CIS 5
           Computer Literacy
                                                N. Rose

Lab 4 Cover Sheet
Name:______________________________________     Section ______________________
I am turning in the following four disks, all correctly labeled:

( CIS 5 Student Disk 1, with the practice files for Excel, PowerPoint, WindowsXP, and Word

( CIS 5 Student Disk 2, with the practice files for Access and Integration

( My Work disk, with the new Lab 4 folder with my To Do List and Spring Sales Meeting Memo documents saved into it

( Backup of My Work disk, blank now, to become a backup disk later
	What I gained from completing this lab is:

	Instructor’s Comments:
	Points Earned   _______

Points Possible     20 


Disk 1:

( labeled as specified: Name, Section #, CIS 5 Student Disk 1, Office 2003 Practice Files

( formatted correctly, practice files copied correctly, correct set of files for Disk 1

Disk 2:

( labeled as specified: Name, Section #, CIS 5 Student Disk 2, Office 2003 Practice Files

( formatted correctly, practice files copied correctly, correct set of files for Disk 2

Disk 3:

( labeled as specified: Name, Section #, My Work, Office 2003 Document Files

( new Lab 4 folder created on this disk, one folder only, named as given in the instructions

( “To Do List” and “Spring Sales Meeting Memo” documents saved on this disk, only one of each file, file names as given in the instructions, saved into the Lab 4 folder

Disk 4:

( labeled as specified: Name, Section #, Backup of My Work, Office 2003 Document Files

( formatted correctly, blank (no files yet)

Lab 4 Instructions

PART 1  To prepare your disks


1) Follow instructions in Microsoft Windows XP, “Appendix A: Formatting a Floppy Disk” or in Microsoft Office 2003 –Windows XP Edition on page XP24 “Clues To Use” --- Formatting a floppy drive” to format at least four of your five disks. Each disk needs a self-stick label with your name, section, title, and description, as follows:


	Name & Section #

CIS 5 Student Disk 1
Office 2003  Practice Files
	
	Name & Section #

CIS 5 Student Disk 2
Office 2003  Practice Files
	
	Name & Section #

My Work
Office 2003  Document Files
	
	Name & Section #

Backup of My Work
Office 2003  Document Files


For exercises in the Office 2003 book, you need some practice files.
If you are in a Maggini lab: Do these steps to from the Maggini server to your Student Disk 1 and 2:

2) Double-click the Maggini Server Login icon. A Connect to maggini-srv dialog box appears. Click in the “User name:” text box, then type, with no spaces:cis5 Do not type in the “Password:” text box, it should be blank. Press enter on the keyboard or click OK on screen. The maggini-srv window opens.
3) Open (Double-Click) the cis5 folder

a) Open the Class Data Files folder, then open the Papa folder

b) Double-click the Disk 1 folder on screen to open it. It has four folders with practice files for Excel, PowerPoint, WindowsXP, and Word.

c) Insert your Student Disk 1 into the floppy drive (this is the A: drive). At the keyboard, press Ctrl+A (press and hold the Ctrl key, press the A key, release both) to select all four folders at once. 

d) Right-click any one of the selected folders. On the pop-up menu which appears, point to Send To then move onto the submenu and click on 3 1/2” Floppy (A:) to start copying. The Copying ... message box appears to show the progress of the copy operation.

4) When the copying is done, click the Back button on the left end of the toolbar.

5) Remove Student Disk 1 and insert your Student Disk 2 into the floppy drive (A:).
Open the Disk 2 folder on screen and copy both folders in it onto your Student Disk 2.

6) Close the Disk 2 window.

If you are off-campus: Do these steps to get the files from the class Web site:
Go to whizkidz.org and click the CIS 5 link. At the CIS 5 home page, click the Downloads link

a) On the Downloads page, click on the Click on Disk 1 link

b) Choose Save to Disk from the dialog box

c) Navigate to the location where you want to save the file. (Your floppy disk, USB disk or other location)

d) When you have downloaded the file, repeat the steps for Disk 2

The 2 files you have downloaded are in ZIP format (compressed). Right-click on each one to Extract the folders and files. Then you can throw away the original ZIP files if you wish.
PART 2  To create and save files into a new folder on your “My Work” disk:
1) In Microsoft Office 2003, p. 1–15, “Unit A: Getting Started with Microsoft Office 2003”, follow all the Steps, as shown in class. Mark these changes in your book before you begin:

2) p. 8, before step 1---  Insert your My Work disk into the floppy drive.

3) p. 8, step 4  Your disk is in A: drive, so select 3 1/2” Floppy (A:) in the Save in list. In the Save As dialog box toolbar, click the New Folder button and create a new folder named Lab 4 on your disk labeled “My Work”. The new folder name and open folder icon should appear in the Save in box.

4) p. 8, step 5  Before you click Save, make sure the Save in box shows you are saving your memo into your new Lab 4 folder on your disk in the A: drive.

5) p. 8, step 6 and p. 14, step 4  Do NOT do these steps, do NOT print any of the documents!

6) p. 10, step 6  Maximize the Help window to read its contents more easily without scrolling.

7) p. 14, step 2  Your disk should still be in the A: drive. Make sure the Save in box shows you are saving your memo into your new Lab 4 folder on your disk in the A: drive.

8) Note: You’ll use the Backup of My Work disk later, but it will stay blank for now.
Keep the remaining unlabeled blank disk to use for a PowerPoint project later in the semester.

9) (
Restart the computer if other users will follow, or Turn Off if it’s lab closing time.


Submission Instructions: complete the Cover Sheet. Bring your four labeled disks to class for inspection and be prepared to turn in the My Work disk or to display its contents in the lab for the instructor to see.
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