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

A. In Microsoft Office 2007 Professional, do Word Tutorial 4 (Maroon corners, pages WD 147 through WD 176 – Desktop Publishing only, not Mail Merge). 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 modify an existing file, Prevention.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.

1. 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:

a) Download the file using IE or any other web browser and save it to a known location (file path).

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

c) 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.

d) 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.

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.
E. DO NOT:

1. DO NOT save your file to the folder given in the book, but SAVE TO THE a: drive instead.
2. DO NOT print out a copy of your file as instructed in the book, but instead turn in the floppy diskette, with a name label on it. 

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

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

A. Find the file size for a conference agenda that has 14,327 characters, uses Unicode, and has a formatting size factor of 14.

B. Find the file size for a graphic that is 4” × 6”, with 75 pixels per inch, in True Color and a Compression factor of 10.

C. Find the file size for a sound file in stereo, 2 bytes per sample, 16,000 samples per second, that is 10 seconds long.
D. In Computers and Technology in a Changing Society, read Chapter 5, pages 162 through 181. 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. 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. Behavioral Targeting

3. Web bug

4. Spyware

5. Electronic profiling

6. Adware

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

1. Computer monitoring software

2. Keyboard logger (same as Keystroke logger)

3. Employee monitoring

4. Video surveillance

5. Presence technology

6. GPS tracking

F. In Microsoft Office 2007 Professional, read tutorial EX1 (Excel) in preparation for Lab next week.
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