratch. You do not start from an existing file, so there is no file to download. 

C. Make a cover sheet that is a separate Word, a cover sheet with:

1. Your name

2. This Assignment (Lab 6)

3. Your class day and time, and location (room)

4. The full path (drive, any folders, and filename) that you saved the main lab file with.

D. Save the cover sheet file and the main lab file to your floppy diskette. DO NOT SAVE TO THE My Documents FOLDER as you are instructed in the book.

E. Print out a copy of your file, staple the pages together, and turn this in, by the start of the next class. This should include the cover page. 

F. 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.

2. Create and Save a new file

3. Use WordArt, including font choice, formatting, shape, resizing, rotating and anchoring

4. Format text into columns, including balancing columns

5. Insert clip art and resize, crop, and set word wrap

6. Use drop caps

7. Insert symbols and special characters

8. Draw a border around a page

9. Saving, previewing and printing

10. Exit Word

G. To practice these without the detailed directions in the Tutorial, look at the Review Assignment and Case Problems on Pages WD 4.27 through 4.33.

V. 
Don’t forget to sign out tonight.


VI. 
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. Most likely your computer will turn itself off, but if not, wait for the dialog "It is now safe to turn off your computer.", then turn off the power. 

VII. Assignment 6, due in class at the next class. Please label your work "Assignment 6."

A. (only if class worksheet has been finished) As part of the Assignment 7 to be turned in with the rest of the questions, do the Homework sheet on Switches

B. In Computers and Technology in a Changing Society, read Chapter 5, pages 158 through 173. Next week you will finish Chapter 5 and answer the Key Terms at the end of the Chapter, and be ready to answer the Self Quiz on Quizzes and Exams.

C. Based on the reading in Computers and Technology in a Changing Society, give brief descriptions (one or two sentences) of each of the following terms:

1. Cookie

2. Web bug

3. Spyware

4. Electronic profiling

5. Adware

D. Based on the reading in Computers and Technology in a Changing Society, describe the possible privacy risks due to

1. Electronic profiling

2. Computer monitoring software

3. Keyboard logger (same as Keystroke logger)

4. Employee monitoring

5. Video surveillance

6. Presence technology

E. Follow the handout “Making Folders with Windows Explorer” and hand in the screen printout for this.

F. Follow the handout “Entering Equations in Excel” and hand in the screen printout for this.

G. In Microsoft Office 2000 Professional, read tutorial EX1 (Excel) in preparation for Lab next week.
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