Computers and society, Agenda 8


IST 2710, Eighth class

Lab 8, 2/27/08

Section 006

Course web site: http://www.is.wayne.edu/drbowen/casw08

IST 2710 web site: http://www.is.wayne.edu/gst2710

I. Lab 8. Note that the lab book does not have any printing described. For printing, see “C” below. Read the following steps all the way through before starting. Please label your work “Lab 8.”

A. In Microsoft Office 2007 Professional, do Excel Tutorial 2 (Blue corners, pages EX 57 through EX 84). 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 existing files, ExerComp.xlsx and (later) Background.jpg. Download these files to your floppy diskette from the IST 2710 web site (URL at top of Agenda). Don’t forget to RIGHT CLICK when downloading. When the lab book says to load the file from your data disk, just load it directly from your floppy diskette. Also, when the lab book says to save the file to your data disk, just save it to your floppy diskette.

C. The instructions in the lab book say to print out the file, but turn in the diskette instead. 

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

1. Your name

2. This assignment (Lab 8)

3. Your location (213 State Hall)

4. The full path (drive, any folders, and filename) that you saved your Excel file with.

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 and save an existing workbook

3. Format text and cells, including normal text formatting, and cell fill formatting

4. Use an image file as a background

5. Select cells, including non-adjacent cells and ranges of cells

6. Format numbers in cells, including percentage and accounting formats, aligning and indenting
7. Format borders around cells, including border color

8. Copy and paste formats between cells and cell ranges

9. Apply a style and/or a theme to a worksheet or to a range of cells

10. Use Autosum

11. Apply and clear conditional formats and highlights, and legends

12. Hide  and unhide worksheet rows and/or columns

13. Define the print area

14. Insert and remove page breaks, titles, headers and footers

15. Close a workbook and exit Excel

II. Assignment. There is no assignment 8 due next week, except to prepare for the Lab session next week.

A. In Microsoft Office 2007 Professional, read Excel Tutorial 3 in preparation for Lab 9 next week.
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