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IST 2710

Fifth class: Agenda 5

Sections 004 and 005 (Bowen)
I. 
Announcements

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

B. I turned in Early Assessment grades about 2 PM on 2/10.

C. For an easier trip to the class web site:

1. Preparation (once only):

a) Start a web browser and go to the class web site at www.is.wayne.edu.drbowen/casw04

b) Near the top, find the link Internet Startup, right click on the link, choose Save Target As…and save the file to your floppy diskette. You can now close the web browser.

c) Now that you have prepared the way, follow the steps below to actually go to the web site.

2. Use (normal):

a) Insert the floppy diskette into the drive

b) Double-click on My Computer

c) Double-click on A:\

d) Double-click on the file. This will open your web browser with the file showing.

e) Click on the top link to go to the class web site

D. Description of Essay Assignment This is pretty much a repeat from Agenda 4, but see additions under #5, content.

1. 3-to-4 page essay written using Microsoft Word 2000, on one of the Social Issues, due on your last regular class day before the Final Exam.

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, and 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.)
ADDITIONS: Your essay should include

a) at least two opposing views on the issue

b) your own opinion, which can be, for example, one of the two opposing views, a “bridging” statement such as “I can see merit in each view,” or “It depends on the circumstances,” or a third view. In other words, you have a great deal of freedom in stating your own view. Do not feel bound by the examples here.

6. The document should be carefully checked for spelling and grammar, including using Spell Checker and Grammar Checker in Word.

E. First installment of online class photo album is on the class web site. I will be taking pictures again during the lab period.

F. Online grade reports are working; see the link “Online Grade Reports.” These are password protected. To get these reports, you will need to:

1. Use the new Course Information Form to change the field GradeReports(Yes/No) from “No” (default, disables reports) to “Yes.” Also consider changing your password for these reports away from its default, your AccessID. Your AccessID is not a secure password since it is public information at WSU.

2. Enter your first and last names and password.

G. Email addresses. Make sure that you have your correct email address and other contact information in the Course Information Form on the course web site.

H. Forwarding your WSU email. An Internet email account is any email account with “@” in it. Any Internet email account can be forwarded to any other Internet email account.

1. Go to Pipeline and log in as usual.

2. Click on the “Account” link on the main Pipeline page.

3. Click on Set Mail Forwarding

4. Fill in the email address that you want to leave your WSU email forwarded to

5. Leave “Do not keep a copy of forwarded messages on server” checked (If copies are kept, the mailbox will fill up and will not work any more until you empty it. But nothing will tell you to empty it.).

6. Click OK. Done.

II. 
Quiz 1 Makeup Reminder: If you missed Quiz 1 (fourteen people missed the Quiz) AND you want a makeup, the way makeup work is that you have to email me as soon as possible. So far, I have only two emails; Terry Turner and Christabel Roberts. The group that emails me gets to choose the date and time. Once that group chooses the date and time, anyone that wants to take a makeup (including those who took it the first time) is welcome, WITH PRIOR NOTICE (so that I bring a copy for you).

III. Quiz 1:

A. The average grade was 81.7, not bad at all. The average grade of people who had turned in most of the course work (at least five Assignments and Labs) is 90.1. The average for the others is 73.8. The odds really favor those who do the course work! The averages for the individual questions are: Q1 95.6, Q2 89.0, Q3 67.0, Q4A 64.0, Q4B 59.9, Q4C 76.9, Q4 overall 67.0, Q5 87.0. Would anyone have suggested on the first day of class that binary would be what you do best?

B. In Word, each time you start a new line by tapping <Enter>, you start a new paragraph. You may not think of a single line as a paragraph, but that is the way Word treats it.

C. On Question 5, I counted the paragraph formatting as less important because it was not covered in Lab 3, only in the class Word demo. Watch out for paragraph formatting in the next labs, and be able to use it.

D. There were problems with getting the file name wrong. In particular, several people had “two extensions” such as Quiz1.doc.doc . (Only the last extension is the real one.) I didn’t take much credit off for this, but watch out in the future. During this class we will go over how to avoid this.

E. Two people saved the Quiz 1 file to the C:\ drive, not the floppy diskette. In one case I checked the computer and found it in C:\My Documents. Normally, by the time I check, the computer will have erased all of your files from the C: drive. In that case, it looks like you didn’t do that question at all.

F. The lowest scores were on the questions from Computers and Technology in a Changing World. These were listed a Quiz topics on the Topics sheet, at the bottom. This will also be the case for the Midterm, Quiz 2, and the Final.

1. Review of answers for Question 4. Hard drive. Expansion slots. Storage bays.

G. Still some problems with binary. 11 + 10. 101 × 101.

H. Never leave a test question blank. Some people did this on Quiz 1, mainly for the questions from the book.

IV. 
Topics we will cover in class tonight: 

A. Multitasking Vs multiprocessing

B. Files – path and URL - method, server, path

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

D. File sizes for text and word processing files.

E. Binary arithmetic using switches

V. 
Downloading files over the web. In this class, you may want to download files to your floppy diskette over the web, and this is often desirable anyway. Actually, every URL leads to downloading a file to your computer; it is just that web pages are automatically displayed, but other files are not so automatic. If the web browser "knows" (has been programmed on) how to handle a certain type of file, that handling is automatic, and the file is displayed on your screen. Otherwise, the web browser is supposed to ask what you want to do; the typical choices are save or open with a program that you specify. Internet Explorer, being from Microsoft, has been programmed with how to handle Microsoft Office files - it opens them in the browser window. The browser window may work for viewing, but it is not a full-featured editor and so will not do for this class - you have to save to diskette and re-open in the Office application (Word, Excel or Access). If you are not in Blackboard, or using IE from inside some other program, you can choose "File > Save As...", but this will not work from inside Blackboard. You can try selecting, copying and pasting, but this will not work for some of the files we will be working with in this class. For this class, the best procedure, for either browser, inside or outside of Blackboard, inside or outside of the classroom, and it works for pictures too, is to right-click and from the pop-up menu choose the "Save (something) As..." option. What is the something? 

A. For documents (such as *.doc, *.xls, or even web pages *.htm or *.html), depending on your browser and browser version, "Save (something) As..." can be 

1. "Save Target As..."

2. OR "Save Link As..."

3. OR "Save Link Target As..."

B. For graphics, such as your picture from the class photo gallery, for example to put in your home page, "Save (something) As..." can be 

1. "Save Image As..."

2. OR "Save Picture As..."

C. What follows is the "Save As..." dialog where you choose the drive, folder(s), file name and extension (you should hardly ever change the extension).

VI. Computer systems and software

A. Windows basics (continued) 

1. Multitasking and multiprocessing - running more than one program at the same time, or at least appearing to.

a) Open a web browser and go to the IST 2710 web site (www.is.wayne.edu/gst2710). Under animations, click on either butterfly or dove to open that animation. Resize the browser window to take only a small part of the screen, with minimal blank space around the animation.

(1) Make no mistake about it, your computer’s processor is redrawing the screen frequently – processing – to produce the motion.

b) Start Microsoft Word.

c) Arrange the screen so that you can see both windows at once.

d) Make Word the active window by clicking anywhere in it, and start typing while watching the animation. What do you see?

e) This is multitasking - having two or more programs running "at the same time." Multitasking is done by the operating system (here, Windows) and is accomplished by switching the microprocessor between the two programs hundreds of times each second (thirty times a second is more than enough for you to see motion). So it only seems as if more than one program is running at the same time.

f) You can try the same thing with both animations and Word running together.

g) Multiprocessing uses more than one processor, and can truly run more than one program at the same time. Most PCs today have only a single processor, but larger computers, such as supercomputers, can have many processors.

h) Close both programs.

B. Files. A file is (a) a collection of related information that (b) exists in secondary (permanent) storage (files downloaded over the Internet, email or other network do not exist in secondary storage unless and until you save them) and (c) has a name - filename and extension: filename.ext, at least in Windows. (Unix and Macintosh computers do not use file extensions.).

Go to Using Windows Explorer (handout)


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

1. 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 with 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.

VII. 
Representing text in a computer. Last class we went over the ASCII code, as well as ANSI and Unicode. Here is one more detail.

VII. Formatting. The basic storage requirements for text by itself is (number of characters) × (bytes per character). A text file (*.txt) such as produced by Notepad or Word Save As Text will be exactly this size, but will have no formatting. Formatting changes the appearance of text, such as Bold, Italics, Font, Font Size, Alignment (left, right, center), margins, indents and so forth. These are extra codes (bytes) that you do not see on the screen, but which command the word processor to change the appearance. The codes are proprietary (secret) and a different for each word processor. This is the main reason why word processing files from different programs can be incompatible. (The exception is web pages or Hyper Text Markup Language or HTML) which use a common, non-proprietary, public set of markup or formatting codes.) Formatting commands increase the size of a file. Here we will represent this effect by a "Formatting Size Factor" which will multiply the raw file size for the number of characters. In problems and exams, you will be given the Formatting Size Factor. Typical values range from 10 to 20.

VII. File sizes for text and word processing files. The file size formula (will not be given) is:
File size in bytes =

(number of characters) × (bytes per character) × (Formatting Size Factor). You should know that for pure text files (*.txt) the Formatting Size Factor is 1 (no increase in size).

VIII. 
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.

IX. 
Using Windows Explorer (handout)

X. 
Binary arithmetic using switches (handout)

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

XI. In Microsoft Office 2000 Professional, do Word Tutorial 3 (Maroon corners, pages WD 3.02 through WD 3.33). 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.

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

XI. from the CD-ROM that comes with the book

XI. 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. 

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

XI. Your name

XI. This Assignment (Lab 4)

XI. Your classroom location

XI. The day and time your class meets (for example, Wednesday Mornings).

XI. 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.

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

XI. 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.

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

XI. Start Word, beginning with the computer off.

XI. Open an existing file

XI. Saving a document under another name

XI. Insert tabs and section breaks

XI. Use Print Preview

XI. Control Vertical Alignment

XI. Change header and footer margins

XI. 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

XI. Saving, previewing and printing

XI. Exit Word

XI. To practice these without the detailed directions in the Tutorial, look at the Review Assignment and Case Problems on Pages WD 3.34 through 3.41. Some of the Case Problems start from scratch, while other start from existing files. Existing files can be found as in B.2 above.

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

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

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

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

XII. 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. 

XIII. Assignment 5, due in class February 19. Please label your work "Assignment 5."

XIII. 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). 

XIII. How many pages of text can fit onto a floppy diskette using ANSI coding? (Hint: how many bytes per page of text?)

XIII. How many pages of the text above can fit onto a floppy diskette, using a Formatting Size Factor of 15?

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

XIII. Describe how the Folder Options in Windows Explorer change how you work in Word. 

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

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

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

XIII. Explain the difference between Save and save As...

XIII. Turn in the “Homework on switches” as part of this Assignment, if this was covered in class. If it was not covered, it will be reassigned when it is covered.

XIII. 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.

XIII. 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.

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

XIII. In Microsoft Office 2000 Professional, read tutorial WD4 in preparation for Lab next week.
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