CADY    MICROCOMPUTER APPLICATIONS  LAB/CLASSWORK AND HOMEWORK ASSIGNMENTS     
               FALL 2004


Microcomputer Applications

COSC 1301 – Fall 2004 Semester

Instructor:  Jan Cady

Calendar Outline

Note:   The dates, pages, class assignments and Lab/HW assignments may be corrected by the instructor if he/she feels that corrections are necessary.

 Class assignments and Lab/HW assignments are to be read and worked on outside of class.  If time permits after lectures are completed, you may work on your assignment during class time.

Be sure to turn in all required printouts from the class assignments and Lab/HW assignments.

For day classes, class assignments and Lab/HW assignments are due on the last class day of the week in which they are assigned unless the instructor sets another due date.  For a night class, the class assignments and Lab/HW assignments are due each week on the night of the class.

Be sure to clearly identify your class assignments and Lab/HW assignments.  Prepare a cover sheet and staple it as the first page of your assignment.  Each assignment is to be stapled separately.  Do not staple more than one assignment together.  An example cover sheet is attached to the back of this calendar outline. Assignments that are not clearly identified with a formal cover sheet will not receive a grade. Here are some examples of appropriate labeling of assignments:

Lab/HW #1


Class assignment (class assignments have no numbers-they are identified by the page numbers)

Be sure to put the page number on your cover sheet.  The page numbers will match up with your calendar outline.

Make sure you check to make sure all printouts are turned in! Whatever you turn in is what will be graded.  NO REGRADES!
Be careful!  Double check your calendar outline to make sure you have all printouts!
Tests will be taken on a class day during the week that they are scheduled on the calendar.  The instructor will notify the class, which class day that a test will be given.

You have the option of dropping (or not doing) three lab/homework (Lab/HW) assignments during the semester. For grading purposes, the class assignments have the same status as lab assignments. To receive credit, all other assignments must be handed in on time.  Class assignments may not be dropped!  You must complete all class assignments and turn in the required printouts for a grade.

You will need data at the beginning of each concept.  If you miss class, make sure you bring a 3 ½” high-density disk to T101 or T102 so the lab coordinator or lab attendant can copy your data to it.

 AUGUST 30 -SEPTEMBER 3






WEEK 1


Introduction to Computers Lecture


Read pages COM 1 – COM 38

Use the following website for the assignments on page COM 39



shellycashman.com/ic5/exs.htm

Lab/HW Assignment 1: Project Reinforcement on page COM 39
Lab/HW Assignment 2: Practice Test on page COM 39.

SEPTEMBER 6 is Labor Day Holiday





WEEK 2

SEPTEMBER 7 - 10

Introduction to Windows XP Professional and Office 2003 Project 1 Lecture win 3 – win 82
Note:  Bring all 5 of your disks to class so we can copy data to them.
SEPTEMBER 13 - 17








WEEK 3

ALL WORD CLASS AND LAB/HW ASSIGNMENTS THAT YOU TURN IN MUST HAVE A HEADER ON IT.


To place a header on your WORD assignments, go to VIEW on the main menu, then click on HEADER and FOOTER, type your name, class time and your instructor’s name in the header pane. Now click close.

Introduction to Word 2003, Project 1 Lecture

Class Assignment: Do the hands-on exercises (Steps) and reading to create the THRILLING SPEEDS, ROARING CROWDS document. (Pages WD 3 – WD 63).  Print out page WD 53
Lab/HW Assignment 3:  On page WD 65 – WD 66, “Apply Your Knowledge”, do Number 1 Checking Spelling and Grammar, Modifying Text and Formatting a Document.  Be sure to choose FILE and then PRINT from the menu.  Turn in your printed copy for a grade.

Lab/HW Assignment 4:  On page WD 67 through WD 68 “In the Lab” do number 1, “Creating an Announcement with Clip Art”.

SEPTEMBER 20 - 24








WEEK 4

Introduction to Word 2003, Project 2 Lecture

Class Assignment: Do the hands-on exercises (Steps) and reading throughout the text (Pages WD 73 – WD 127 ).  Printout page WD 121
DO NOT DO WD 123 E-MAILING A COPY OF THE RESEARCH PAPER
Lab/HW Assignment 5: On page WD 132 through WD 133, “In The Lab”, do number 2, “Preparing a Research Report with Footnotes”.

NOTE: ON PAGE WD 133, #1 AND #2 OF PART 1 HAVE BEEN COMPLETED FOR YOU.  ALL YOU HAVE TO DO IS OPEN THE “EMPLOYEE MONITORING” FROM YOUR 3 ½” DISK.

SEPTEMBER 27 – OCTOBER 1






WEEK 5 

TEST #2 OVER MS WORD 2003
Introduction to Excel 2003 Project 1 Lecture

OCTOBER 4 - 8









WEEK 6

Note:  For each Excel assignment, there will be two printouts.  One printout will be the values version of the spreadsheet, and one version will be the formulas. See page E 118 for instructions.  No grade can be given to any Excel class or Lab/HW assignment unless both the values and formula version printouts are turned in.  When you turn your assignment in, place the values version first and right behind it, place your formulas version.  Of course, your cover sheet will be the first page.  Remember, no late papers are accepted so get your work in on time!  Don’t forget to put a header on your pages!  Go to View/ Header Footer/Custom Header, and then type what you want on the left, center and right sides.

Class Assignment: Do the hands-on exercises (Steps) and reading throughout the text (Pages EX 3 – EX 55).  Printout page EX 45.

Lab/HW Assignment 6:  On page EX 57 “Apply Your Knowledge” do number 1, “Babbage’s Computer Discount”.

OCTOBER 11 - 15








WEEK 7

Excel 2002  Project 2 Lecture

Class Assignment: Do the hands-on exercises (Steps) and reading throughout the text (Pages EX 65 – EX 128).  Printout pages EX 114, EX 117, and EX 119. 

DO NOT DO PAGES EX 125 THROUGH EX 126 E-mailing a Workbook from within EXCEL.

Lab/HW Assignment 7:  On page EX 132 – EX 133, “In The Lab”, do number 1, “Illiana Custom Homes”.(Parts 1 and 2)
OCTOBER 18 – 19   FALL BREAK





WEEK 8
OCTOBER 20 – 22  
Excel 2002 Project 3 Lecture

Class Assignment: Do the hands-on exercises (Steps) and reading throughout the text (Pages EX 145 – EX 209).  Printout page EX 200.

Lab/HW Assignment 8: On page EX 212 – EX 215 “In the Lab” do number 1, “Shawshank Manufacturing”(Parts 1,2, and 3).
OCTOBER 25 – 29








WEEK 9

TEST #3 OVER EXCEL 2002
Introduction to Database – Access 2003 Project 1 Lecture

NOVEMBER 1 - 5








WEEK 10


Follow these instructions carefully or you will not receive credit for your labwork and classwork.
ACCESS INSTRUCTIONS:  In ACCESS, there are no headers, so you MUST begin your database file, table, form and query names with your initials and last name so that your papers can be identified as they are printed.  For example:  on page AC 11 the file name will become JCADY(your initials and name would go here) Ashton James College.   On page AC22, the table name would be JCADYCLIENT, and on page AC 33, the table name would be JCADYTRAINER.  You must also include your name on your report titles.  For example, on page AC 45, the title would become Jan Cady Client Amount Report.

 In Project 2 BEFORE you run your Query, use a FILE SAVE AS to save your query with your initials.  Example:  JCADYQUERY1, your title bar on your query should now reflect the name change.  Now you can run the query and print the query.

Be sure to clearly identify each ACCESS assignment.  Staple each assignment separately.  Do not staple assignments together.  Each assignment has its own cover sheet.
Class Assignment: Do the hands-on exercises (Steps) and reading throughout the text (Pages AC 3 – AC52). Print pages AC 31 and AC 47.

Lab/HW Assignment 9: On page AC 56 – AC 58 “In the Lab” do number 1, “Creating the Birds2U Database”.

NOVEMBER 8 - 12








WEEK 11

Access 2003 Project 2 Lecture

Class Assignment: Do the hands-on exercises (Steps) and reading throughout the text (Pages AC 65– AC 107).  Print page AC 72.

Lab/HW Assignment 10: On page AC 109 – AC 110 “In the Lab” do number 1, “Querying the Birds2U Database”.

NOVEMBER 15 – 19








WEEK 12

Access 2003 Project3 Lecture

Class Assignment: Do the hands-on exercises (Steps) and reading throughout the text (Pages AC 114 – AC 165).  Print page AC 135.

Lab/HW Assignment 11: On page AC168 “In the Lab” do number 1, “Maintaining the Birds2U Database”.

NOVEMBER 22 - 24








WEEK 13

NOVEMBER 25 – 26  THANKSGIVING HOLIDAY

TEST #4 OVER ACCESS 2002

Work the hands-on for all projects in PowerPoint so you will do well on your final!  

PowerPoint 2003 Project 1 Lecture

Class Assignment: Do the hands-on exercises (Steps) and reading throughout the text (Pages PPT 3 – PPT 66).  Print page PPT 61

NOVEMBER 29 – DECEMBER 3






WEEK 14

PowerPoint 2003 Project 2 Lecture

Class Assignment: Do the hands-on exercises (Steps) and reading throughout the text (pages PPT 81 – PPT 129). Print PPT 124 and PPT 125
Lab/HW Assignment 12:  Pages PPT 132 – PPT 134 In The Lab, do Number 1 “An Apple a Day Presentation”.

December 6 - 7









WEEK 15
I WILL DEMO WHAT YOU NEED TO KNOW FOR THE FINAL ON THE FOLLOWING DAYS:



MWF CLASS:  DECEMBER 6


TUESDAY NIGHT CLASS:  TUESDAY DECEMBER 7

FINALS ARE DECEMBER 8 - 15
Note:  The last day to turn in any labwork is:

MWF CLASS:  FRIDAY DECEMBER 3
No lab work will be accepted for grading after 4:00 P.M. on this date!!!!!

T(NIGHT) CLASS:  TUESDAY NOVEMBER 30
No labwork will be accepted for grading after 9:30 P.M. on this date!!!!!

STUDENT NAME:________________________

COURSE:_______________________________

DAY AND TIME THAT COURSE MEETS____

INSTRUCTOR:___________________________

ASSIGNMENT NUMBER:_________________
(if this is a class assignment, type “Class Assignment” here and then put the page number on the next line. Lab/HW assignments have numbers Ex: Lab/HW #6)
PAGE NUMBER:_________________________

GRADE:________________________________

6

