
Agenda 3


Third class: Agenda 3
I. Announcements:

A. Quiz 1 at the beginning of class next week February 5, 60 minute limit. Four to five questions chosen from the list of topics covered during the first three classes. 

1. What will the Quiz be like? Expect four to five questions, based on the Quiz 1 Topics sheet. The Quiz will be on a sheet of paper, with space for your work and answers on the sheet. You should also expect some work using the computer to put folders and files on a floppy diskette, and using Microsoft Word.

2. In order to complete the Quiz in the allowed time, you will need to be prepared to work quickly and efficiently on the questions in the Quiz 1 Topics sheet. Here are some general hints on taking tests:

a) Read the test over once, quickly, to decide which questions you can do quickly, which will take you a while, which you don’t understand, and which you can understand but don’t know how answer.

b) Check off each question as you answer it, to make sure that you don’t skip questions by accident.

c) First, for the questions that you can answer quickly, answer them quickly.

d) Go on to the questions that will take you more time. Keep track of the time, and do not get hung up on a problem unless you have answered all of the others.

e) For the questions that you don’t understand, it can’t hurt to ask for help, unless the Instructor doesn’t accept this. Make clear that you are not asking for the answer, but just to understand the question as written.

f) Towards the end, try to write something for each question, unless you have been warned that random guesses will result in extra lost points. Especially write something if there is partial credit. Some students view it as wrong to even try to answer questions if they don’t know the answer. At least, show what you do know or what you can guess.

II. Comments and Additions

A. For binary problems, show your work for credit - carries for binary addition

B. Describe how radio buttons and check boxes work, and their appearance, including the appearance when they are selected.
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C. If a window is active, then (1) title bar is blue not gray, (2) taskbar button is depressed, and (3) the window is on top of all other windows.

D. Additions to I.A.1:
Describe the structure of a desktop computer including list, describe and give examples of

1. Two parts of computers

2. Five types of hardware

3. Two types of storage

4. Two types of information

5. Two types of software

6. Relationship between applications, operating system and hardware

III. Topics we will cover in class tonight: 

A. Review of binary counting, addition, multiplication, powers of two, and conversion from binary to decimal

B. Conversion from decimal to binary, number of values that can be represented in n bits, highest and lowest values

C. Representing colors and graphics in a computer

D. Representing text in a computer

E. Starting selected programs

F. Files - path, parts of a path, extension. Hierarchical file system. URL - method, server, path

G. Starting and using Windows Explorer - also getting to see file extensions, and file paths

H. Making folders using Windows Explorer

I. Fonts and font types

J. Functions of a word processor

K. Selection in Windows, "Typing replaces selection"

L. Difference between Save and Save As...

IV. Binary - Review of counting (adding one), addition, multiplication. Conversion between binary and decimal (handout)

V. Using Word (handout)

VI. Computer Structure and Information (handout, continued)

VII. How Many Bits? Storing Information in a Computer 1 (handout) 

VIII. Brief Question and Answer for Quiz 4

IX. Lab 3. Read the following steps all the way through before starting.

A. In Microsoft Office 2000 Professional, do Word Tutorial 1 (Maroon corners, pages WD 1.03 through WD 1.30). If you are going to do this outside of this lab, make sure that:

1. You have Microsoft Word for Windows 2000 available. How do you check? Start your program and use the menu item Help > About.

2. 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. Use Microsoft Word to make a cover page for your lab report. Include the following information, one item per line.

1. Your name

2. This Assignment (Lab 3)

3. Your classroom location

4. Class day and time

5. The full path (drive, any folders, and filename) that you saved the file with.

C. Work through Word Tutorial 1. Save the file to your floppy diskette. DO NOT SAVE TO THE My Documents FOLDER as you are instructed in the book.

D. Print out copies of your cover page and file, staple the pages together, and turn in this report.

E. 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. Control the Document View to Normal or Print Layout

3. Display or hide Toolbars and the Ruler

4. Set Font and Font Size

5. Display or hide Nonprinting Characters

6. Open a new blank document and type into it

7. Save a document to a specified path (drive, folder, file name) using File > Save As...

8. Use word wrap

9. Correct errors using autocorrect, spell check and delete

10. Create vertical spaces using the <Enter> key

11. Use Print Preview

12. Print a document

13. Use online help

14. Exit Word

F. To practice these without the detailed directions in the Tutorial, look at the Review Assignment and Case Problems on Pages WD 1.31 through 1.36.

X. Assignment 4, due in class next week.

A. Convert the following decimal numbers to binary

1. 3

2. 11

3. 37

4. 197

5. 28

B. Convert the following binary numbers to decimal

1. 11

2. 101

3. 11111111 (a byte-ful of ones)

4. 1011

5. 1100

C. Carry out the following binary multiplications:

1. 11 × 10

2. 110 × 10

3. 1100 × 10

4. 1101 × 11

5. 1101 × 101

D. 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

E. ASCII

1. Translate "Computers and Society." into ASCII

2. Translate the following into regular characters: 84 104 101 32 97 108 112 104 97 98 101 116 32 104 97 115 32 50 54 32 99 104 97 114 97 99 116 101 114 115 46

F. In Computers and Technology in a Changing Society, read Chapter 3. At the end of Chapter 3 in Computers and Technology in a Changing Society, turn in answers to the Key Terms questions as part of this Assignment, and be prepared to answer Self-Quiz items on Quizzes and Exams.

G. On the basis of Chapter 3 in Computers and Technology in a Changing Society,

1. Describe the two types of Internet addresses (the IP and the Domain Name).

2. Which type does every computer connected to the Internet have to have?

3. Which additional type do servers usually have as well?

4. Which type is usually included in a URL?

5. What does URL stand for?

H. On the basis of Chapter 3 in Computers and Technology in a Changing Society, describe the following abbreviations:

1. ROFL

2. LOL

3. BTDT

4. CW2CU

5. IMHO

I. On the basis of Chapter 3 in Computers and Technology in a Changing Society, describe the meaning of Netiquette and list five common rules of Netiquette.

J. In Microsoft Office Professional 2000, read Word: Part 2, Lesson 2 in preparation for the lab next week.


Page 1 of 4

Page 2 of 4

