
Agenda 11


Computers and Society

Eleventh class: Agenda 11

I. 
Announcements

A. Quiz 2, one hour at the beginning of class next week.

B. Topics for Quiz 2 were distributed in class last week. Quiz 2 will not be cumulative (but see the Topics Sheet for some material from before the Midterm).

C. During this class we will have a question-and-answer review for the Quiz.

D. Final Exam period is Wednesday April 28 through Tuesday May 4. The Final Exam will be cumulative from the beginning of the semester. 

E. The Essay is due at the last regular class of the semester, the week before the Final Exam. Description of Essay Assignment:

1. 3-to-4 page essay written using Microsoft Word 2000, on one of the Social Issues, due on your last regular class day before the Final Exam.

2. Three to five pages, ten- or twelve-point Times New Roman font, double-spaced, standard Word margins (1½ inches on the sides, 1 inch top and bottom). 

3. Essay should be written for a general audience, not for example addressed directly to your Instructor.

4. The essay should have a Heading, Title, Introduction, Body and Conclusion.

a) Heading should contain (a) Course and Semester, (b) your name, and (c) the social issue you have chosen to write on. Insert a page break after the heading; the heading does not count in the page requirement.

b) Title: Should describe the content of your Essay

c) Introduction: Should be a brief road map for your Essay (like the opening argument in a court case)

d) Body: Should explain the issue, explain the range of opinions on it, give your own opinion with supporting reasoning. Include detail, as the attorneys do when presenting a court case.

e) Conclusion: Should review your “case” and give a sense of dealing fully with the issue.

5. Content should be based on the Social Issues handout, the readings in Computers and Technology in a Changing Society, class discussion, your existing knowledge, and your own opinion or conclusions. (This is NOT a research paper where outside research is required.) Your essay should include

a) at least two opposing views on the issue

b) your own opinion, which can be, for example, one of the two opposing views, a “bridging” statement such as “I can see merit in each view,” or “It depends on the circumstances,” or a third view. In other words, you have a great deal of freedom in stating your own view. Do not feel bound by the examples here.

6. The document should be carefully checked for spelling and grammar, including using Spell Checker and Grammar Checker in Word.

II. 
Topics we will cover in class tonight: 

A. Counting Words in Microsoft Word

B. Convergence

C. Introduction to Microsoft Access (database) 

D. Paper and Pencil Computer 

E. Review for Quiz 2

III. 
REVIEW: Counting words in Microsoft Word (for Question C on Assignment 11 below): 

A. Drag over the text that you want to count to select it (if there is no selection, Word counts all words in the document).

B. Choose the menu item Tools > Word Count...

IV. 
Convergence. Convergence generally means “things coming together.” It is widely expected to happen in the field of computers and computer communications. There are two aspects to this type of convergence:

A. Hardware convergence. All of the various information appliances that we use are expected to converge to one or a few. This includes computer, PDA, Phones of all types, pagers, cameras, music systems and video systems. The devices that are analog now (telephone, TV, music) will become digital. It may be necessary to have a stationary device and another portable one, but it is widely expected that many devices will converge into one or a few, along with all of the many new devices that will undoubtedly be developed. Current examples:

1. Cell phones with digital cameras and PDA functions

2. Digital television in living room connected to computer DVD

3. Computer with multimedia adapter and high-end speaker system replacing separate computer and music system

B. Communications convergence. All forms of communications are expected to become digital and move to the Internet. This includes computer communications, music and TV. Current examples:

1. Internet telephony – telephone sound signals carried over the Internet

2. Satellite radio (digital)

3. Digital TV

4. Digital movies transmitted over the Internet

5. Internet radio

V. 
Using Microsoft Access (handout) 

VI. 
Paper and Pencil Computer (handouts) 

VII. 
Review for Quiz 2

VIII. 
Lab 11. Read the following steps all the way through before starting. Please label your work "Lab 11."

A. In Microsoft Office 2000 Professional, do Integration Tutorial 1 (Int 1.01 through 1.19, this comes just after the Excel tutorials - NOT Int 2). 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 three existing files, Letter.doc, NEGHA.xls and Products.xls, all of which you can download from the GST 2710 web site at www.is.wayne.edu/gst2710, or get from the CD that came with your book. If you do download from the web site, make sure to right click on the links and save to disk.

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

1. Your name

2. This Assignment (Lab 11)

3. Your location

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

5. Print out the cover sheet and staple it in front of your printouts.

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

1. Start Word and Excel, beginning with the computer off.

2. Open an existing documents and workbooks and save them under other names.

3. Explain the difference between linking and embedding objects from one application to another.

4. Embed or Link an Excel object (a section of a worksheet or a chart) in a Word document.

5. Edit an embedded object from within the "paste" application (here, Word).

6. Edit a linked object from within the "copy" application (here, Excel).

7. Save and print a document including embedded and linked objects.

E. To practice these without the detailed directions in the Tutorial, look at the Review Assignment and Case Problems on Pages EX 1.19 through 1.22.

IX. 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. 

X. Assignment 11, due in class next week. Please write or type "Assignment 11" on the work you turn in for this assignment. 

A. Do the Paper and Pencil Computer homework sheet as part of Assignment 12.

B. Finish reading the handout "Issues in Science and Technology" for discussion. The issues in this handout can also be used as a topic for your Essay.

C. Using Microsoft Word, write a brief essay (body of 200 – 300 words) on one of the Social Issues (your choice) and turn in the file on a diskette with your name on it. If there is more than one file on the diskette, also write the file name that contains your essay. Include the following in the file:

1. The number of words in the body, as reported by Microsoft Word (Tools / Word Count…)

2. Your name

3. A title for the essay

4. In the body,

a) Describe at least two opinions on the issue and the argument(s) that advocates of that opinion make to support it

b) Your own opinion and the argument(s) and information behind it. 

D. On the basis of Lab 11: Describe the difference between linking and embedding in Microsoft Office.

E. In Computers and Technology in a Changing Society, finish reading Chapter 6 and answer the 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. Based on this week’s reading in Computers and Technology in a Changing Society, for each type of Ethical Business Practices and Decision-Making:

1. Give the textbook’s name for the type,

2. Give a brief general description of the type,
AND (do all three!)
3. Describe a specific instance from the text, or say that no specific instance is given in the text.

G. Based on this week’s reading in Computers and Technology in a Changing Society, give the title, date and a brief description of two laws regarding intellectual property rights and ethics.

H. In Microsoft Office 2000 Professional, read Access 1 in preparation for Lab 12 next week.
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