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Exercise 2 – MS Office Basics








Due Date:  Sept 20
The objective of this exercise is to ensure students can perform fundamental procedures with essential Office XP applications.  All work should be saved so it can be submitted in electronic form into your as an attachment to a WebCT bulletin board posting.  I will create a topic area for you labeled MS Office Basics.  Printing is not necessary.

For those who are not familiar with MS Word, Excel, and PowerPoint, a brief demonstration will be provided during the later portion of the class period.  Extensive help features are also provided within each software package.  If you have questions or difficulty using the software products, your instructor or another student will be available to assist you.

Completed work for each portion of this exercise should be saved on disk and then copied to your inbox folder on the local area network in the lab.  Be sure to use the recommended filenames for your work.

1a.
Examine the "whatis?com" website using the link on the resources page of the class web site.  The link is listed as whatis?com web site with definitions for computer terms.


Use MS Word to create an instructional exercise or work sheet that would require high school level students in some type of computer related class to find the definitions for a few key computer terms.  Design the activity to cover a minimum of 10 terms, and use a fill-in-the-blank format for the items on your worksheet.


As a part of the same MS Word file, but on a new page that is separate from the student activity, provide an answer key for your questions. The filename for this exercise should be your last name followed by EX3a when you save it (i.e. lindsayEX3a).
1b.
Use the http://www.weather.com or http://accuweather.com site over a period of days to locate the information needed for the activity below.


Use MS Excel to create a simple spreadsheet to enter the forecasted high temperatures in Athens, Georgia; Buenos Aires, Argentina; Tokyo, Japan; Helsinki, Finland; and Dubai, United Arab Emirates for Sept 8-12.  Label columns on your spreadsheet with the city names and rows with the dates.  The filename for this exercise should be your last name followed by EX3b when you save it.

1c.
Go to the yahoo search engine at http://www.yahoo.com.  Follow this link and then click on the maps link and enter your home address.  Examine the map produced to see if it is accurate.  Return to the Yahoo home page and try the People Search feature.  See if it is able to identify you or perhaps one of your parents.


Use MS PowerPoint to create a 5-7 slide electronic presentation to summarize the use of Internet search engines to locate places or people.  Design the materials to discuss the usefulness of this tool as well any privacy concerns you might have about this service.  Be prepared to use your presentation next class period (following the due date) if the opportunity arises. The filename for this exercise should be your last name followed by EX3c when you save it.  Use the guidelines provided in the PowerPoint Guidelines link on the Web page.
