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I. Lab 7. Read the following steps all the way through before starting. Please label your work "Lab 7."

A. In Microsoft Office 2007 Professional, do Excel Tutorial 1 (Blue corners, pages EX 1 through EX 46). There is no starting file for this tutorial. 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 as described in the Tutorial, but instead turn in your file on a floppy diskette.

B. Create a one-page cover sheet for your lab using Word, and also save this on the same floppy diskette. On the cover sheet, put:

1. Your name

2. This Assignment (Lab 7)

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.

C. 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. Identify the parts of the Excel window

3. Move around in an Excel worksheet using the mouse and the keyboard and Edit > Go To

4. View multiple worksheets in a workbook

5. Enter text as a label, enter values (numbers), enter formulae, use the sum function

6. Save a workbook

7. Change data and see the results in a worksheet. Edit a cell

8. Use help, including Office Assistant

9. Clear the contents of a cell

10. Print a worksheet

11. View the formulae in a worksheet, and print the formulae view

12. Close a workbook and exit Excel

D. To practice these without the detailed directions in the Tutorial, look at the Review Assignment and Case Problems on Pages EX 44 through 49.

II. Assignment 7, due at the beginning of the next class. Please write or type "Assignment 7" on the work you turn in for this assignment. 

A. A typical graphic file format for the World Wide web (*.gif) has 75 pixels per inch and a color depth of one byte per pixel. Find the file size for a 1" x 2" graphic in this format, with a compression ratio of 10 to 1.

B. When printing a graphic file, there are about 600 pixels per inch for a laser printer, either color or black/white. For a full-page graphic, 9” high by 6" wide, in True Color, how many bytes must be sent to the printer? The compression factor is 1 (no compression).

C. Find the file size for a sound file that is 27 seconds long, recorded at 18,000 samples per second, in stereo, with a compression factor of 11.

D. Using the Windows Calculator to do decimal to binary and binary to decimal conversions. Do the following decimal problems. Then convert each number below to binary, do the same problem in binary, convert the binary answer to decimal, and compare the two decimal answers. (HINT: You should find the two answers are the same.)
1.  3     2.  5
   +2        +3
E. In Computers and Technology in a Changing Society, finish reading Chapter 5 and turn in answer to Key Terms at the end of the Chapter (you only need to turn in the numbers for the questions and letters for answers. You do not need to copy out the questions or the word answers.).

F. On the basis of the reading in Computers and Technology in a Changing Society, list six habits that can protect your personal information while using the Internet.

G. On the basis of the reading in Computers and Technology in a Changing Society, describe or define the following terms:

1. Anonymous web browsing

2. Anonymizer

3. Spyware

4. Cookie management

5. Electronic profiling

6. Computer monitoring software

7. Presence technology

H. In Microsoft Office 2007 Professional, read Excel Tutorial 2 in preparation for Lab 8 next week.
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