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

I. In Microsoft Office 2007 Professional, do Word Tutorial 3 (Maroon corners, pages WD 97 through WD 137). 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.
I. Do not print out your document as the Tutorial tells you, but hand in the diskette instead.
I. In this tutorial, you modify an existing file, Audit.docx (during the lab, you will save the file with another name). You can get this file by downloading from the GST2710 web site (the bottom URL at the top of the page. Save it to your floppy diskette; you can put it in a folder or not, as you choose.

I. If you use Internet Explorer (IE), you can open this file in IE and do some editing there, but while this seems like a shortcut, it is a very bad idea. IE does not have all of the capabilities of Word. Instead:
I. Download the file using IE or any other web browser and save it to a known location (file path).

I. Close the browser, start Word, and open the file in Word. Now you are ready to start the Tutorial BUT:

I. Do NOT try to open the file using the directions in the Tutorial, because you will have saved the file in a different location. Therefore the directions in the tutorial for opening the file will not work. Open the file from the location (file path) in which you saved it.
I. Similarly, whenever the Tutorial tells you to save the file, do not try to save it to the location in the Tutorial, but instead save it to the place (drive and folders) that you downloaded it to. DO use the file name that the Tutorial gives you.

I. Make a separate Word file that would be a cover page, with each of the following on a separate line:

I. Your name

I. This Assignment (Lab 5)

I. Your classroom location (State Hall)

I. The day and time your class meets.

I. 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.

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

I. Start Word, beginning with the computer off.

I. Open an existing file

I. Save a document under another name

I. Format headings

I. Insert, sort and format tables

I. Set tabs, footnotes, endnotes, pictures, headers, footers and section breaks

I. Use Print Preview

I. Save, preview and print a document
I. Exit Word

II. 
Assignment 5, due in class next week. 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

II. 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 showing you have done this. Turn in the printout of the screenshot, not the diskette, stapled together with the rest of this assignment.

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

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

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

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

II. 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.

II. 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.

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

II. In Microsoft Office 2007 Professional, read tutorial WD4 in preparation for Lab next week.
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