
Agenda 5


IST 2710

Fifth class: Agenda for February 6

Sections 009 & 984

Course web site: http://www.is.wayne.edu/drbowen/casf07

IST 2710 web site: http://www.is.wayne.edu/gst2710

I. 
Announcements

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

B. When saving to a floppy diskette, you may damage the file and even the whole diskette if you remove the diskette before the diskette light goes out.

C. In the essay, and on quizzes and exams, please remember that “Internet” is capitalized.

D. If you are more than two weeks behind in turning in Lab Reports (that is, if you have not turned in Lab 2 yet), you must stay for the lap period in order to credit for attending this class.

E. If you want the online grade reports for this course, fill out the form (handout) and turn it in. Keep the bottom part for your records; fold the top part in half when you turn it in to protect your password. If you use the same password everywhere, I recommend against using it here.

II. 
Quiz 1 results:

A. The average grade was just almost 81, so a solid result. Congratulations!

B. The two worst questions were:

1. Avg 64: Q2A - List and briefly describe the two main types of computer storage. ANSWER: Primary and secondary, and then the brief descriptions.

2. Avg 64: Q2C – _____ are raw facts to a computer (data) and these facts, when labeled, become _____ (information). I decided that this question was not close enough to the Topics sheet for Quiz 1, and curved the grades to an average of 80. This raised the grades for Question 2 and for the Quiz, as shown by the arrows.

C. On everything else, the averages were much higher.

D. I removed Question 2B, because it was challenged as not being on the Topics Sheet. However, notice the statement at the bottom of the Topics Sheet, which includes “questions on the reading in each Assignment.” Those questions you answer on the Assignments – they can show up again. This will be the case for the remaining Quiz and Exams also.
E. Quiz 1 Makeup: There will be a Quiz 1 makeup next week, from 5 – 6 PM October 11 for the Thursday class and 8:35 – 9:35 AM October 15 for the Monday class. Anyone who wants to retake the makeup for a better grade is also welcome, WITH PRIOR NOTICE (so that I bring a copy for you). The makeup will be a different test than the regular one.
III. 
Computers and the Internet in the news:


A. Disintermediation. Intermediary  = “middleman,” for example record executive, book publisher, movie studio. Necessary 20 years ago, before Internet, but today their strong position is crumbling. But much more content is being produced and accessed, and people are happier with their choices.

B. Vista (new Windows OS) and Office 2007 (applications) changes.

1. Vista – enhanced desktop search, more like web search, because people have trouble with folders. But is this like going back to the command line interface?

2. Office 2007 – Menus largely gone, seems to be a rotating ribbon of buttons, so that you can see everything in front of you. Also file formats are a lot different. Old-timers like me will remember file incompatibilities between versions (last major change was ten years ago).

a) New extensions – put “x” on the end, e.g. .doc ( .docx

b) New formats.

(1) Office 2007 can save to earlier versions. This may be an option that the installer needs to select when installing Office 2007.

(2) Earlier versions, back to Office 2000, can be converted to be able to use the new formats, with free downloads fro Microsoft

C. Also see new stories on the IST 2710 web site at http://www.is.wayne.edu/gst2710/news

IV. 
Topics we will cover in class tonight: 

A. Controlling whether or not you see file extensions

B. Word processing overview

C. Parts of a URL

D. Binary: Powers of 2, values that can be stored in “n” bits, n = 1, 2, 3, …

E. Storing data in a computer

1. Forms of data that can be stored

2. Storing text in a computer

F. Windows Basics

G. Update to Computers and Technology in a Changing Society – CAN-SPAM act

V. Controlling whether or not you see file extensions.

A. Why is it important to control whether you see extension or not? Here are two reasons:

1. If you have Windows Explorer set up so that you do not see extensions, but you know that files should and do have extensions (at least in Windows), you might very well type in an extension. This results in an apparent “double extension,” for example form.doc.rtf . (NOTE: “rtf” stands for “Rich Text File,” a file format promoted by Microsoft, which has many of the features of Office files, and is primarily meant for compatibility with other types of computers. RTF does NOT have all of the features of the Office file formats (doc, xls, mdb, etc.). In the case above, the file seemingly has both the “doc” and “rtf” extensions, BUT ONLY THE LAST ONE COUNTS. The example above is an RTF file, not a DOC file, and does not have all of the Word features. It may display and edit differently than Word files, depending upon which features are used in the file. (This is an actual case of files that I receive regularly at the University.) And whether or not you see extensions in all Windows programs is controlled by how you have things set up in Windows Explorer.

2. Exactly the same situation is taken advantage of by email hackers, and catches the unwary all of the time. A classic email hack is to fool you into clicking on a link in an email message, and download a program file with creates havoc on your hard drive – erasing files, renaming files, changing the way your programs work, or simply reproducing itself and running thousands of copies simultaneously. This last example is called a “worm” and ties you computer up so much that it may seem frozen. Well, program files have the extension “exe.”) So how to get you to click on a link to an exe file? Hackers know that most users do not have Windows set up to show extensions, so they might name a file picnic_photos.jpg.exe . What such a Windows user would see in their email message was the name without the extension, or picnic_photos.jpg . A lot of people know the extension JPG is used for photos, so this seems like an innocent link, so many are tempted to click on it, and so they are fooled into downloading the hacker’s program or EXE file to their hard drive. HACKED!

B. Controlling whether or not you see extensions in Windows. NOTE: the Monday class will not be able to do this; this feature is locked out on the computers at the Extension Centers.

1. Open Windows Explorer (Start > Programs > Accessories > Windows Explorer) and click on the menu item Tools > Folder Options and then the View tab. Is “Hide extensions for known file types” checked? This controls whether or not you will see file extensions in Windows Explorer and in all other applications(!). Try saving in Word with this box checked, and unchecked.

VI. 
Word processing overview (handout)

VII. 
Web URL - Universal Resource Locator, for example
http://www.is.wayne.edu/gst2710/welcome.htm

A. Parts are (a) method (here http stands for HyperText Transport Protocol), (b) Domain Name (of web server computer), (c) folders (if any) and (d) file name and extension. If no file is shown, every web server is set up with a default file name which it looks for in that folder, and shows. In many cases this is "index.html" or “default.html,” but on the IS web server it is "welcome.htm." If no server is shown, the last server accessed is used. With no server, the URL can start with or without a slash (/). The slash goes back to the root, but without a slash, any folder is a subfolder of the last one accessed.  If in addition no folder is shown (only a file name and extension), the last folder accessed on that server is used.

B. The file path and the URL are closely related. After the single slash, everything else is a file path, without the drive. You can think of the Domain Name as corresponding to the drive in a file path.

C. You can see an animation of breaking a file path and a URL into their parts on the IST 2710 web site, under “Animations.”

VIII. 
Binary: Powers of 2 (that is, 22 = 2 × 2 = 4, 23 = 2 × 2 × 2 = 8, 24 = 2 × 2 × 2 × 2 = 16, etc. Start from this table of equivalent numbers in binary and decimal:

	Binary
	Decimal

	0
	0

	1
	1

	10
	2

	11
	3

	100
	4

	101
	5

	110
	6

	111
	7

	1000
	8

	1001
	9

	1010
	10

	1011
	11

	1100
	12

	1101
	13

	1110
	14

	1111
	15

	10000
	16


A. What about 21? 20?
Hint – work backwards (divide by 2)

B. What is the general rule? (write it down here) _______________________

IX. 
Storing data in a computer

A. Types of data that can be stored in a computer

[image: image1.png]Computers

_—

Hardware Information

Five types / \

1. Input Software Data

2. Output (programs)

3. Processing \

4. Storage / \

5.Networking  Operating Applications User System
System 1. Word documents data
1 Windows  2- Excel (yours)
2. Macintosh ~ 3- Access 1. Numbers
3' Unix 4. Web browsers 2. Text

Li 5. eMail 3. Graphics

4. Linux . 4 Sound
5. .. 6. ...

(5. Programs)
Computer_Components gif




B. See handout, How Many Bits? Storing Information in a Computer, Installment 1
X. 
Update to text. Computers and Technology in a Changing Society lists laws affecting various types of computer crime. A recent law was passed after the book was published and is described below (information from www.spamlaws.com): The US CAN-SPAM Act of 2003 (full name is Controlling the Assault of Non-Solicited Pornography and Marketing Act) requires unsolicited commercial e-mail messages to be labeled (though not by a standard method) and to include opt-out instructions and the sender's physical address. It prohibits the use of deceptive subject lines and false headers in such messages. The FTC is authorized (but not required) to establish a "do-not-email" registry. State laws that require labels on unsolicited commercial e-mail or prohibit such messages entirely are pre-empted, although provisions merely addressing falsity and deception would remain in place. The CAN-SPAM Act took effect on January 1, 2004. The penalties provided are (a) an injunction to stop, (b) fines of up to $250 per email message, not to exceed a total of $2,000,000 plus attorney’s fees, and (c) an Internet Service Provider can bring a civil suit for up to $100 per email message, up to a maximum total of $1,000,000, plus attorney’s fees.

XI. 
Primary functions of word processors (handout)

XII. 
Lab 5. Read the following steps all the way through before starting. Please label your work "Lab 5."

XII. In Microsoft Office 2003 Professional, do Word Tutorial 3 (Maroon corners, pages WD 89 through WD 125). 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.

XII. In this tutorial, you modify an existing file, WAN.doc (during the lab, you will save the file with another name). You can get the file to start from either: 

XII. by downloading from the GST2710 web site. DO NOT try to edit the file in your web browser; it does not have all of the capabilities of Word. 

XII. from the textbook web site

XII. Make a separate cover page with each of the following on a separate line:

XII. Your name

XII. This Assignment (Lab 5)

XII. Your classroom location (State Hall)

XII. The day and time your class meets.

XII. 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.

XII. Save the file to your floppy diskette. DO NOT SAVE TO THE My Documents FOLDER as you are instructed in the book.

XII. Print out a copy of your file, staple the pages together with the cover sheet, and turn in this copy, by the start of the next class.

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

XII. Start Word, beginning with the computer off.

XII. Open an existing file

XII. Save a document under another name

XII. Insert tabs and section breaks

XII. Use Print Preview

XII. Control Vertical Alignment

XII. Change header and footer margins

XII. Create and change a table, and use a formula in a table, sort data in a table, delete rows in a table, merge cells in a table, change the width of columns in a table, change height of rows in a table, align text within cells, modify borders in a table, add shading in a table, rotate text in a cell, center a table across the page

XII. Saving, previewing and printing

XII. Exit Word

XII. To practice these without the detailed directions in the Tutorial, look at the Review Assignment and Case Problems on Pages WD 126 through 132. Some of the Case Problems start from scratch, while other start from existing files. Existing files can be found as in B.2 above.

XIII. 
Turning your computer off. Don’t forget to sign out first!

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

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

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

XIII. Most of the lab computers turn themselves off, but if not then wait for the dialog "It is now safe to turn off your computer.", then turn off the power. 

XIV. Assignment 5, due in class next week. Please label your work "Assignment 5."

A. Find the lowest number, highest number, and number of different values that can be held in: 

1. 5 bits

2. 7 bits

3. 10 bits

B. ASCII

1. Translate "Computers and Society." into ASCII

2. Translate the following into regular characters: 84 104 101 32 97 108 112 104 97 98 101 116 32 104 97 115 32 50 54 32 99 104 97 114 97 99 116 101 114 115 46

XIV. Make the following folders and files on a floppy diskette or other detachable storage, arrange them in Windows Explorer to show all items, and then use <alt><Printscreen> and Microsoft Word to print the screen shoing you have done this. NOTE: you cannot italicize folder and file names. They are shown italicized here to make clear what the names are.

XIV. A main folder called School
XIV. A sub-folder of School called ComputersAndSociety
XIV. A second main folder called Home
XIV. A Word file in the folder Home called Repairs_2007.doc
XIV. Describe how the Folder Options in Windows Explorer changes how you work in Word, saving and opening files.

XIV. Identify the following items as either (a) a file path or (b) a URL, AND list the parts of each: 

XIV. c:\MyDocuments\classes\gst2710\agenda.doc

XIV. http://www.cll.wayne.edu/MyDocuments/classes/gst2710/agenda.doc

XIV. In Computers and Technology in a Changing Society, finish reading Chapter 4 and answer Key Terms at the end of the Chapter. Be prepared to answer Self-Quiz items at the end of the Chapter.

XIV. Based on the reading in Computers and Technology in a Changing Society, describe personal risks in using the Internet, including fraud and identity theft, and how you can protect yourself against them.

XIV. Based on the reading in Computers and Technology in a Changing Society, describe two federal laws affecting computer crime.

XIV. In Microsoft Office 2003 Professional, read tutorial WD4 in preparation for Lab next week.
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