
Agenda 9


Computers and Society

Ninth class: Agenda 9

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

II. Midterm, two hours at the start of class. After the Midterm, there is a lab period.

III. No class next week (Spring Break). See you again in two weeks. See Assignment 9 below, due at the next class in two weeks.

IV. Last week’s Lab 8  (Excel Tutorial 2) has two printouts. The second one shows the formulae in the worksheet. From now on, one or more printouts will be common. Read carefully!

V. Lab 9. Read the following steps all the way through before starting. Please label your work "Lab 9."

A. In Microsoft Office 2000 Professional, do Excel Tutorial 3 (Blue corners, pages EX 3.01 through EX 3.35). 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. Print out 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 an existing file, Pronto.xls, which you can download from the GST 2710 web site (www.is.wayne.edu/gst2710) or get from the CD that came with your book. If you download from the GST 2710 web site, make sure to right-click on the link, instead of clicking, especially if you are using Internet Explorer.

C. This lab has two printouts.

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

1. Your name

2. This Assignment (Lab 9)

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 Excel printouts.

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

1. Start Excel, beginning with the computer off.

2. Open an existing workbook

3. Use the formatting toolbar for all of the attributes shown in figure 3-4 on Page 3.04.

4. Use the following number formats: General, Number, Accounting, Date and Percentage.

5. Use the Format Painter to copy formats from one cell to another

6. Recognize and repair the Number Symbol (###) error

7. Force wrapping of text within a cell, centering across cells, and indenting within a cell

8. Change font, font size and other text attributes

9. Clear formatting in a cell

10. Delete cells from a worksheet

11. Add and remove cell borders

12. Apply background colors to cells

13. To display the Drawing toolbar and use it to add drawing elements to a worksheet using the Drawing toolbar to add text boxes and arrows, including resizing and moving these elements

14. Control the display of gridlines in a worksheet

15. Force landscape or portrait page orientation, force horizontal and/or vertical page centering

16. Insert a custom footer in a worksheet

17. Save page setup and print a worksheet

18. Hide and unhide worksheet columns

F. To practice these without the detailed directions in the Tutorial, look at the Review Assignment and Case Problems on Pages EX 3.36 through 3.41.

VI. Don’t forget to sign out today.

VII. 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 using the red switch under the desktop. 

VIII. Assignment 9. Due at the next class, after Spring Break. Please write or type "Assignment 9" on the work you turn in for this assignment. 

A. Identify each object below, and list and identify its constituent parts (the parts of which it is made up or constituted): 

1. http://www.ibm.com/antivirus/hoax/vacation.htm

2. d:\work\courses\gst2710\syllabus.doc

3. http://server.monitor.wayne.edu

B. Describe the steps involved, for both the clients and the servers (including both of the email servers involved, and the Domain Name Servers), including logins, in sending an email message to the Instructor. 

C. What is actually wrong, according to the following error messages: 

1. "Server --- has no DNS Entry"

2. "Server --- is not responding"

3. "404 - File not found"

D. In Computers and Technology in a Changing Society, read Chapter 6, pages 194 to 210. The Key Terms at the end of the Chapter are not due yet.

E. Based on the reading in Computers and Technology in a Changing Society, particularly Figure 6-8 on Page 204, make up two additional examples of what would and would not be considered plagiarism (four examples in all), that would apply to this class. One of your two examples should apply to Instructors, and the other to students.

F. Based on the reading in Computers and Technology in a Changing Society, for each category of software listed below, describe the category, and the terms under which it can be legally used:

1. Commercial software

2. Shareware

3. Freeware

4. Public-domain

G. In Microsoft Office 2000 Professional, read Excel Tutorial 4 in preparation for Lab 9 next week.
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