Computers and Society

Eighth class: Agenda 8

I. Announcements

A. The Midterm is next week, two hours at the start of class. This week we will have a one hour question and answer review of  the Midterm Topics handed out last week.

II. Topics we will cover in class tonight: 

A. Review of Excel 

B. Internet Review

C. Protecting Yourself Online

III. Spreadsheets - Review of Excel

A. A spreadsheet is for ______________

B. The Excel document is called a _______________, which is made up of one or more _____________

C. The Excel worksheet is a grid of __________ arranged in ________ and __________

D. What can be in a cell?

1. Number - how to enter?

2. Text (why?) - how to enter?

3. Formula - how to enter?

E. How do you select a cell? How do you select a group of cells?

F. How do you format in Excel? What kind of formatting can you do?

G. How do you edit a cell in Excel?

IV. Review of the Internet

A. The Internet is a data pipeline, for transmitting data in packets from one IP address to another.

B. A URL contains (a) the data transport method (usually http), (b) the Domain Name for the server, and (c) the path to a file on the server, including folders, file name and extension.

C. When the user causes the client computer to send a URL, the client first send the server Domain Name to a Domain Name Server and receives back the server IP address

D. Then the client sends the file request to the server computer, communicating by means of the IP address.

E. The server sends the file back to the client, using the client’s IP address.

F. The client then displays the file on the monitor for the user.

V. Protecting Yourself Online (handout)

VI. Lab 8. Read the following steps all the way through before starting. Please label your work "Lab 8."

A. In Microsoft Office 2000 Professional, do Excel Tutorial 2 (Blue corners, pages EX 2.01 through EX 2.36). 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 an existing file, which you can download from the IST 2710 web site at www.is.wayne.edu/gst2710, or get from the CD that came with your book. For Excel spreadsheets it is especially important to download by right-clicking and choosing “Save Target As…” or Save Links As…”
C. 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

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.

D. 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 an existing workbook

3. Enter text as a label, enter values (numbers), enter formulas (sum, percentage, average, min, max), use the AutoSum button

4. Copy formulas using the Fill Handle and Copy/Paste

5. Rename worksheet tabs

6. Use relative and absolute referencing in formulas

7. Use Spell Check in Excel

8. Insert rows, change column widths, move cells using Drag 'N Drop

9. Use AutoFormat

10. Use Print Preview

11. Center printout horizontally and/or vertically

12. Add headers and footers to a worksheet

13. Set Print Area

14. Display and print worksheet formulas

15. Print a worksheet

16. Close a workbook and exit Excel

E. To practice these without the detailed directions in the Tutorial, look at the Review Assignment and Case Problems on Pages EX 2.37 through 2.43.

VII. 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. If your computer does not turn itself off, wait for the dialog "It is now safe to turn off your computer.", then turn off the power.

VIII. Assignment. No assignment this week – prepare for the Midterm.
A. In Microsoft Office 2000 Professional, read Excel Tutorial 3 in preparation for Lab 9 next week.

