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	WHAT:    CIS  700 / 701 

WHEN:   every semester
HOW:     ENROLL  AT REGISTRATION (R) BLDG”   LATTC.  Fill out enroll form at Prof. Auciello’s Virtual Classroom.                 

http://auciello.tripod.com  

(no password).  

Do Online Quizzes / Lessons.
	WHO:     Prof. Auciello teaches Microsoft Applications and Web Design at LATTC.

WHERE:  From any Internet connected computer.

WHY:      Enhance skills.  Meet Requirements.

GRADES:  Do 15 - 25 Projects / Quizzes at 100-200 points each. 3000 = B.   4000 = A.


	
	Rev 06.06.08

“Web and Windows Applications” 
A Quick Start  Sheet for Prof. Auciello’s Online Classes.
All of what you need to take CIS 700 and 701 Online Classes is on the website:  http://auciello.tripod.com
But, to make it easier,  we created this packet that contains


CD  (enter  x:\index.html  from Explorer address line, where x = letter of your CD drive.)  (email me, joseph@auciello.net , to arrange pickup or come to K309 during Office / Lab Hours.)


701 Start Disk,  floppy.   If you have a floppy disk drive (for a 3.5” disk).   If not,  just hand fill out the attached worksheets called  701startbook.doc,  about 80 pages of worksheets.   This is for optional credit.  (same as above)


About 80 pages of  701startbook.doc,  also downloadable from http://auciello.tripod.com/701startbook.doc

A list of Online Quizzes for CIS 700 – can be found at

    http://auciello.tripod.com/olindex700.html

Online Quizzes for CIS 701 – 

    http://auciello.tripod.com/olindex701.html

List of Critical-Thinking and and Advanced Projects –  (examples)

    http://auciello.tripod.com/html-crit-think-index.html

List of Math-Logic-Statistical Projects –  (examples)

    http://auciello.tripod.com/html-mls-index.html

It is essential that you can access the Online Classroom Website at http://auciello.tripod.com  and find and do the “Six Steps to Success”!


Questions:  email me at  prof@Auciello.Net

	


The "Six Steps to Success" are: 
(1) Enroll Form -- I must have contact information. 
(2) Intro Quiz 01 -- Explains how to run the course. 
(3) NEWS -- Check this every several days,  especially if you're not getting email from me! 
(4) Attendance/Participation Form -- Report Attendance and Submit Points here. 
(5) OnLine Quizzes -- Online Quizzes for CIS 700,  701, 757. Spend time here! 
(6) A-Grams -- Information from Instructor, old style format. 

Welcome to my Online Classroom!   My goal: make this a seamless,  high-technology,  profound Information Technology knowledge,  high-performance,  World Class quality course!   If I can imbue you with these skills, then we're both successful! 
My objective:  that you “get” this course,  the way of teaching, learning, communicating.   That you adopt (internalize) underlying principles of Robust Technology,  Rich-Media Communication,  Total Quality Management (TQM), Continuous Quality Improvement and Innovation (CQII)!    That you become inspired (like me) by  Quality Guru W. Edwards Deming,  and  Technology Champions like Bill Gates!
Study my “Principles of Total Quality Management” (http://auciello.tripod.com/tqm.htm), my report “Revelation in Redmond” (Microsoft Headquarters)  (http://auciello.tripod.com/rir.html), and I hope you  catch the energy, drive, commitment, passion for Quality and Technology!   I’m flat out saying if you can “Zen” this course,  integrate its essence into your skill set,  you’ll have more than college credits in your dossier:   you’ll be on your way to Professionalism,  applying  Quality and Technology to your career, and life, and preaching it like me!
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“What are you talking about, Mr. A.?” – What I’m saying is look at the bottom curve, Normal Bell Curve with red, green, and yellow components.  It represents the way things usually are:   the way that they occur ‘naturally’.   Now look at the ‘peak curve’,  made of  blue, yellow, with a bit of red.   It represents “Extreme Performance!”,  extreme accomplishment: The Performance Characteristics of  the peak curve are double those of the normal curve!  
The theme is “Technology Optimizes Performance”:   High Performance is achievable by using Technology to enhance the process.    Email me,  joseph@auciello.net ,  for 50-peak extra credit points if you “get” this!
Incredible to me is that a quality of "Quality of Work” is that it ‘spins-off’ to "Quality of Life", with connections to Integrity,  making the ‘right choice”,  doing the ‘Right Stuff’!   
And, Applied Robust Technology Leads to Success.     
Let’s talk Information Technology.    The highest way to approach Technology is on the Highest Learning Level of Analysis and Synthesis  --  Solving Problems using highest level thinking powers.   For example,  there’s a project about consequences of using electrical field on leading edge of aircraft wing listed in  GRADE.DOC,  http://auciello.tripod.com/GRADE.DOC  (3rd page,  “Electrical Research”), and how it optimizes aircraft performance.  And the History of the Pacific Electric Red Car,  http://auciello.tripod.com/701-REDCAR.DOC,  linked from list of CIS 701 Projects,  http://auciello.tripod.com/page3.html.   Discover how long it took to travel from the San Gabriel Valley to the Ocean at Santa Monica (hint: in minutes).   These lessons develop your ‘information sleuthing’ skills!
-         - - - - - - -  - - - - - - - - - - - - - - - - - - - - - - - -  - - - - - - - -  
A discussion about “Grades”.   In my courses,  the student ‘selects his/her own grade’ (truism and formula for life also) by what they accomplish measured in points awarded from quizzes taken,  projects completed,  etc.   Points are submitted by you to an “Attainment List” on internet, subject to verification; this process is fully comprehensively explained by Intro Quiz (http://auciello.tripod.com/iq01.html).    Using a basketball metaphor:  points are ‘scoreboard’ which you rack by successfully making the basket!   Scoreboard by itself does not tell what kind of a game you played, or what you learned,  but it documents the work that you completed!   
In the kind of High-Performance, Empowered Virtual Learning Community environment that I am trying to build,  everyone can earn and receive ‘top grades for top work!’  It’s your call,  my programs and I just record your progress.   You are in charge.   You’re empowered!
4000 will earn an “A” and a Letter of Recommendation everytime; 3500 with a Portfolio / Project Notebook also earns “A”;   3000 = “B”,  2500 = “C”, etc.   It’s assumed that you are honest, but I verify your work, and 50% of all points must be from Online Quizzes, described in Step #5 above.   Working in a shared vision, mission,  teamwork, high-performance environment requires honesty, trust, confidence.   Thus you are also graded on how you ‘grade’ yourself!   Less than 1% of the time,  does a student try to use dishonest methods in posting grades in my classes.   Usually,  I invite them in, give them a beverage, and tell so many stories, that they soon give up and repent.  I take the time to explain the destructive consequences of cheating.  I learned this ‘trick’ when I needed “correction” and somebody would explain it to me in a loving, supportive way.   Boy, did that hurt!  
Four (4) Ways to Earn Points:   
1)   701 Start Disk (CIS 700 and 701).   Developed under grant in 1990’s,  ‘legacy’ program supplies Computer Information, which, optimally, is studied, comprehended,  learned.   Then using a basketball metaphor -- questions based on the students’ understanding are displayed with the student having 10 seconds to answer (3 seconds in the lane to take a shot, or 24 seconds on the shot clock).    Optimally, this rapid recall verifies learned concepts,  but, if not, there is a chance to retake and improve scores as  needed.  A student is told whether he/she passes or not,  and gradebook is stored by program.   Students submit what quizzes they passed @ 25 points each,  and I have a program that records the grades, and verifies points submitted.  
2) Online Quizzes.  My favorite.   Built on Visual Learning Principles,  found in Step #5, quizzes present material textually, visually,  require research, thinking,  give hints,  require written explanation of  students’ thinking process,  and post grades automatically!  Based on my research in Visual-Interactive-Virtual Applications (VIVA) learning,  they’re are State-of-Art, “rich”-multi-media, High-Impact Communications lesson-quizzes!
3)  GRADE.DOC (http://auciello.tripod.com/GRADE.DOC)  (701)  and  700projects.html (http://auciello.tripod.com/700projects.html)  (700)  are ‘linked lists’ to projects worth 100’s of points which are to be completed, printed out and put into a project notebook that is turned in during finals week.
4)   701PROJECTS (http://auciello.tripod.com/page3.html) is a linked list with hundreds of point-earning projects (701 only)
My philosophy is that while the Online Quizzes are required for 50% of your points, you are free to select any project in my “database” for the balance of your points, where there are over 10,000 points worth of projects.   Browse them all for learning.   Learning is not about Grades.   Grades are my way of rewarding and recognizing your work.   But Learning is the critical element.   Empower yourself with Learning.  Navigate all over my website! 
----------------------------------------------------------------------
Discovering 'nuggets' of information:
First of all,  there is another Main Page, "Page 2",  http://auciello.tripod/nextpg2.htmllthat contains more Quizzes, demos, Help Files, and a lot of other point-generating projects!  (below)
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"Main Index",  the 1st colomn, contains contributions from my daughter, "Courtroom Humor" ,   "Interview with God!" , "Interview with God",  and a  Powerpoint Presentation of her Wedding. (pictures from Digital Camera inserted into PPT saved as .html file -- nice system!), and 701 Final Projects (7 "enrichment", extra-credit,  I.T. skill-building projects).
It also contains Distance Education Class Rules and Checklist (old versions of information) are found in the "Main Index" (left column), in the 8th and 9th rows, about halfway down the column, which add comprehension on how this course works.  And an important posting "Introduction to Cascading Style Sheets (CSS)"  is near the bottom of the column.  (I am using CSS to help buttons that 'light up" and play sound!)
Near the bottom is a link to Robert Cutter's web page.   Robert was a former student who created a web site on "Hypo-therapy", and was also the major author of our Textbook, "Introduction to Statistical Process Control Applications in Manufacturing" that was used in many State-Funded training projects, as part of California Technical Training.   This manufacturing science,  implemented by Dr. Deming,  helped Japanese and US Corporations hit 'Peak Quality" in their process (hopefully, some of this is 'coming together' for the reader), and triggered my (our) postings of Total Quality Management (TQM) and  the 14 Principles for Management (Deming)!
I ask all students to get immersed with TQM, since it is the philosophical and culture base underlying my courses!    The expectation is to work in a TQM environment with shared mission and vision,  "add quality by every action all the time",  and create a supportive High-Technology, Empowered Environment conducive to productivity, success and financial gain!  (re:  "Quality Creates Marketshare! (which creates "ka-ching!)"  [Deming]).


Click here for hhttp://auciello.tripod.com/14tqm.html 
or on the image to the left to read the Principles of TQM.
It is required of all students to download this, print it,  and write "I agree" or "I disagree"  next to every principle!
It is not important whether you agree or disagree, but that verify that you understand each one,  verified by you signature underneath it, which when done, you put in your Project Notebook, to show me during the final week of the class!
But, for this class, TQM is our Modus Operandi (and if you "catch" me sometimes not following it,  then you can post 100tqm points for each instance, and I correct the error),  thus we  p
ractice "Continual Quality Improvement and Innovation!"   If the reader understands what I am talking about,  add your comments to the "Contact Form" (click here), submit it, and award yourself 50cqii points on the Attendance / Participation Form.
 



The famous "14 Principles for Management" by Dr.  Deming is also on that page, accessible by clicking this line! 
 

 

I am authoring this using Frontpage, and integrating images and text,  hyperlinking, and I can add sounds, videos, interactivity -- in fact all Visual-Interactive-Virtual Applications (VIVA).  If the reader gets that Quality and Technology are "cousins", that they support, enhance, and "optimize" each other, then click here to use the Contact Form to say "I got how Quality and Technology work together, Mr. A." and submit it and record 25tqm-tech points!   Plus another 25html if you "get" how writing using "Rich Media" like this will change the way people communicate!
Since I am on a "roll" here ... How about if I award you 25paradigm-shifting points if you "get" that what I am doing (having my webpage open as a Window on my desktop -- ask me about that later or look up how to use FTP with HTTP) is a manifestation and application of "using the power of information to manage an environment, in this case, my Virtual Classroom!   That the "power communicator" of the future will be the one who posts the most quality information to the Web!   Amazing!          

(c) Copyright 2006 by Joseph Auciello
Following are the “printouts” for the micro, windo, and win98 quizzes.  Some students find it helpful to try to match answers with questions before taking the 701START quizzes.

Note:  I still use these old-style – can you say “legacy”? – disks because they promote reading comprehension of Web and Windows topics!  But, they require a floppy disk drive (available as separate unit for about $40) that most new systems do not have! So, these quizzes are optional,  and if you don’t have a floppy drive (3.5”), just do them on paper, keep them n a portfolio, and report them as you complete them!  

Add these quizzes to your points, 25 points each, on the ATTEN/PARTIC FORM like this: 25micro-00 + 25micro-01, etc … Prof. “A” out.

CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-00.dbf

Questions: 

      1  Computers don't possess true intelligence or ________              

      2  Computers are stupid machines that carry out ____________          

      3  A computer normally would take _______ to count from 1 to 10 by 0  

      4  Instructions to the computer (programs) come from the ____         

      5  A computer can accept and store ____                               

      6  A computer can perform logical and __________ operations on data.  

      7  Computers can do the 4 basic math functions (+*/) & _______ data  

      8  Data can be input, processed, then ______ to a printer.            

      9  File.  A computer can _____ data on floppy or hard disk.           

     10  Speed, accuracy, and ___________ make a computer powerful.         

  Answers

arithmetic         compare       

data               emotions      

forever            instructions  

output             reliability   

store              user          

store         
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CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-01.dbf

Questions: 

      1  A ___ is an input device that you point and click.                 

      2  Speech recognition:  Computers can accept ___ and act on it.       

      3  A ___, hand held or flat-bed, allows data to be inputted.          

      4  An output device.  The ___ can also be called, CRT, VDU, or monitor

      5  Hard copy output device, a ___, dot-matrix, ink-jet, or laser.     

      6  Stands for modulator/demodulator, ___, sends/receives data.        

      7  Wire are activated in the print head of the paper on a ___ printer.

      8  Both the dot-matrix and laser printers print text and ___.         

      9  A ___ printer prints 8 - 10 pages/min.  Highest quality output._   

     10  8 bits of computer memory is called a ___.                         

 Answers

byte               display screen

dot-matrix         graphics      

laser              modem         

mouse              printer       

scanner            voice input   

scanner       
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CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-02.dbf

Questions: 

      1  1024 (rounded at 1000).  640 k of ram = 640 ___ bytes of ram.      

      2  Letters, numbers. "a" is stored as 0100 0001 (8 bits) = 1 ___.     

      3  Disk safety. Keep disks free from dust, moisture, heat, and ___.   

      4  A ___ disk has a metal sliding metal shield.                       

      5  The ___ diskette is obsolete (Sep 94) & more susceptible to errors.

      6  Hard Disk is auxiliary (secondary) storage.  Also known as ___.    

      7  A High Density (1.44MB) 3 1/2" disk stores about ___ pages of text.

      8  ___ = Random-Access Memory.  Temporary storage used by the CPU.    

      9  Read Only Memory = ___.  Can't write to it.  Can only be read.     

     10  ___ = a "k" (kilo) in the computer world. 2 raised to 10th power.  

 Answers

1024               1200          

3 1/2"             5 1/4"        

RAM                ROM           

byte               fixed disk    

kilo               magnetism     

kilo          
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CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-03.dbf

Questions: 

      1  Hard Disks are ___ to a computer. Very fast & should be backed up. 

      2  Data can be stored on both sides of a ___ disk.                    

      3  Set of instructions =  a ___.  AKA "software".                     

      4  Type of software called ___  loads & executes application programs.

      5  Part of system software. DOS=Disk ___ System. Controls operations. 

      6  Starting up a computer =  ___. A computers can "boot" from floppy. 

      7  ___ programs load the oper. system which loads applic. programs.   

      8  ___ preceded DOS95, DOS98, etc. You came a long way, Bill.         

      9  Operating system software control access to ___, display & printer.

     10  ___ = Software built-in to computer.  Similar to ROM.              

 Answers

DOS 6.2            ROM           

Systems            booting       

built-in           disks         

double-sided       firmware      

operating          program       

operating     
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CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-04.dbf

Questions: 

      1  Word, EXCEL,  ACCESS are examples of ___ software.                 

      2  Financial analysis is best done using a ___ program.               

      3  A Word Processor is the best, but not only, way to write a ___.    

      4  __ applications, such as payroll, can be done with EXCEL or ACCESS.

      5  Keeping track of parts, ___, done best with a data base.           

      6   To keep track of student records, use a ___ program.              

      7  This program tracks responses & builds a database. Written in ___. 

      8  ___ = COmmon Bus Oriented Lang.  Early Business Language.          

      9  ___ =  example of a utility program.  Fast way to copy  files.     

     10  __ = Type of operating system (favorite of Prof. Silvera). Not DOS.

     11  ___ = Legacy operating system.  Still good to know.                

     12  DIR, LIST, FORMAT, DEBUG are examples of ___ programs.             

 Answers

ACCESS             Accounting    

COBOL              DOS           

Spreadsheet        UNIX          

XCOPY              applications  

database           inventory     

letter             utility       

letter        
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CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-05.dbf

Questions: 

      1  American Standard Code for Information Interchange = ___.          

      2  Hard Disks and Floppy Disks are ___ units.                         

      3  ASCII contains printing and ___ (control) characters and graphics. 

      4  When you press a key, it sends an ___ to the computer.             

      5  To turn on your computer, you must begin by loading ___ (booting). 

      6  If you boot from a floppy, it must be a "bootable" ___ disk.       

      7  You can boot a computer, by placing a system disk in ___.          

      8  The system ___.  Could be A:, A:>, C:>, C:\ etc.  Can be changed.  

      9  To change to Drive B, type ___ at the system prompt.               

     10  Warm boot = ___.  Press these keys simultaneously. Same as RESET.  

     11  DIR is an internal DOS command.  Format is an ___ DOS command.     

 Answers

ASCII              ASCII code    

B:                 CNTL-ALT-DEL  

DOS                Drive A:      

external           mass storage  

non-printing       prompt        

system        
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CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-06.dbf

Questions: 

      1  Technical vocabulary specific to a subject = ___.                  

      2  MS-DOS is produced by ___, also produced WINDOWS.                  

      3  A program is a series of ___ in a language a computer understands. 

      4  ___ = software = applications = applications programs.             

      5  Programs, and data, are stored in ___.  Displayed with DIR.        

      6  .BAK, .WP5, .TXT,  .BAS are examples of ___.                       

      7  Max length of a filename = ___.   "M2001" is a file name.          

      8  Programs are stored in files.  Files are stored on ___.            

      9  A disk is like a ___ containing many files.  Saves paper.          

     10  A ___ goes between a filename and an extension.  "M2001.DBF"       

 Answers

8 characters       Microsoft     

TERMINOLOGY        disks         

extensions         file cabinet  

files              instructions  

period             programs      

period        
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CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-07.dbf

Questions: 

      1  The CPU is composed of the ___ and the Arithmetic-Logic Unit.      

      2  The _____ interprets instructions.                                 

      3  The __ unit does arithmetic calculations and logical comparisons.  

      4  When the power is turned off, instructions stored in ___ are lost. 

      5  ___ = permanent instructions stored memory.                        

      6  The __ has alphabetic, numeric & special characters used for input.

      7  ___ keys are used to move the cursor. Press <num lock> off.        

      8  ___ devices include floppy and hard disks.                         

      9  A ___ disk contains 1.44 megabytes (MB)                            

     10  ____ drives usually contain (as of Sep 94) 200 MB of data.         

 Answers

Arith-Logic        CPU           

Control Unit       Hard disk     

Mass storage       RAM           

ROM                arrow         

floppy             keyboard      

floppy        
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CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-08.dbf

Questions: 

      1  Programs with (.COM)(.EXE) extensions can be run & are called ___. 

      2  "FILEMAN.___ is a program written in the BASIC language.           

      3  By typing DIR, you will see the Volume  ___.                       

      4  To see the volume label on a disk, you must type ___.              

      5  The Volume Label on the disk is an ___ label.                      

      6  DIR also shows file size and the ___ it was last changed (modified)

      7  ___ is an executable command file in the directory shown.          

      8  Programs with ___ extensions contain text, and are not executable. 

      9  A ___ contains the names of the files on a specific disk.          

     10  A DOS prompt for the C: drive shown is ___.                        

 Answers

.DOC, or .TXT      BAS           

C:\                DIR           

Label              command.com   

date               directory     

electronic         executable    

electronic    
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CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-09.dbf

Questions: 

      1  A ___ store much more data than a floppy & is usually built-in.    

      2  You can ___ data from a hard disk much quicker than from a floppy. 

      3  Hard disks are usually (but not always) referred to as the ___.    

      4  Like the A drive, the ___ is usually a floppy disk drive.          

      5  The definitive information about your system is in the ___.        

      6  The ___ on a disk represent coded information.                     

      7  A ___ converts magnetic spots on a disk to electrical impulses.    

      8  Hard drives can also be called ___ drives.                         

      9  The current configuration is a hard disk and one ___ drive.        

     10  The illustrations show a ___ disk which is outdated (9/94).        

 Answers

3 1/2"             5 1/4"        

B drive            C drive       

disk drive         fixed         

hard disk          magnetic spots

manual             retrieved     

manual        
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CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-10.dbf

Questions: 

      1  After entering a command, ___ RETURN or ENTER to send it.          

      2  Think of RETURN or ENTER as keys that __ information to the system.

      3  The ___ key, marked with a left arrow, deletes 1 char to the left. 

      4  ___ key, bottom of keyboard, is used to type spaces.               

      5  The four (4) cursor ___ move the cursor North, South, East, West.  

      6  __ is spelled wrong. 2nd letter is "O", not "0" - Note difference! 

      7  ___ = Using "1" for "I".  Won't work for DIRECTORY command.        

      8  ___  if you see a picture of typewriter in a computer book.        

      9  A ___ is a program that obsoletes the typewriter.                  

     10  On a ___, the "1" and "l" are the same key.  Not so on a keyboard. 

 Answers

Backspace          C0PY          

D1R                dump book     

keys               press         

send               spacebar      

typewriter         word processor

typewriter    
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CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-11.dbf

Questions: 

      1  ___ stops a command while it is running. Says "return control now!"

      2  __  gives Table of Contents for a disk.  Use DIR.                  

      3  AKA peripheral.  The printer is a ___ or hardware item.            

      4  If you see ___ for a prompt, then you are in the A: drive.         

      5  If you see A:\, then the ___ drive is A:                           

      6  ___ = blinking line or box that shows where you are on the display 

      7  ___ = DOS command to duplicate or copy files.                      

      8  ___ = a letter, number or symbol = a byte. Space is a ___.         

      9  Asterisk (*) replaces a name or extension. __ = all files with .BAS

     10  DIR ___ will list all files beginning with MEMO and all extensions.

 Answers

*.BAS              A:/           

COPY               CTRL + C      

MEMO.*             character     

cursor             default       

device             directory     

device        
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  micro-12.dbf

Questions: 

      1  The ___ command displays the directory on the screen.              

      2  DIR gives file ___, sizes, and dates that files were modified.     

      3  If A: were the default drive, DIR would list files on the ___ drive

      4  The ___ command copies files to another disk.                      

      5  COPY MIKE.TXT  MIKE1.TXT  will copy and ___ MIKE.TXT               

      6  COPY A:___  B:SALES.*  copies all files named SALES from A: to B:  

      7  COPY ___ will copy all files from A: to B:  (called "wild cards")  

      8  If A: = the ____, then COPY A:SALES.DAT = COPY SALES.DAT           

      9  _____! COPY X.DAT B:X.DAT = COPY X.DAT B:                          

     10  COPY ___ will copy all files ending with ".BAS" from A: to B:      

 Answers

A:                 A:*.*  B:*.*  

A:*.BAS B:         COPY          

DIR                SALES.*       

Will work          default drive 

names              rename        

names         
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This is Lesson  micro-13.dbf

Questions: 

      1  To ___ files from your disk, use the ERASE OR DELETE command.      

      2  REN will ___ your files.                                           

      3  You ___ rename an existing file.  It must be an new name.          

      4  REN ___ will rename the file extension from .JAN to .FEB           

      5  The ___ command makes a hard copy of a file, if it is printable.   

      6  PRINT A:MEMO.JAN prints "MEMO.JAN" from the __: drive.             

      7  The print command ____ be used to write to disk.                   

      8  A computer doing other tasks ___.   Called "Spooling".             

      9  A computer can do other ____ while printing.                       

     10  To view the contents of a MEMO.JAN,  use ___ MEMO.JAN              

     11  You ___ view the contents of an .exe or .com file with TYPE.       

 Answers

1.JAN 1.FEB        A:            

can not            can not       

can not            print         

remove             rename        

tasks              type          

while printing
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Questions: 

      1  The ___ command prepares a new disk to accept data.                

      2  Formatting ___ a disk for bad spots.                               

      3  ___ formats the B: drive and puts on an electronic label.          

      4  ___ formats the A: drive and installs a system (makes it bootable) 

      5  Before formatting which erases files, check disk with ___.         

      6  COPY copies files or groups of files.  DISKCOPY copies an ___.     

      7  ____ = erases a file from the A: drive.                            

      8  ___ = lists all the files ending with .SALES                       

      9  You can rename files with the copy command or the ___ command.     

     10  Your response time is being gently ____ by the computer.           

 Answers

DIR                DIR *.SALES   

ERASE A:JAN.2      FORMAT A:/S   

FORMAT B: /V       REN           

entire disk        format        

guided             tests         

guided        
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Questions: 

      1  ___ = a valid name for cash in January.                            

      2  __ valid file name.  Spaces allowed.                               

      3  123=jan.dat.  Invalid file name.  The ___ char is not allowed.     

      4  ___ = Valid file name with "TXT" as an extension.                  

      5  __ = Bad file name.  The name must be at least 1 letter long.      

      6  ___ = valid file name -- extension more than 3 letters.            

      7  __ = GOOD file name -- up to 30 characters.                        

      8  ___ = Bad file name -- does not begin with a valid character.      

      9  __ = Valid name -- describes bills paid in Mar.                    

     10  ___ = Bad file name - has a special meaning to DOS. (Reserved Word)

     11  The label for your disk (volume) is an ___ label.  Internal name.  

 Answers

.Feb               =             

BILLS.MAR          CLIENTS-JAN.2 

DATA.1992          EDU@COM.TXT   

JAN 15.DAT         ^EXPO         

cash.jan           clock$        

electronic    
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Questions: 

      1  ___ = The copies you look for when you spill coffee on your disks. 

      2  This command ___ is used to copy disks.  It makes a backup copy.   

      3  ___ will copy all files from A: to B: and format B: if necessary.  

      4  ___ copies all files from B drive to A:  (goes first to second)    

      5  ___ disk = name of orginal disk.  Target = name of destination disk

      6  The ___ disk = disk being copied to = destination disk.            

      7  To boot the system from a floppy, put the ___.                     

      8  If the systems boots, you will see a prompt like ___.              

      9  What you should do with original disks. You should ___ them.       

     10  If you type DISK COPY  instead of DISKCOPY, you will see an ___.   

 Answers

A> or C>           DISKCOPY      

DISKCOPY A: B:     DISKCOPY B: A:

DOS disk in A:     backup copies 

error message      source        

stash or file      target        

stash or file 
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Questions: 

      1  ___.  Stops and starts screen from scrolling.  A toggle switch.    

      2  Given that A: = the default drive.  DIR will list files on ___.    

      3  ___ command will copy files to another disk.                       

      4  You can also copy files to the same disk as long as you ___ them.  

      5  ___.  This command will copy all files from drive B: to A:         

      6  ___.  Copies all files from the default drive to B:                

      7  ___.  To remove file(s) from a disk, use this command.             

      8  ___.  This command will erase a file with extension = "2" from B:  

      9  Renames file(s).   ___ BILLS.DAT  BILLS.JAN changes the file name. 

     10  The ___ command will list names, size, and date last modified.     

 Answers

COPY               COPY *:*  B:  

COPY B:*.* A:      DIR           

ERASE              ERASE B:JAN.2 

REN                Rename        

[CNTRL] + [S]      drive A:      

[CNTRL] + [S] 
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Questions: 

      1  A ___ goes on the outside of your disk.  Describes contents.       

      2  "WORD DOCUMENTS - yy.mm.dd"  could be an _ label on your disk.     

      3  On a 3 1/2" disk, you ___ to write protect the disk.               

      4  On a single floppy system, the disk drive is both the ___ drive.   

      5  This command ___ copies all files from A: drive to C:              

      6  You make backup files as a kind of ___ on your disks.              

      7  ___ lists all the files and directories on your C: drive.          

      8  R stand for ___.  Repeat the step.                                 

      9  I stands for ___.  Try to skip the step.                           

     10  A stands for ___ the process.  Cease all steps & return to DOS.    

 Answers

A: and B:          Abort         

COPY A:*.* C:      DIR C:        

Ignore             Retry         

gummed label       insurance     

outside            slide the tab 

outside       
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This is Lesson  micro-19.dbf

Questions: 

      1  The PRINT command will give you ___ output.                        

      2  To get a hard copy ("hard" = you can touch it). Use the ___ command

      3  ___ will print a data file from the A: drive.                      

      4  You can only print ___ files = containing readable text or data.   

      5  Spooling = executing other programs while a file is ___.           

      6  ___.  Allows you to view contents of a file. (Not .exe or .com)    

      7  Before you can use a new disk, it must be ___.  (prepared)         

      8  Formatting tests for ___, and creates an structure.                

      9  ___ formats a disk in B: and puts an internal label on it.         

     10  ___ formats a disk & installs operating system. (makes it bootable)

 Answers

FORMAT A:/S        FORMAT B:/V   

PRINT              PRINT A:DAT.2 

TYPE JAN.DAT       bad spots     

being printed      formatted     

hard copy          printable     

hard copy     
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Questions: 

      1  Max length of volume label = internal label =  ___.                

      2  After you format a disk, it is a good idea to put an ___ on it.    

      3  Formatting destroys old files.  Use ___ to check for files first.  

      4  COPY copies files.  Use ___ to copy an entire disk.                

      5  DISKCOPY is a quick way of making a ___ disk.  Good insurance.     

      6  __ gives a "BAD COMMAND OR FILE NAME".  Note diff bet O and 0!     

      7  In our lab A: and B: = the same drive.  It is ___ drives.          

      8  If it were spelled correctly, ___ copies all of B: to A:           

      9  A disk with an operating system on it is ___.                      

     10  When doing DISKCOPY, you should write-protect the ___ disk.        

 Answers

11 characters      D1SKCOPY B: A:

DIR                DISKC0PY A: B 

DISKCOPY           backup        

bootable           original      

outside label      used for both 

outside label 
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Questions: 

      1  ___ = valid file name.                                             

      2  ___ = valid file name.  Contains a space.                          

      3  ___ valid file name.  Contains a dash (-).                         

      4  ____ = Valid file name.  No extension.                             

      5  ___  names are case sensitive.                                     

      6  To create a file name, you can use letters, numbers, and ___.      

      7  "CUSTUMER.LST" is a ____ file name.                                

      8  "CLOCK$.COM" is a ___ choice for a file name?                      

      9  ___ = ORIGINAL disk.                                               

     10  DISKCOPY copies the SOURCE disk to the ___ = destination disk.     

 Answers

BILL-OLD           BILLS.1987    

CLIENTS-1.TXT      SOURCE        

TARGET             YEAR 1.TXT    

file               good          

symbols            valid         

symbols       
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Questions: 

      1  Double Density (DD) disks ____ in High Density (HD) drives.        

      2  __ disks work in DD drives.                                        

      3  This type of quiz makes you read and _____.  But it gets boring!   

      4  DD disk = 40 tracks, = 720KB.  HD = __ tracks = 1.44MB             

      5  ___ = name of special formatting program to prepare disk for data. 

      6  __  a disk to protect it from dust.                                

      7  A disk can be affected by _____ (THINK!)                           

      8  You can prevent writing on a disk by sliding the ___ notch.        

      9  Make a ___ of your disk to insure against loss or error. SMART MOVE

     10  ___ = High Density = 1.44 MB.  MB = Mega (Million) Bytes           

 Answers

80                 FORMAT        

HD                 HD            

backup copy        cover         

magnetism          think         

work               write-protect 

work          
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Questions: 

      1  Generated Text & Images are ___ on the monitor (screen).           

      2  You ___ with your computer with a keyboard or mouse.               

      3  ___ = typewriter keys to enter info into your computer.            

      4  ___ = pointing device to select and move items on the screen.      

      5  Some objects change when your mouse ___ passes over them.          

      6  Examples of Hardware  ___ (modems, printers, scanners)             

      7  ___ = modulator / demodulator = analog to digital telecomm devices 

      8  ___ = Universal Serial Bus Port.  Dont buy a computer without one. 

      9  ___ copy = Print out of  information displayed on your screen      

 Answers

Communicate        Components    

Displayed          Hard          

Keyboard           Modem         

Mouse              Pointer       

USB           
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This is Lesson  win98-02.dbf

Questions: 

      1  ___ connects computer to Internet over telephone line.             

      2  Sounds and Music can be heard through internal or ___  speakers.   

      3  A defined ___ area that ppears on the screen = window.             

      4  A defined work area is called a ___.                               

      5  Window = movable and resizable ___.                                

      6  The ___ bar appears at the top of each window.                     

      7  Title ___ displays the name of the open application or software.   

      8  Move a window by pointing to the title bar & ___ it to a location. 

      9  A scroll __ = bar that appears at lower or right edge of a window. 

     10  ___  display area where icons and  desktop components appear.      

 Answers

Bar                Desktop       

External           Modem         

Title              area          

bar                dragging      

window             work          

window        

(c) Copyright 2001 by Joseph Auciello, California Technical Training

CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  win98-03.dbf

Questions: 

      1  The basic Windows ___ is called the desktop.                       

      2  Dialogue Boxes and Application Windows appear on a ___.            

      3  ___  on a shortcut icon to see its properties.                     

      4  Run ____ Monitor to Monitor Net Connections and Download speeds.   

      5  System Monitor ___ data flow speeds.                               

      6  Get SI summary:  Run ___ Info from System Tools Menu.              

      7  You can __ any shortcut to the SendTo folder.                      

      8  To open ___ folder, click Start, then click Run.                   

      9  In the Open box, type ___ then press <Enter>.                      

     10  Right-click mouse, then press __ View, to view file's contents.    

 Answers

Desktop            Quick         

Right-click        Screen        

SendTo             SendTo        

System             drag          

monitors           system        

monitors      
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This is Lesson  win98-04.dbf

Questions: 

      1  Right-click a drive in ___, then click Properties to run Cleanup.  

      2  Clicking  ____ runs disk cleanup tool for that drive.              

      3  Click the ___  tab to run ScanDisk, Backup, and Defrag.            

      4  To change the ___ of a file, press Shift-Right-Click.              

      5  ___ can be assigned to start programs any times.                   

      6  To change __ resolution, right-click anywhere, then settings.      

      7  Under Screen area, move slider bar to desired ___.                 

      8  A ___ disk allows you to start Windows from the A: drive.          

      9  Failure to load Windows from Hard Drive?  Use your Startup ___!    

     10  Click Control Panel - Settings, d-c Add/Remove to create ___ disk. 

 Answers

Disk Cleanup       My Computer   

Startup            Startup       

Tools              association   

disk               hotkeys       

resolution         screen        

resolution    
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This is Lesson  win98-05.dbf

Questions: 

      1  To ___ previous action:  Click Edit - Undo (CTRL + S).             

      2  To undo moving or renaming a file, click ___, then Undo.           

      3  To change Display Properties: ___ on Desktop, click Properties.    

      4  __ Properties include background, Screen Saver, Video Properties.  

      5  To Change Display __:  R-C on D-T, click Appearance to change font.

      6  To view system ___ -- R-C My Computer, then Properties.            

      7  To copy a disk: __ My Computer, r-c Floppy Disk icon, click copy.  

      8  View ___ properties - R-C Network Neighborhood, click Properties.  

 Answers

Display            Double-Click  

Edit               Font          

Network            Right-Click   

properties         undo          

properties    
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This is Lesson  win98-06.dbf

Questions: 

      1  Double-click ___, r-c floppy disk icon, click Copy to copy a disk. 

      2  To make a copy of your disk - use the __ utility. (good for backup)

      3  To __ a disk, d-c My Computer,  r-c Floppy icon, then click Copy.  

      4  ___ for Diskcopy, r-c the d-t, point to new, click Shortcut.       

      5  R-C the d-t, point to New, click shortcut, then type ____ A: A:    

      6  __ = .  =  current directory                                       

      7  __ = .. =  parent directory                                        

      8  __ = Change Directory                                              

      9  __ Changes Directory takes you up 3 directory levels.              

     10  ___ changes dir from C:\windows\system\sub to root directory.      

     11  To go up (2) dir ___, use  CD.. (2 dots).    Simple.               

 Answers

(1 dot)            (2 dots)      

CD                 Cd...         

Diskcopy           My Computer   

cd...              copy          

diskcopy           levels        

shortcut      
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This is Lesson  win98-07.dbf

Questions: 

      1  To list contents of present folder; click ___ .                    

      2  _ = 1 dot = present folder.  .. = 2 dots = root folder.            

      3  Cd __ (2 dots) takes you up one directory.                         

      4  ___ followed by .  (1 dot) lists the current directory.            

      5  From the ___ prompt; click the Toolbar cut; copy; paste operations.

      6  C:\defrag or Start defrag.exe   do the  ___ thing (run defrag)     

      7  You can ___ any program from the Command Line by using Start.      

      8  ___ Write.exe  causes Wordpad to execute.                          

      9  Typing ___ will allow Wordpad.exe  to execute.                     

 Answers

.                  ..            

Command            Same          

Start              Start         

Start              Start         

Write         

(c) Copyright 2001 by Joseph Auciello, California Technical Training

CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.
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Questions: 

      1  Edit Command.pif to change the Properties for a __ Window.         

      2  Edit a __ file by opening the PIF folder, and editing Command.pif  

      3  Set  __ for DOS Window by editing Command.pif in PIF Folder.       

      4  You can create a ___ batch file in Program Properties.             

      5  Invoking ___ enables up arrow to repeat last Dos Command.          

      6  ___ records a history of previous keys typed in DOS.               

      7  WIN98 supports __ char file names.                                 

      8  Valid t or f:   12345678.ABC  __                                   

      9  Valid t or f:   12345678.ABCDE  (no limit on extensions) __        

     10  Valid t or f: 123456789012345678901234567890.abcde   ___           

     11  Valid t or f   .abc     __                                         

 Answers

30                 DOS           

DOSKEY             DOSKEY        

Pif                Properties    

Startup            f             

t                  t             

t             
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Questions: 

      1  Since a window is flexible & ___ , you can easily change its size. 

      2  Most applications include a built-in __ feature.                   

      3  Help = built-in feature providing ___ & suggestions.               

      4  On the Windows desktop, Help is available from the __ menu.        

      5  Most applications have a Help ___ or  icon on the toolbar.         

      6  The ___ button usually looks like a question mark.                 

      7  In most software, the __ function key invokes  the Help feature.   

      8  ___ = Programmer's favorite key:  usually cancels operation!       

      9  ___  used to perform keyboard shortcuts.                           

     10  ___ <Del> triggers "warm boot"  (famous "3-key warm boot")         

     11  ___ also cancels present activity.  Returns you to Task Manager.   

     12  __  & <Ctrl>  used as "Shortcut" keys - e.g., Ctrl-V =  Paste.     

 Answers

<Alt>              <Alt> <Ctrl>  

<Alt> <Ctrl>       Ctrl-Alt-Del  

ESC                F1            

HELP               Help          

Resizable          Start         

button             information   

button        
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This is Lesson  win98-10.dbf

Questions: 

      1  The __ (input device) enters info & instructions into system.      

      2  ___:  You can type information and instructions into your computer.

      3  ___ &  release keys to display  corresponding characters on screen.

      4  Another part of your keyboard is called the numeric ___.           

      5  Not all keyboards have a ___ keypad.                               

      6  Like an ___ machine, you can enter numbers with 1 hand on keypad.  

      7  The top row of keys is called ___  keys (F1, F2, F3).              

      8  Function ___ are used to quickly perform specific software tasks.  

      9  Your ___ has other special keys that perform specific functions.   

     10  ___ bars:  Used to Scroll thru a list.                             

     11  ___  keys  used in combination with other keys.                    

 Answers

<Alt> <Ctrl>       Adding        

Keyboard           Keypad        

Numeric            Press         

Scroll             function      

keyboard           keyboard      

keys          
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Questions: 

      1  Use left button to move items around your screen by ___ them.      

      2  Use the mouse to ___ and move items on the screen.                 

      3  You can use a pointing ___ to give your computer instructions.     

      4  The most popular type of ___ device is the mouse.                  

      5  4 basic __ =  pointing, clicking, double-clicking, and dragging.   

      6  The mouse controls a ___ that identifies your location on screen.  

      7  Think of the mouse as an ___ of your hand.                         

      8  You move the pointer by moving the ___.                            

      9  ___  means pressing and releasing a mouse button only one time.    

     10  To __  mouse: quickly press and release the left mouse button once 

 Answers

Mouse              actions       

click              clicking      

device             dragging      

extension          pointer       

pointing           select        

pointing      
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  win98-12.dbf

Questions: 

      1  Clicking the button twice quickly is called ___ clicking.          

      2  Double- ___ = clicking left button twice in quick succession.      

      3  ___ is pressing the mouse button once instead of twice.            

      4  ___  pointer over object, press & down hold left button to drag it.

      5  ___  left mouse button, move  mouse to desired place on screen.    

      6  ___ = positioning mouse over item, pressing & moving mouse.        

      7  __ basic actions: pointing, clicking, double-clicking, dragging.   

 Answers

4                  Dragging      

Position           Press         

clicking           clicking      

double        
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  win98-13.dbf

Questions: 

      1  __ Scheduler can set tasks to run every night.                     

      2  ___ deletes files from the Internet Cache; empties recycle bin.    

      3  After ___, Scandisk starts, then Defragmenter.                     

      4  ___  EMPTIES THE RECYCLE BIN, ETC.                                 

      5  The ___ Scheduler enables the user to set tasks to run every night.

      6  Cleanup, ScanDisk, and ____ are (3) Disk Maintenance Tools.        

      7  ___ can automatically fix disk errors.                             

      8  ___ means to move the mouse pointer over a particular item.        

      9  The ___ bar is used when list is too long to fit inside window.    

 Answers

Cleanup            Cleanup       

Defrag             Pointing      

ScanDisk           Task          

Task               cleanup       

scroll        
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  win98-14.dbf

Questions: 

      1  The taskbar ___ the Start button.                                  

      2  The taskbar ___  the system clock.   What time is it?              

      3  Your Windows desktop includes several small ___ (icons).           

      4  ___ =  easy way to open the programs or docs you use frequently.   

      5  The ___ = rectangular bar on the bottom of the Windows desktop.    

      6  Point to an arrows to bring up a ___ (called a cascading menu).    

      7  Place mouse pointer over taskbar ___ to view the date.             

      8  Double-click ___ clock to set the system time, date, zone.         

      9  Far right of ___  bar = 3 important buttons = Minim, Maxim, Close. 

     10  Use these buttons to size the ___ window (min or max) or close it. 

 Answers

Icons              Submenu       

Taskbar            Title         

clock              includes      

includes           pictures      

taskbar            title         

taskbar       
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  win98-15.dbf

Questions: 

      1  A black ___ arrow  says "follow the arrow" to more choices.        

      2  Middle section provides selection of ___  and options.             

      3  Bottom section used for basic operating commands (___ down).       

      4  __ include Start Button and Taskbar, Special Keys.                 

      5  ___ =  graphic symbolizing program, command, or Web Page.          

      6  ___ = Bottom of your screen.  Contains "Start" Button.             

      7  Taskbar shows ___ (pictures) of all active programs.               

      8  ____ contains the  taskbar.                                        

      9  ___ =  bar located across bottom of desktop.                       

     10  The taskbar ___ the Start button.                                  

 Answers

Applications       Desktop       

Icon               Icons         

Taskbar            Taskbar       

Topics             Triangular    

includes           shutting      

includes      
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  win98-16.dbf

Questions: 

      1  ___ bars used when list is longer than  single windows size.       

      2  Scroll __ used when contained text is larger than the window.      

      3  The "Start" ___ enables finding and opening documents ...          

      4  The "Start" ___ can be used to log off [shut down] the computer.   

      5  Try it.  Click "___" - see all the Program Menu.  Check it out.    

      6  From the ___ Button, you can quickly start a program.              

      7  ___  button lists of software and documents you can open.          

      8  _ shows list of applications (apps) and documents (docs) available.

      9  Point to Programs, and a ___ menu appears.                         

     10  A black ___ arrow  says "follow the arrow" to more choices.        

 Answers

Button             Button        

Start              Start         

Start              Start Button  

Triangular         bars          

cascading          scroll        

cascading     
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  win98-17.dbf

Questions: 

      1  Middle section provides selection of ___  and options.             

      2  Bottom section used for basic operating commands (___ down).       

      3  ___ =  graphic symbolizing program                                 

      4  ___ = Bottom of your screen.  Contains "Start" Button.             

      5  Taskbar shows ___ (pictures) of all active programs.               

      6  ____ contains the  taskbar.                                        

      7  ___ =  bar located across bottom of desktop.                       

      8  The taskbar ___ the Start button.                                  

      9  The taskbar ___  the system clock.   What time is it?              

 Answers

Applications       Desktop       

Icon               Icons         

Includes           Includes      

Taskbar            Taskbar       

shutting      
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  win98-18.dbf

Questions: 

      1  Middle section provides selection of ___  and options.             

      2  Bottom section used for basic operating commands (___ down).       

      3  __ include Start Button and Taskbar                                

      4  ___ =  graphic symbolizing program                                 

      5  ___ = Bottom of your screen.  Contains "Start" Button.             

      6  Taskbar shows ___ (pictures) of all active programs.               

      7  ____ contains the  taskbar.                                        

      8  ___ =  bar located across bottom of desktop.                       

      9  Taskbar =  bar located across ___ of desktop.                      

     10  The taskbar ___ the Start button.                                  

 Answers

Applications       Desktop       

Icon               Icons         

Taskbar            Taskbar       

Topics             bottom        

includes           shutting      

includes      

(c) Copyright 2001 by Joseph Auciello, California Technical Training

CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  win98-19.dbf

Questions: 

      1  The ___, Maximize, and the Close buttons are part of the Title Bar.

      2  The title bar shows a window's __ -- top edge of all open windows. 

      3  __ Bar contains Minimim, Maximum, and Close Buttons.               

      4  Min, Max, and Close buttons are on the far ___ of the Title Bar.   

      5  _ between windows using title & scroll bar & Min Button.           

      6  From __ menu, point to Accessories, &  cascading menu appears      

      7  Click WordPad at the bottom of the list and the ___ opens.         

      8  Bottom ___ is reserved for basic operations(shut down & logoff).   

      9  The ___ section includes programs, Docs, and other options.        

     10  The __ section can be personalized with functions that you choose. 

 Answers

Minimize           Programs      

Right side         Title         

application        middle        

move               name          

section            top           

section       
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  win98-20.dbf

Questions: 

      1  The Start menu is ___ into three sections.                         

      2  ___ section contains basic operating tasks ( Shut Down ).          

      3  The ___ section opens applications and enables options.            

      4  __ section allows additions to the Start menu.                     

      5  A black ___ arrow  says "follow the arrow" to more choices.        

      6  Middle section provides selection of ___  and options.             

      7  Middle ___ provides selection of ___  and options.                 

      8  Bottom section used for basic operating commands (___ down).       

      9  __ include Start Button and Taskbar, Special Keys.                 

     10  ___ =  graphic symbolizing program, command, or Web Page.          

 Answers

Applications       Bottom        

Divided            Icon          

Middle             Top           

Topics             Triangular    

section            shutting      

section       
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  win98-21.dbf

Questions: 

      1  ___ = Bottom of your screen.  Contains "Start" Button.             

      2  Taskbar shows ___ (pictures) of all active programs.               

      3  ____ contains the  taskbar.                                        

      4  ___ =  bar located across bottom of desktop.                       

      5  The taskbar ___ the Start button.                                  

      6  The taskbar ___  the system clock.   What time is it               

      7  Your Windows desktop includes several small ___ (icons).           

      8  ___ =  easy way to open the programs or docs you use frequently.   

      9  Min, Max, & Close buttons are on far ___ of the title bar.         

     10  __ between windows using title & scroll bar & Min, Max, Close.     

 Answers

Desktop            Icons         

Icons              Pictures      

Right side         Taskbar       

Taskbar            includes      

includes           move          

includes      
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  win98-22.dbf

Questions: 

      1  Middle section provides selection of ___  and options.             

      2  Bottom section used for basic operating commands (___ down).       

      3  __ include Start Button and Taskbar; Special Keys.                 

      4  ___ =  graphic symbolizing program; command; or Web Page.          

      5  ___ = Bottom of your screen.  Contains "Start" Button.             

      6  Taskbar shows ___ (pictures) of all active programs.               

      7  ____ contains the  taskbar.                                        

      8  ___ =  bar located across bottom of desktop.                       

      9  The taskbar ___ the Start button.                                  

     10  The taskbar ___  the system clock.   What time is it               

     11  Your Windows desktop includes several small ___ (icons).           

     12  ___ =  easy way to open the programs or docs you use frequently.   

 Answers

Applications       Desktop       

Icon               Icons         

Icons              Includes      

Includes           Pictures      

Taskbar            Taskbar       

Topics             shutting      

Topics        
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-00.dbf

Questions: 

      1  ___ = size and style of a character (usually alphabetic)           

      2  Which is a bigger size font -- 10 or 20 point?                     

      3  ____ =  short name for Prof. Auciello.                             

      4  ___ = name of Microsoft Word Processor Application Program.        

      5  From the "File" Menu, click here to load a new or existing document

      6  ___ = Name of Menu that Open, Print, Close commands are in.        

      7  ____ :  Click here to send your document to the printer.           

      8  ___:  Click here to Name and Save your document. This is easy stuff

      9  ___: You are in charge of your education and life.                 

     10  ____ = hand-held  graphic-oriented input device.                   

 Answers

20                 FILE          

Prof A             WORD          

empowerment        font          

mouse              open          

print              save as       

print         
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-01.dbf

Questions: 

      1  The rectangular area of the screen is called a ___.                

      2  The windows appear on a background called the ___.                 

      3  An ___ is a small graphical figure.                                

      4  A ___ (like a spreadsheet) is represented with an icon.            

      5  You select a program by ___ing its icon.                           

      6  Before you double-click a mouse, you must ___ it at the icon.      

      7  Icons can be ___ by dragging them across the window.               

      8  Dragging an icon: Point at it, click & hold  ___ and move it.      

      9  ___ = name of program dragged by pointing & holding left button.   

     10  You ___ an icon by holding down its left button.                   

 Answers

Sysedit            desktop       

double-click       drag          

icon               left button   

moved              point         

program            window        

program       
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-02.dbf

Questions: 

      1  Upper right button which expands the windows =  ___ button.        

      2  The minimize button (next to maximize) ___ the size of the window. 

      3  Scroll means "reposition" on screen.  Vertical scrolling is ___.   

      4  Horizontal scrolling moves the window ___.                         

      5  Both scroll bars have a ___.  Answer = scroll button.              

      6  The illustration shows ___ windows opened - Main and Program Mgr.  

      7  ___ is a group item containing programs.                           

      8  Print Manager is a ___ representing a program.                     

      9  The first window opened is ___.  The 2nd one overlays part of it.  

     10  ___ is an option on the Menu Bar.                                  

 Answers

2                  Accessories   

File               Program Mgr   

left & right       maximize      

program icon       scroll button 

shrinks            up and down   

shrinks       
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-03.dbf

Questions: 

      1  You can start WINDOWS from DOS by typing ___.                      

      2  Windows use a ___ interface -- pointing & clicking at symbols.     

      3  Windows allows you to run ___ programs at the same time.           

      4  Windows allows you to copy text and ___ between programs.          

      5  ___ is the 1st window you see when starting Windows.               

      6  Program Manager ___ while you are running Windows.  (stays active) 

      7  Initially, Program Manager displays the contents of the ___.       

      8  ___ = collection of programs.                                      

      9  Another word for programs = ___.                                   

     10  Windows also allows you to ___ your files.                         

 Answers

Main Group         Program Mgr   

WIN <ENTER>        always runs   

applications       graphical     

graphics           group         

multiple           organize      

multiple      

(c) Copyright 2001 by Joseph Auciello, California Technical Training

CIS 701                                   PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-04.dbf

Questions: 

      1  The entire computer screen is called the ___.                      

      2  You can ___ items around on the desktop, add or delete them.       

      3  Word meaning symbol.  ___ represent programs.                      

      4  Windows Setup is an ___ in the ___ group.                          

      5  An icon can represent a ___ or a ___.                              

      6  Games is a ___ opened by pointing and clicking the mouse.          

      7  A Group Icon can contain 50 ___ icons.                             

      8  ___ = Max number of program icons in a group.                      

      9  Every window has a max, min, title bar & a ___ box.                

     10  Windows also allows you to ___ your files.                         

 Answers

50                 Group icon    

Program Item       control-menu  

desktop            icon          

icon, MAIN         move          

organize           program, group

organize      
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-05.dbf

Questions: 

      1  Pg 18: Dbl-clicking a linked object ___ source prog containing it. 

      2  ___ Command embeds a copy of object into destination document.     

      3  Editing an object, changes it in the ___ document, not source. OK. 

      4  You resize a window by dragging its ___.                           

      5  Draw objects in Paintbrush.  This is the ___ document.             

      6  You must ___ an object before you can link it.  Save before link.  

      7  ___ = tool in Paintbrush than highlights (selects) an object.      

      8  After using Pick to highlight it, click on ___ in Edit Menu.       

      9  After clicking Copy in Source Prog, click Edit & ___ in Destination

     10  Editing a linked object changes it in all ___ containing it. Power!

 Answers

Copy               Paste         

PasteLink          Pick          

activates          border        

destination        programs      

save               source        

save          
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-06    

Questions: 

      1  On Pg 12, to print multiple copies, click on the ___ Box.          

      2  Print Mgr can print a file without opening its application. T/F?_  

      3  Windows allows you to ___ information between applications.  Wow!  

      4  You can transfer and ___ information between Paintbrush, Write, etc

      5  ___ = Transferring information between applications = embedding.   

      6  Information ___ in a document comes from other applications.       

      7  Embedded or not, information can be edited in a document.  Yes/No. 

      8  ___ = any kind of info = text, graphic, or sound element. Hi-Tech! 

      9  ___= where object was created. Destination = where object is placed

     10  Paste Link ___ an object from 1 program to another.                

 Answers

Copies             Source        

T                  Yes           

embedded           links         

move               object        

object linking     share         

object linking
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Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.
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Questions: 

      1  If a subdirectory is expandable, it will contain a ___.            

      2  ___ the name of the folder you wish to expand.                     

      3  Press ___ to list set of subdirectories under the selected folder. 

      4  * expands a select folder. Click ___ to display all subdirectories.

      5  On pg 12, DIV6 is a subdirectory of Reports -- true or false?      

      6  On pg 12, DIV6 = a subdirectory of Root Directory -- true or false?

      7  DIV6 is a sub subdirectory of the Root Directory -- yes/no?        

      8  ___ must be highlighted 1st to create a subdirectory under C:\.    

      9  Directories are created thru ___ option?  File or Tree?            

     10  Clicking Create Directory makes a ___  under the current directory.

 Answers

+ sign             C:\           

Expand All         File          

asterisk (*)       double-click  

false              subdirectory  

true               yes           

true          
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-08    

Questions: 

      1  Saving a file: Click File, Save As, Drives, Dir, File Name & ___.  

      2  ___ = option in the File Menu to retrieve a file. Go get it.       

      3  Click ___ to open an existing file;  click ___ to open a new file. 

      4  Windows is User-Friendly. Use Intuition to guide your actions -T/F?

      5  ___ = where to go to get help on installing a printer on system.   

      6  ___ assists in selecting printer, orientation etc. Doesn't install.

      7  ___ = Quick test to see if printer is properly installed.          

      8  Another output on Print Setup = ___ option.  Short for Facsimile.  

      9  You can print all pages or a Range specifying  ___.                

     10  You can print a hard copy or you can output to a ___.  Impressive. 

 Answers

File               From To       

Help               OK            

Open               Open, New     

Print Setup        T             

Try to print       WINFAX        

Try to print  
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-09    

Questions: 

      1  Like AUTOEXEC.BAT, you can designate a program to run at ___ time. 

      2  You can designate a program in the ___ to start when Windows starts

      3  Is there a startup group Window on your system?  yes or no.        

      4  Clue:  run all the examples in the book before you ___.            

      5  You can only have 1 program in your startup group.  yes / no       

      6  You can ___ an icon from one group to another.                     

      7  ___ an icon: press CTL, click mouse, drag, release mouse, then CTL 

      8  ___ an icon: drag it.                                              

      9  You can close an application by double-clicking its ___ box.       

 Answers

Control Menu       copy or move  

copying            moving        

no                 startup       

startup group      take the test 

yes           
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-10    

Questions: 

      1  Run 2 applications side by side, & switch them by clicking the ___.

      2  To make an application active, click ___ in its window.            

      3  ___ cycles through all the open windows, & changes active window.  

      4  There are ___ ways to open Task List.                              

      5  Clicking anyplace on a desktop not covered by a Window invokes ___.

      6  ___ invokes (calls) Task List.                                     

      7  Inside the Task List, press ___ to change the active window.       

      8  Task List is used to ___ between applications.                     

      9  Press ___ to close applications on Task List.                      

     10  Task List gives a ___ of open applications.                        

 Answers

ALT + ESC          CTL + ESC     

End Task           Switch To     

Task List          anywhere      

list               switch        

title bar          two           

title bar     
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Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-11    

Questions: 

      1  By accessing Windows, you can ___ by clicking on another name.     

      2  A checkmark in front indicates that the window is ___.             

      3  To see all the open windows, you can Cascade or ___ them.          

      4  To cascade open windows, click Cascade in the ___.                 

      5  When windows are cascaded, you can see the Title Bars.  True/False 

      6  Cascade grouping, not Tile, puts windows side by side. True / False

      7  The active window has a ___ Title Bar.                             

      8  If a window is too small to display its contents, it can be ___.   

      9  You can move a sroll bar by ___ its scroll button.                 

     10  You can also scroll a window by clicking on the ___.               

 Answers

False              Tile group    

True               Windows Menu  

active             dark          

dragging           scroll arrows 

scrolled           switch windows

scrolled      
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-12    

Questions: 

      1  By accessing Windows, you can ___ by clicking on another name.     

      2  A checkmark in front indicates that the window is ___.             

      3  To see all the open windows, you can Cascade or ___ them.          

      4  To cascade open windows, click Cascade in the ___.                 

      5  When windows are cascaded, you can see the Title Bars.  True/False 

      6  Cascade grouping, not Tile, puts windows side by side. True / False

      7  The active window has a ___ Title Bar.                             

      8  If a window is too small to display its contents, it can be ___.   

      9  You can move a sroll bar by ___ its scroll button.                 

     10  You can also scroll a window by clicking on the ___.               

 Answers

False              Tile group    

True               Windows Menu  

active             dark          

dragging           scroll arrows 

scrolled           switch windows

scrolled      
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Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-13    

Questions: 

      1  The "Exit Windows" prompt appears in a ___.                        

      2  ___ = Position mouse on Name and click it.                         

      3  ___ Name = clicking mouse twice on Name.                           

      4  ___ = Point mouse, click Name and keep pressed while moving.       

      5  You ___ click on an icon to start the program it represents.       

      6  ___ is the name of another group, same as Main.                    

      7  The window on top is the ___ or current window.                    

      8  The title bar will only accept commands when it is ___.            

      9  You can't have more than 1 window open at the same time. (yes/no)  

     10  Active window = ___ window = window on top.                        

 Answers

Accesories         Click Name    

Double-click       Drag Name     

active             current       

dark               dialog box    

double             no            

double        
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-14    

Questions: 

      1  The "Exit Windows" prompt appears in a ___.                        

      2  ___ = Position mouse on Name and click it.                         

      3  ___ Name = clicking mouse twice on Name.                           

      4  ___ = Point mouse, click Name and keep pressed while moving.       

      5  You ___ click on an icon to start the program it represents.       

      6  ___ is the name of another group, same as Main.                    

      7  The window on top is the ___ or current window.                    

      8  The title bar will only accept commands when it is ___.            

      9  You can't have more than 1 window open at the same time. (yes/no)  

     10  Active window = ___ window = window on top.                        

 Answers

Accesories         Click Name    

Double-click       Drag Name     

active             current       

dark               dialog box    

double             no            

double        
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-15    

Questions: 

      1  Enlarging a window to create a bigger working area = ___.          

      2  The ___ button is an up & down button in the upper right corner.   

      3  The Restore button restores a window to its ___ size.              

      4  If Auto Arrange is enabled, there will be a ___ next to it.        

      5  ___ is part of the Options Menu &  can be clicked on or off.       

      6  ___ saves the window settings for the current session.             

      7  You exit Windows by clicking on  ___ and ___.                      

      8  A shortcut to exiting Windows is ___.                              

      9  At the "Exit Windows" prompt, click on ___ to exit.                

     10  To remain in Windows at the "Exit Windows" prompt, click on ___.   

 Answers

ALT + F4           Auto Arrange  

Cancel             File, Exit    

Maximizing         OK            

Save Settings      checkmark     

original           restore       

original      
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-16    

Questions: 

      1  Changing a window to an icon is called ___.                        

      2  The maximize button is in the ___ of the window.                   

      3  The button to the left of Maximize is the ___ button.              

      4  The Minimize button is to the ___ of the Maximize button.          

      5  Minimize = reduce to an ___.   Maximize = expand in window.        

      6  When 1 window overays another, operate 1st on the ___.             

      7  To create more ___, minimize a window.                             

      8  To ___ or maximize an icon, double-click on it.                    

      9  Main is a group.  Groups can be maximized or minimized. (T or F)?  

     10  The Main group contains the Program Manager Application (T or F)?  

 Answers

F                  T             

icon               left of       

minimize           minimizing    

restore            top one       

upper right        working space 

upper right   
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-17    

Questions: 

      1  You can ___ in a document by highlighting the selected area ...    

      2  Click Character, Fonts, Fonts, Style, and  ___ (say 18).           

      3  You ___ the font you created in Sample Box. (will see/will not see)

      4  Each letter in a document could be a different font style. T/F?    

      5  A file is document that has been ___ to disk.                      

      6  Windows allows the use of both logic & intuition to run it. (Y/N)  

      7  ___ = default extension for a write document. Example: 73006.___   

      8  ___ allows you to name a document, say  A:\73006.WR1               

      9  Once named, a document can be Saved using the ___ option.          

     10  Note that F in File is underlined.  ___ is underlined in Edit.     

 Answers

E                  Save          

Save As            Size          

T                  WR1           

Y                  change font   

named & saved      will see      

named & saved 

(c) Copyright 2001 by Joseph Auciello, California Technical Training


CIS 701 / 757                            PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-18    

Questions: 

      1  You can change to another directory by ___ its folder.             

      2  Clicking its folder, displays all of a directory's files & ___.    

      3  The ___ contains File, Disk, Tree, etc. options.                   

      4  Click on Tree, to turn on Indicate ___ Branches.                   

      5  If it has a checkmark, Indicate Expandable Branches is on. yes/no? 

      6  If not preceded by a checkmark, Indicate Expandable Branches is ___

      7  A ___ sign on a folder says that it contains subdirectories.       

      8  ___ says that the directory can be collapsed.                      

      9  The + (plus) sign = ___ = expandable.                              

     10  Doing Windows while reading your text is the best way to ___.      

 Answers

+                  - (minus sign)

Expandable         Menu Bar      

clicking           learn         

more follows       off           

subdirectories     yes           

subdirectories
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-19    

Questions: 

      1  Change fonts by clicking ___ on the Menu Bar.                      

      2  You ___ (or block) text by dragging mouse over text to be selected.

      3  ___ Is What You Get = WYSIWYG ("wahsigee").  TrueType is an example

      4  ___ taking these tests, you should run the programs.               

      5  Best Practice:  Read from book while running the programs. T/F?    

      6  The TrueType Font is shown in the ___ box.                         

      7  Scroll 1 line down = down arrow = ___ with Num Lock off.           

      8  Pg 3 shows you how to ___ for the highlighted text.                

      9  The larger the point size, the ___ the Font.  18 is larger than 12.

     10  Win 3.1 uses ___ fonts.  You can select any fonts and scale them.  

 Answers

2 key              Character     

Sample             T             

TrueType           What You See  

before             change font   

highlight          larger        

highlight     

(c) Copyright 2001 by Joseph Auciello, California Technical Training


CIS 701 / 757                            PROF. AUCIELLO

Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-20    

Questions: 

      1  You can change the current drive by clicking its icon - yes / no.  

      2  ___ = Directories + Documents + System + Program + Other Files.    

      3  The reason you can't see a hidden file is because it is ___.       

      4  A ___ icon represents a directory.                                 

      5  ___ icon = page with lines on it, contains Text (letter, document) 

      6  Horizontal line at top represents a ___ = PIFs, Batch Files, etc.  

      7  Document Files Icon without lines = ___ Icon.                      

      8  Autoexec.bat is a ___ file shown with a horizontal line at top.    

      9  dos is a ___ represented by a file folder.                         

     10  You change directories by clicking its ___.                        

 Answers

File Types         Other Files   

Program File       directory     

document file      file folder   

folder or icon     hidden        

program            yes           

program       
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-21    

Questions: 

      1  A filename usually (but not always) contains a name + ___.         

      2  Fully qualified filename: C:\PUBLIC\AUCIELLO\73004.TXT (true/false)

      3  A filename must be followed by  "."  +  1-3 characters. true/false?

      4  Windows uses ___ to create & organize files and directories.       

      5  ___ = Route thru directory structure to get to current directory.  

      6  Directory Path will be shown on the darkened ___.                  

      7  The current directory is shown as a highlighted ___.               

      8  Which disk drive icon -- c or d - is outlined as the current drive?

      9  Each directory is represented by a ___.                            

     10  File folder ___ represent directories.  (symbols)                  

     11  Usually, but not always, drive B: is a ___ disk.                   

 Answers

File Manager       Title Bar     

d                  directory path

extension          false         

file folder        floppy        

folder             icons         

true          
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-22    

Questions: 

      1  Paper documents are usually stored in manila ___.                  

      2  Folders are usually stored in file ___.                            

      3  Once you create a document, it must be ___.                        

      4  ___ = file cabinet.  directory = folder.                           

      5  drive = cabinet.  ___ = folder.  Save paper.  Store electronically.

      6  If drives = file cabinets, ___ which holds more -- A: or C: drive? 

      7  ___ = floppy disk drive holding 1.44 MB.                           

      8  ___ = Containing 100 or more MB of disk storage.                   

      9  ___ = subdirectory structure = Root (Main) + subdirectories.       

     10  From subdirectories, other ___ can be created.                     

 Answers

A: drive           C: drive      

cabinets           directory     

drive              folders       

hard drive(C:)     multilevel    

named & stored     subdirectories

named & stored
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-23.dbf

Questions: 

      1  ___ = a Word Processor (like WP60, Edit) supplied with Windows.    

      2  Does Write require you to press ENTER at end of a line?  Yes/No?   

      3  In Write, words are ___ moved to the next line -- called WORDWRAP. 

      4  Press ENTER only to start a new paragraph or enter a ___.          

      5  ___ = moving a document up, down, left & right so it can be viewed.

      6  Use ___ to scroll 1 line up = 8 key with Num Lock off.             

      7  Scroll 1 line down = down arrow = ___ with Num Lock off.           

      8  You can drag the scroll box up or down on the ___ scroll bar.      

      9  You can drag the scroll box ___ on the horizontal bar.             

     10  Win 3.1 uses ___ fonts.  You can select any fonts and scale them.  

 Answers

2 key              No            

TrueType           Write         

automatically      blank line    

left & right       scrolling     

up arrow           vertical      

up arrow      
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-24.dbf

Questions: 

      1  Horizontal = left & right.  ___ = up & down.                       

      2  ___ a window  = changing its vertical or horizontal dimensions.    

      3  You can change the dimensions individually or ___ at the same time.

      4  The extreme right side of a window is called the ___.              

      5  When the pointer is on the right edge, it turns into a ___.        

      6  Resize the window by clicking its edge & ___ it to a new location. 

      7  To resize a window vertically, click & drag its ___.               

      8  You can resize a window, horiz & vertically by dragging its ___.   

      9  You can resize a window from ___, not just the bottom right.       

     10  If icons are covered up, rearrange them  by clicking ___.          

 Answers

2-headed arrow     Arrange Icons 

any corner         both          

bottom edge        corner        

dragging           resizing      

right edge         vertical      

right edge    
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-25    

Questions: 

      1  Horizontal = left & right.  ___ = up & down.                       

      2  ___ a window  = changing its vertical or horizontal dimensions.    

      3  You can change the dimensions individually or ___ at the same time.

      4  The extreme right side of a window is called the ___.              

      5  When the pointer is on the right edge, it turns into a ___.        

      6  Resize the window by clicking its edge & ___ it to a new location. 

      7  To resize a window vertically, click & drag its ___.               

      8  You can resize a window, horiz & vertically by dragging its ___.   

      9  You can resize a window from ___, not just the bottom right.       

     10  If icons are covered up, rearrange them  by clicking ___.          

 Answers

2-headed arrow     Arrange Icons 

any corner         both          

bottom edge        dragging      

resizing           right corner  

right edge         vertical      

right edge    
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-26    

Questions: 

      1  When you ___ the left button, the icon will stay in its new area.  

      2  ___ = a choice in the OPTIONS menu, automatically arranging icons. 

      3  To disable AUTO ARRANGE, ___.                                      

      4  To arrange the icons in Main, click on Window, then ___.           

      5  You click on an icon by moving the mouse to it & clicking the ___. 

      6  Moving a window: click on any part of the ___ and drag it.         

      7  Dragging = moving an object while ___ the left button.             

      8  You can move a Window by clicking on the title bar & ___ it.       

      9  To arrange the icons in a Window, 1st Click on Windows on the ___. 

     10  You can execute a command by highlighting it and pressing ___.     

 Answers

<ENTER>            AUTO-ARRANGE  

Arrange Icons      Menu Bar      

Title Bar          click it off  

dragging           holding down  

left button        release       

left button   
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-27    

Questions: 

      1  ___ directory:  where all files and directories are stored.        

      2  A Root Directory ___ been divided into sections or categories.     

      3  Creating ____ = dividing a file drawer into categories.            

      4  A ___ is specified by giving its drive, path, & name.              

      5  Specifying drive, path, & name = fully qualified filename - yes/no?

      6  A fully qualified ___ contains drive, path, & name.                

      7  ___ = drive + pathname = drive + subdirectory.                     

      8  The 1st backslash (/) indicates the ___ directory.                 

      9  1st backslash says WP6 is in Root Dir.  2nd says LETT1 is in WP6.  

     10  1st = root.  ___ backslashes separate subdirectories and filename. 

 Answers

C:\PUBLIC          C:\WP6\LETT1  

file               file name     

following          has not       

root               root          

subdirectories     yes           

subdirectories
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-28    

Questions: 

      1  When you start Windows, ___ runs until you exit Windows.           

      2  You can reduce Prog Mgr to an icon to keep the ___ uncluttered.    

      3  Click ___ Use on the Options Menu to reduce Prog Mgr to an icon.   

      4  If there is a ___ next to it, Min on Use is on [enabled].          

      5  Press ___ to leave it on if a checkmark is in front of Min on Use. 

      6  Min on Use reduces Prog Mgr to an ___; clicked on thru Options.    

      7  Start Write by 1st double-clicking its ___. (Accessories)          

      8  Start Write Application - dbl-click Accessories then dbl-click ___.

      9  You can check the status of Min on Use by clicking ___.            

     10  On pg 1, the icons shown on the desktop are Group Icons. True/False

     11  Maximize on  Use can be clicked on thru Options Menu?  True/False? 

 Answers

ESC                False         

Group Icon         Minimize on   

Options            Program Mgr   

True               Write         

checkmark          desktop       

icon          
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-29    

Questions: 

      1  You can click on a dir or subdir & drag it to a new location? T/F  

      2  File Manager, like a ___ surgeon allows cutting, grafting, pruning.

      3  Trees can be cut, grafted, & pruned.  ___ does same to directories.

      4  Should you be able to delete a subdir with a subdir under it? Y/N  

      5  You can delete a Dir by clicking it and pressing Del.  True/False. 

      6  To ___ files on same drive, press the CTRL key while dragging mouse

      7  File Manager allows you to ___ files to another drive.             

      8  By clicking ___ you can see both Source & Target of the operation. 

      9  When you copy a Dir, all of its Files and Subdirs are also ___.    

     10  You can delete a Dir and all its files by clicking on ___.         

 Answers

File Manager       N             

T                  Tile          

True               Yes to All    

copied             copy          

move or copy       tree          

move or copy  
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-30    

Questions: 

      1  The Window in current use is called the ______ Window.             

      2  The ___________ icon represents an opened file or program.         

      3  Marking a specific Help screen for future access = ___________.    

      4  Powering on a computer = ____ ____.                                

      5  Pressing <CNTL><ALT><DEL> simultaneously = a ____ ____.            

      6  ___________ = place where info is copied to or pasted from.        

      7  Duplicating a file to another disk or directory = ____.            

      8  Transferring a file to another disk or directory = ____.           

      9  Unless you specify another printer, Windows uses _______ printer.  

     10  ______ = erasing a file from a disk.                               

 Answers

Active             Application   

Bookmark           Clipboard     

Cold Boot          Copy          

Default            Delete        

Move               Warm Boot     

Move          
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-31    

Questions: 

      1  The area behind any opened windows = the _______ area.             

      2  ______ ___ used to supply added info for an operation.             

      3  A place for similar files: WP documents have their own _________.  

      4  ____ ____ = Fixed Disk = permanent memory within computer system.  

      5  ____ = set of information: Spreadsheet, letter, data, drawing,etc  

      6  ______ = prepare disk to receive data, creates'Table of Contents'  

      7  Graphical User Interface (___). Windows =  ___ Pictures/Icons.     

      8  _____ ____ = contains other icons.  Accessories is a _____ ____.   

      9  ____ = symbol representing a program or file.                      

     10  Portrait orientation = vertical.  _________ = horizontal. (Wide)   

 Answers

Desktop            Dialog Box    

Directory          File          

Format             GUI           

Group Icon         Hard Disk     

Icon               Landscape     

Icon          
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-32    

Questions: 

      1  RAM = Random Access ______ = Volatile storage.  No power. No data  

      2  ____ ___ at top of a Window giving Program Options, like File,etc  

      3  ________ port usual connection for printers = LPT.  Not serial.    

      4  ______ port modem/mouse = COM. RS-232 connector. Not parallel.     

      5  Landscape orientation = horizontal.  ________ = vertical. Smile.   

      6  _____ _____ = print jobs waiting while you continue to work.       

      7  Go to the end of the _____, the back of the line and wait!         

      8  ______ _____=constantly shifting screen pattern to prevent damage  

      9  Click & drag ______ ____ along side/bottom of Window to move.      

     10  ____ Directory = Main.  1st level under = Sub Directories.         

 Answers

Memory             Menu Bar      

Parallel           Portrait      

Print Queue        Queue         

Root               Screen Saver  

Scroll Bars        Serial        

Scroll Bars   
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-33    

Questions: 

      1  ___ _______ directly under Main and above Sub-Sub-Directories.     

      2  A Sub Directory ___  have Subs under it.                           

      3  _________ = pattern displayed as background on the desktop.        

      4  ____ ____.  ? replaces a char.  * replaces a name or extension.    

      5  Dir ______.___ will display LAKERS.TXT, MAKERS.TXT. Get it?        

      6  Capitals are ____ in file names.  Case Matters!                    

      7  ____ = 1st part of filename, followed by period, then extension.   

      8  _____.___ = Extension denotes BitMaPPed file.  Numeric file name.  

      9  COMMAND.COM is said "Command ___ Com" = Period between name & ext  

     10  Rule: RESUMEJA.WP5 has 8 char name, dot, and a 3 char _________.   

 Answers

70105.BMP          ?AKERS.TXT    

NAME               Sub Directory 

Wallpaper          Wild Card     

can                dot           

extension          important     

extension     
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Write answers in blank.  Take quiz for credit by computer.

Ask questions.  Quizzes are intended to reinforce reading

and springboard questions.  Questions are a road to knowledge.

Match the Answer with the Question, and write it in the blank provided.

This is Lesson  windo-34    

Questions: 

      1  _ = max length of a file name extension.  TXT, WP6, are examples.  

      2  Say 'as-ter-isk'.  Wild card char replacing Name or extension.     

      3  Question Mark replaces 1 char for each ?                           

      4  Dir ________.___ lists all filenames with 2nd char = A.            

      5  Lists all files with any name and any extension.                   

      6  Lists all files with WP6 extension.                                

      7  Lists all files with WP as 1st 2 letters of extension.             

      8  Lists all bank accounts beginning with SWISS                       

      9  Wild card rules:  ? replaces 1 char.  * replaces entire name/ext   

 Answers

*                  *.*           

*.WP6              *.WP?         

3                  ?             

?A??????.*         SWISS.*       

correct       
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Note:  You can not earn credit for the same quiz in both CIS 700 and CIS 701.
CIS 700    INDEX TO ONLINE CIS 700 QUIZZES AND PROJECTS      PROF.  AUCIELLO
olindex700.html
(check this list frequently for new information.)
	 
	Note:  There is a series of Avian Flu Quizzes at  http://auciello.tripod.com/olindex701.html  that can be taken for extra credit, if not already taken in CIS 701,  teaching  Internet Explorer, some JS / HTML programming, use of "Rich-High-Impact-Media", for a max of 500 points!   Go Learn!
	 


 

	 
	Note:  The curriculum for CIS 700 covers (1) computer concepts, (2) computer system components, (3) Windows (XP) and (4) DOS, and (5) introduction to programming concepts (JavaScript).  There are over 150 lessons on this website on Applications Software, JavaScript/HTML, Java programming,  and related concepts like Visual Communication, High Performance Workplace, and Total Quality Management.  You are free to use areas "outside the envelope" of this course for enrichment and submit them for "extra credit."   It will be my decision whether to award points for such work, based on the amount of work that you do, and your knowledge level in the (5) required areas.  
You may study with other students, in fact, it is encouraged and consistent with our "Electronic Learning Community."  Empowering ourselves and others is our goal!  But you  must submit your work yourself, with your signature on each project submitted as part of your portfolio.  Assignments that you download, complete, and sign are will be placed in a Viewbinder that becomes, after grading, yours to keep.  (I will show you a sample.)  
My philosophy is to 'empower' you, to "teach you to how to learn", crossing boundaries, reaching the heights where your imagination and skills take you!   Combining creativity and hands-on skills will lead you to significant levels of  discovery and achievement!   Becoming "Technology Empowered", discovering for yourself, "Crossing the Digital Divide" and leaving you standing there self-confident, self-reliant, and successful is the goal of this course!   I would appreciate your comments on this:  email me  ProfA@Auciello.net 
	 


	Date  Revised
	Name
	Graphic
	Explanation
	Click or type in this address
	Pts  

	Fall 04
	iq01
	[image: image4.jpg]Tntro 01 -- Orientation Lesson-Quiz
(iq0L.htmI)




	13 Question  Quiz (Take this first!-- explains Attendance, Policies, etc)
	http://auciello.tripod.com/iq01.html
	100

	July.06
	vocab01.html
	


	8 Question Quiz on Terminology
	http://auciello.tripod.com/vocab01.html 
	 50 

	July.06
	vocab02.html
	


	10 Question Short-Answer Quiz on Data Communication
	http://auciello.tripod.com/vocab02.html 
	 60 

	July.06
	vocab03.html
	


	10 Question Short-Answer Quiz on Windows Operations
	http://auciello.tripod.com/vocab01.html 
	 50 

	July.06
	vocab852.html
	


	852 item worksheet on Tech Vocab.
	http://auciello.tripod.com/vocab852.html 
	 2000
(2) 

	Dec.04
	wiqu01.html
	


	10 Question Quiz on Windows
	http://auciello.tripod.com/wiqu01.html 
	 200 

	Dec.04
	701startbook.doc
	 SHAPE  \* MERGEFORMAT 



	82 Page Document containing (23) Microcomputer + (23) Windows 98-DOS + (35) Windows Quizzes See (1) below. 
	http://auciello.tripod.com/701startbook.doc
	2025

	Nov. 05
	 

excel-text-data-01.html 
 
	


Note: Using functions is a programming skill. 
	8 Question Quiz on EXCEL Text & Data Functions
	auciello.tripod.com/excel-text-data-01.html 
	 100 

	Jan.05
	mq01.html
	


	10 item Short-Answer Quiz. 
	 

http://auciello.tripod.com/mq01.html
 
	300

	Jan.05
	mq02.html
	


	8 item Answer-Matching Quiz. 
	 

http://auciello.tripod.com/mq02.html
 
	200

	Apr.05
	jsqu01.html
	


	10 item VIVA Quiz (med to difficult). 
	 

http://auciello.tripod.com/jsqu01.html
 
	400

	Jan.06
	jsqu02.html
	


	16 item VIVA Quiz (easy to med difficult). 
	 

http://auciello.tripod.com/jsqu02.html
 
	255

	Jan.06
	jsqu03.html
	


	21 item VIVA Quiz (med to difficult). 
	 

http://auciello.tripod.com/jsqu03.html
 
	315

	Aug.05
	payroll-js.html
 
	


	Program simulating Access Programming. ("Hack" with it --submit 100sim points) 
	 

http://auciello.tripod.com/payroll-js.html
 
	100

	Aug.05
	ac01.html
	


	Build Access database -- Program Payroll Calculations  VIVA Quiz  
	 

http://auciello.tripod.com/ac01.html
 
	400

	 
	 
	(Projects coming)
	 
	 
	 

	Jan.03
	701q1
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	7 items
	http://auciello.tripod.com/701q1.htm 
	  100

	Jan.03
	701q1a
	[image: image20.jpg]Cle701





	19 Items -- TQM
	http://auciello.tripod.com/701q1a.htm 
	  100

	Jan.03
	701q2
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	17 Items - General
	http://auciello.tripod.com/701q2.htm 
	100

	Jan.03
	701q3
	


	6 Items -- General
	http://auciello.tripod.com/701q3.htm 
	100

	Jan.03
	701q4
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	5 Items -- General
	http://auciello.tripod.com/701q4.htm 
	100

	Jan.03
	email.htm
	


	submit your email address
	  
http://auciello.tripod.com/email.htm
 
	100


	 
	(1) This ( http://auciello.tripod.com/701startbook.doc ) is a printout of the questions on the "701 Start Disk" which I will get to you ASAP.   The quizzes are also on the Start Disk.   Download  this printout, and start "answer matching" the questions.   These same questions are presented by the Start Disk that runs and automatically records your responses and awards 25 points for each score of 80+.   There are 81 quizzes, so it is possible to earn 2025 points.    I will grade your disks during my visits to your school.   
(2) There are 852 words in the vocab852.html  lesson, each worth 10 points, to a max of 2000 points.  You will receive credit for up to 200 words defined, explained and posted in the http://auciello.tripod.com/vocab852.html  lesson!   However, when you take CIS 701, you may define and post up to 200 additional, different words!   You may also do extra words for personal enrichment (I recommend this) and extra consideration will be given towards your grade and letter of recommendation.
I need to communicate with you here: It is about 'Learning', nothing else!  Everything else is unsubstantial or superficial!  If I can 'turn you on' to learning, I am happy to 'get out of your way' as you become 'empowered' and 'endo-genic' (powered within). That would be fabulous.  If it could happen to you in this course, I would be delighted!  Rack those points. and more importantly, tell me, show me what you have learned by your Portfolio.  Show me that you know "how to learn". Show me that you can figure out things by reading the Help files.  For an "A", you must have, of course, over 3500 points in a Project Notebook (Portfolio)!  I hope that you get that I care about your learning! Be well! JA. Out. 
	 


 

 

CIS 701   INDEX TO ONLINE QUIZZES AND PROJECTS   PROF.  AUCIELLO
olindex701.html
	Date  Revised
	Name
	Graphic
	Explanation
	Click or type in this address
	Pts  

	Fall 04
	iq01
	



  Required assignment to get you started.
	13 Question  Quiz (Take this first!-- explains Attendance, Policies, etc)
	auciello.tripod.com/iq01.html
	200

	July.06
	vocab01.html
	


	8 Question Quiz on Terminology
	http://auciello.tripod.com/vocab01.html 
	 50 

	July.06
	vocab852.html
	


	852 item worksheet on Tech Vocab.
	http://auciello.tripod.com/vocab852.html 
	 2000
(2) 

	Mar.06 
	 

av03.html 
 
	


	6 Question VIVA Quiz on Flu Prevention 
	auciello.tripod.com/av03.html
	 150 

	Mar.06 
	 

av02.html 
 
	


	10 Question VIVA Quiz on Flu Prevention & Rich Media
	auciello.tripod.com/av02.html
	 150 

	Mar.06 
	 

av01.html 
 
	


	6 Question VIVA Quiz on Flu Prevention & Rich Media
	auciello.tripod.com/av01.html
	 200 

	Nov. 05
	 

excel-text-data-01.html 
 
	


	8 Question Quiz on EXCEL Text & Data Functions
	auciello.tripod.com/excel-text-data-01.html 
	 100 

	Aug. 05
	hdde.html
	


	6 Question Quiz on Handheld Digital Devices (iPODs, etc)
	auciello.tripod.com/hdde.html 
	 200 

	Sep. 05
	ac01.html
	


	9 Question Quiz on Microsoft Access
	auciello.tripod.com/ac01.html 
	 400 

	Dec.04
	wiqu01.html
	


	10 Question Quiz on Windows
	auciello.tripod.com/wiqu01.html 
	 200 

	Dec.04
	701startbook.doc
	 SHAPE  \* MERGEFORMAT 



Old style, legacy-type quizzes that use and optimize reading, memory, comprehension skills in a "game" format.  Take them if you need them.
	82 Page Document containing (23) Microcomputer + (23) Windows 98-DOS + (35) Windows Quizzes See (1) below. 
	auciello.tripod.com/701startbook.doc
	2025

	Jan.05
	webqu01.html
	


	6-question VIVA Quiz requires Keyword and Written Answers.
	auciello.tripod.com/webqu01.html
 
	100-200

	Jan.05
	fmqu01.html
	


	4-question VIVA Quiz requires Keyword and Written Answers.
	auciello.tripod.com/fmqu01.html
 
	200-400

	Jan.05
	mq01.html
	


	10 item Short-Answer Quiz. 
	 

auciello.tripod.com/mq01.html
 
	300

	Jan.05
	mq02.html
	


	8 item Answer-Matching Quiz. 
	 

auciello.tripod.com/mq02.html
 
	200

	 
	all-01
	


	6 Question Intro Quiz
	auciello.tripod.com/all-01.htm
	  50

	 
	woqu01
	


	9-Item VIVA Quiz (Guided responses)
	auciello.tripod.com/woqu01.html 
	300

	 
	wordquiz01
	


	8-Item Multi-choice test 
	auciello.tripod.com/wordquiz01.html 
	 250 

	 
	701mashel
	

   Master Help File for Projects (Master Help Line)
	25 points to read it through; 25 pts for each solution that you post, up to 10 solutions.
	auciello.tripod.com/701mashel.htm 
	25-275  

	 
	exqu01
	


	10 item VIVA (guided) test
	auciello.tripod.com/exqu01.html
	200

	 
	excelquiz01
	


	10 item -Multi-choice Test (intermediate) 
	auciello.tripod.com/excelquiz01.html 
	  200

	 
	excelquiz02
	


	10 item Multi-Choice Test (advanced)
	 

auciello.tripod.com/excelquiz02.html
 
	200

	 
	a-gram0
	


	19 Item Information Lesson
	auciello.tripod.com/a-gram0.html 
	 

	 
	a-gram1
	


	There are over 10 a-grams -- you may do all of them at 25 pts each.
	auciello.tripod.com/a-gram1.html
	 

	Jan.03
	701q1
	



	7 items
	auciello.tripod.com/701q1.htm 
	  100

	Jan.03
	701q1a
	



	19 Items -- TQM
	auciello.tripod.com/701q1a.htm 
	  100

	Jan.03
	701q2
	



	17 Items - General
	auciello.tripod.com/701q2.htm 
	100

	Jan.03
	701q3
	


	6 Items -- General
	auciello.tripod.com/701q3.htm 
	100

	Jan.03
	701q4
	



	5 Items -- General
	auciello.tripod.com/701q4.htm 
	100

	Jan.03
	email.htm
	[image: image54.png]emailhtm
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	submit your email address
	  
auciello.tripod.com/email.htm
 
	100


 

	 
	(1) 82 page document containing printouts of "old-style" Start Disk quizzes.  Must have be accompanied with a "Start Disk" (get from Instructor);  being replaced by "vocab" lessons such as http://auciello.tripod.com/vocab01.html  (2).
(2)  This lesson contains 852 terms @ 10 points each, to a maximum of 2000 points.  You may use this lesson in place of the Start Disk lesson.  You can not use both, but you can Mix and Match to the max amount.  You can also use this lesson for up to 200 additional, different terms from those used in CIS 700!   And, if you do more, I will give you extra consideration towards your grade! 
If you do all, if not most, of these quizzes, you can earn over 2500 points, which can give you in the C and low B range. If you add business cards, brochures, and Excel projects to this, you will have done well -- and you have a great start towards proficiency in Computer Applications. I need to communicate with you here: It is about 'Learning', nothing else! Everything else is unsubstantial or superficial! If I can 'turn you on' to learning, I am happy to 'get out of your way' as you become 'empowered' and 'endo-genic' (powered within). That would be fabulous. It happened to me in a few of my courses! If it could happen to you in this course, I would be delighted! 
Rack those points. but more importantly, tell me, show me what you have learned. Show me that you know "how to learn". Show me that you can figure out things by reading the Help files. For an "A", you must pass both the Excel, Word, and Access VIVA tests and have, of course, over 4000 points, in a Project Notebook! I hope that you get that I care about your learning! Be well! JA. Out. 
	 


List of “Critical-Thinking” Projects   and  “Advanced Topics”

         Index of Math-Logic-Statistical Exercises (check frequently for new lessons)
 

	Type
	 Date Created
	 Size
	 Short Name
	 Linked Name (Click on Name)
	 Description


	EXCEL
	6/24/2006
	22141
	 701math.xls
	http://govirtual.us/701math.xls
	Arithmetic and Statistics in Excel.

	EXCEL
	5/4/2004
	88576
	 701MATH2.XLS
	http://auciello.tripod.com/701MATH2.XLS
	Text & Logic Functions in Excel.

	DOC
	11/10/2005
	65024
	 EXCEL-functions.doc
	http://auciello.tripod.com/EXCEL-functions.doc
	Note list of powerful Excel functions!

	DOC
	11/10/2005
	86528
	 EXCEL-functions- table.doc
	http://auciello.tripod.com/EXCEL-functions-table.doc
	Table version of EXCEL-functions.doc

	DOC
	6/3/2006
	221696
	 EXCEL-math-stat.doc
	http://auciello.tripod.com/EXCEL-math-stat.doc
	Incredibly powerful Math / Stat functions in Excel!

	DOC
	5/3/2006
	241152
	 701-excel-ops.doc
	http://auciello.tripod.com/701-excel-ops.doc
	Chart of Excel Operations! (basic)

	DOC
	5/3/2006
	241152
	 excel-ops2.doc
	http://govirtual.us/excel-ops2.doc
	Chart of  Excel Operations! (adv)

	JAVA
	4/10/1999
	21504
	 757math.html
	http://auciello.tripod.com/757math.html
	Examples of Math using Java!


       Index of Critical-Thinking Exercises (check frequently for new lessons) 

	Type
	 Date Created
	 Size
	 Short Name
	 Linked Name (Click on Name)
	 Description

	EXCEL
	1/2/2002
	17920
	701PS04.XLS
	http://auciello.tripod.com/701PS04.XLS
	Why does graph change each time <F9> is pushed?

	DOC
	4/26/2004
	20480
	700-discovery.doc
	http://auciello.tripod.com/700-discovery.doc
	Discover executable (.exe)  files.

	DOC
	4/26/2004
	31232
	701CRIT04.doc
	http://auciello.tripod.com/701CRIT04.doc
	Discover features in WORD.

	DOC
	4/26/2004
	20480
	701-crit-elec.doc
	http://auciello.tripod.com/701-crit-elec.doc
	Discover what happens when an electrical charge is placed on a wing!

	DOC
	4/26/2004
	20480
	701-emf.doc
	http://auciello.tripod.com/701-emf.doc
	Same as 701-crit-elec.doc

	DOC
	4/26/2004
	256000
	CR3.DOC
	http://auciello.tripod.com/CR3.DOC
	Critical Thinking approach to WORD.

	DOC
	6/24/2006
	24064
	critical-seabiscuit.doc
	http://auciello.tripod.com/critical-seabiscuit.doc
	Discover why Seabiscuit took off at the sound of the starting bell!

	DOC
	6/24/2006
	62976
	Critical-thinking-word-help.doc
	http://auciello.tripod.com/Critical-thinking-word-help.doc
	Discover how to get "Help"


 

Prof.  Joseph Auciello.

	
	Name:  ________________________                Section #: __________________

CIS 701   (http://govirtual.us//excel-ops2.doc)    EXCEL-OPS2                     PROF.  AUCIELLO

CHART OF EXCEL OPERATIONS
Information from Professor:   For you to cross the ‘Digital Divide’ is the goal of this course.  It is not about ‘grades’, (though “nice to have”)  are not as important as for me to ‘light your fire of learning’, to enthuse you to ‘seek’ and ‘master’ knowledge on your own, ‘empowering’ yourself with technology.  If and when you reach the state of figuring things out yourself, you are on your way to professionalism!   

This project is a ‘guide’  and ‘scorecard’ that  you and I can use to document your trek across the “DD”for it provides an organized way for documenting your ‘self-evaluation’  and application of all the operations in EXCEL!   This document will give you the ‘depth’, ‘breadth’, power, and range of EXCEL so you will be able to concepualize using it to solve Problems.  In addition to that,  by using its extensive “Help” features, you can use EXCEL for solutions of Math, Statistical, Financial, Engineering Problems!   “Help” example shown below.

Description:   For each Tab in the Standard Menu,  describe your comprehension level by printing the date of the occurrence.   Keep this document in Project Notebook.  

Up to 10 points per operation.  Record your points thus: 

10file+10edit   (operation name prefixed by 10) if you understand and actually apply file and edit)  or  

5sendto  points if you have read and understood the concept of “Send To” without actually using it.

First, how to get Help for the “Send to” operation:
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	The ‘Send To’ option allows you to email the spreadsheet to someone. It is found near the bollom of the “File” menu  by pointing at (hovering) on the down symbol [image: image56.jpg]«©



  which gives the extended menu shown below:
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	Note the “Send To” option.

I ‘hovered’ on “Send to”  which generated the sub-menu to its right. 

 
	


-----
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	Another way to figure this out is to use the EXCEL Help feature, so I  clicked “Help” – “Microsoft Excel Help  F1” -  which brought this up.  

Clicked the  “Answer Wizard” tab – then typed “send to mail recipient”  (I just put in the exact words describing what I was trying to do!)  

Selected “Send a workbook …”  from the sub-topic list.
Then clicked“Search” 

(just like “Google” – search on key words!)
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	This essentially says what you already did --   Select whether to send the worksheet as an attachment or message.  
Fill out the “To” field, of course, and 
Finally click “Send this Sheet”
(allows you to email without exiting EXCEL).


	
	Description:   
Example:  Open EXCEL worksheet,  for each Tab – File, Edit, View,  Insert, etc – describe your comprehension level by printing the date that you reached that level,  so if you understood “Open” on Nov.15.05,  print  11/15/05  in the appropriate cell.

Menu

Operation Name

Date Noted and Understood 

(5 points)

Date Applied

(5 points)

Comment

File

Open

11/15/05

11/15/05

Example:  Can Open an Excel File.

Close

Save

Save As

Save As Web Page

Save Workspace

Search

Web Page Preview

Page Setup

Print Area

Print Preview

Print

Create Adobe File

Send To

Properties


	 


	
	Menu

Operation Name

Date Noted and Understood 

(5 points)

Date Applied

(5 points)

Comment

Edit

Undo

Repeat

Cut

Copy

Office Clipboard

Paste

Paste Special

Paste as Hyperlink

Fill

Clear

Delete

Delete Sheet

Move or Copy Sheet

Find

Replace

Go To

Links

Object


	 


	
	Menu

Operation Name

Date Noted and Understood 

(5 points)

Date Applied

(5 points)

Comment

View

Normal

Page Break Preview

Task Pane

Toolbars

Formula Bar

Status Bar

Header and Footer

Comments

Custom Views

Full Screen

Zoom


	 


	
	Menu

Operation Name

Date Noted and Understood 

(5 points)

Date Applied

(5 points)

Comment

Insert

Cells

Rows

Columns

Worksheet

Chart

Symbol

Page Break

Function

Name

Comment

Picture

Diagram

Object

Hyperlink


	 


	
	Menu

Operation Name

Date Noted and Understood 

(5 points)

Date Applied

(5 points)

Comment

Format

Cells

Row

Sheet

AutoFormat

Conditional Formtting

Style


	 


	
	Menu

Operation Name

Date Noted and Understood 

(5 points)

Date Applied

(5 points)

Comment

Tools

Spelling

Error Checking

Speech

Share Workbook

Track Changes

Compare and Merge Worksheets

Protection

Online Collaboration

Goal Seek

Scenarios

Formula Auditing

Tools on the Web

Macro

Add-Ins

AutoCorrect Options

Customize

Options


	 


	
	Menu

Operation Name

Date Noted and Understood 

(5 points)

Date Applied

(5 points)

Comment

Data

Sort

Filter

Form

Subtotals

Validation

Table

Text to Columns

Consolidate

Group and Outline

Pivot Table and Chart Report

Import External Data

Refresh Data


	 


	
	Menu

Operation Name

Date Noted and Understood 

(5 points)

Date Applied

(5 points)

Comment

Windows

New

Arrange

Hide

Unhide

Split

Freeze


	 


Sign each page in upper right corner,  place in Project Notebook (portfolio) and show to Professor if you are submitting for a “A”.

-- end --
CIS 701                    Critical Thinking                  Prof. Auciello

(http://auciello.tripod.com/critical-seabiscuit.doc)

Review:   1.  The business card template is at  http://auciello.tripod.cmo/buscard3.doc
[image: image62.jpg]14+ Principles of Total Quality Management
(TQM)

Copyright©1994 by Joseph Auciello,

TQM: "Doing the Right Thing, Right the First Time, All the Time; Always
striving for Improvement & always satisfying the Customer.” [DOD 1985]



Directions:   Seabiscuit was a champion racehorse owned  by Charles Howard who with his trainer used some very innovative techniques to get Seabiscuit to charge out of the starting gate at full speed, thereby taking the lead.

What was this technique?  How did they “condition”  the horse to do this?   How does this relate to Pavlov’s experiments?   How smart was this?  How did it pay off?   Write answers in space below:

	


CIS 700 / 701 Projects  by Prof. Auciello   (700projects.html) 
	[image: image60]


Dear Student,  in order to give you a 3rd way to earn points for CIS 701 (besides Online Quizzes and Start Disk),  I am constructing this linked list that gives access to every 700 / 701 project on my website.   I have not had the time to describe what each link does, but still, in the sense of giving you points if you can do any of these,  I am posting this, as I said, "under construction" quiz.
Hack it.  Navigate it.  Discover it.  If no points are given,  assume 100.   Post them as 100700-c2.doc as an example if you do the first one.  100xxxxxx  where xxxxxxx is the full name of the link.  
Also to prove that you did these, you have to print them out,  sign them (top right corner), and put them in an attractive Viewbinder that becomes your Project Notebook and a Portfolio for you to keep.  Later on, you could publish this portfolio on the web, as an example of the work that you did!
You may also submit for extra credit, any of the 701 links, but don't use the same link for your 701 class.  There should be some good quality stuff here -- 701-REDCAR.DOC -- for example.   Good luck.  Have fun.  Engage in "Extreme Learning".   Out.
	DESCRIPTION
	LINK

	 
	700-c2.doc

	 
	700-check-01.doc

	 
	700-discovery.doc

	 
	700-email.doc

	 
	700Exc-07.doc

	 
	700-EXP5.XLS

	 
	700-EXPA.XLS

	 
	700-EXPE.XLS

	 
	700-flyer.doc

	 
	700-flyer.htm

	 
	700-flyer.html

	 
	700-fonts.html

	 
	700-fontsa.html

	 
	700-fontsahtm.html

	 
	700-gloss.doc

	 
	700-graphics.doc

	 
	700-internet.doc

	 
	700-letter.doc

	 
	700-map.bmp

	 
	700-map.doc

	 
	700mashel.htm

	 
	700mashel.htm.txt

	 
	700masquiz.htm

	 
	700masquiz.html

	 
	700masquiz.html.txt

	 
	700-master-3.doc

	 
	700promo.html

	 
	700promo_files

	 
	700-quake.doc

	 
	700quiz.htm

	 
	700-sol.html

	 
	701.html

	 
	701-2003.HTM

	 
	701-3fold.doc

	 
	70199x.htm

	 
	70199x.htm.txt

	 
	70199x3.htm

	 
	70199x3.htm.txt

	 
	701a1.htm

	 
	701a1.htm.txt

	 
	701a2.htm

	 
	701a2.htm.txt

	 
	701a3.htm

	 
	701a3.htm.txt

	 
	701a4.htm

	 
	701a4.htm.txt

	 
	701a5.htm

	 
	701a5.htm.txt

	 
	701a6.htm

	 
	701a6.htm.txt

	 
	701-AGRAM.DOC

	 
	701AGRAM.HTM

	 
	701-AGRAM.HTM

	 
	701ASCII.DOC

	 
	701BA5.XLS

	 
	701-BASEBALL.DOC

	 
	701book.doc

	 
	701BUD1.XLS

	 
	701BUD3.XLS

	 
	701BUD3A.XLS

	 
	701BUD4.XLS

	 
	701-budget1.xls

	 
	701-budget-2.XLS

	 
	701budget3.xls

	 
	701budget3a.xls

	 
	701CAD5.XLS

	 
	701CARD.DOC

	 
	701CAT1.XLS

	 
	701CRIT04.doc

	 
	701-crit-elec.doc

	 
	701DB.DOC

	 
	701-disc.doc

	 
	701-emf.doc

	 
	701EX1.XLS

	 
	701EX2.XLS

	 
	701EXC01.XLS

	 
	701EXC02.XLS

	 
	701EXC1.XLS

	 
	701excel.xls

	 
	701-EXCEL.XLS

	 
	701-excel-ops.doc

	 
	701EXP1.XLS

	 
	701EXP3A.XLS

	 
	701EXP4.XLS

	 
	701EXP5.XLS

	 
	701EXP9.XLS

	 
	701EXP-99.DOC

	 
	701EXPA.XLS

	 
	701EXPE.XLS

	 
	701expjour1.xls

	 
	701expjour2.xls

	 
	701expjour3.xls

	 
	701EXPLOR.doc

	 
	701EXPX.XLS

	 
	701extra.doc

	 
	701final.htm

	 
	701final.htm.txt

	 
	701-flyer.doc

	 
	701-flyer.html

	 
	701-flyer-7830.doc

	 
	701fonts.html

	 
	701G2.XLS

	 
	701G3.XLS

	 
	701-GLOSS.DOC

	 
	701GRAPH.XLS

	 
	701HELP.DOC

	 
	701HELP.HTM

	 
	701help.htm

	 
	701HI1.XLS

	 
	701-IF.XLS

	 
	701image.doc

	 
	701inter.doc

	 
	701ja1a.htm

	 
	701ja1a.htm.txt

	 
	701lakers.xls

	 
	701LOGIC.XLS

	 
	701-LTHD2.DOC

	 
	701m2.htm

	 
	701m2.htm.txt

	 
	701MA1.XLS

	 
	701map.doc

	 
	701MAP2.DOC

	 
	701map2.doc

	 
	701-map2.doc

	 
	701mas1.jpg

	 
	701mas2.jpg

	 
	701mashel.gif

	 
	701mashel.htm

	 
	701mashel.htm.txt

	 
	701mashel.htm.txt.doc

	 
	701mashel.html

	 
	701mashel.html.txt

	 
	701mashel-0710.htm

	 
	701mashel-0711.htm

	 
	701mashel-1.htm

	 
	701mashel-1.htm.txt

	 
	701mashel-2.htm

	 
	701mashel-2.htm.txt

	 
	701master.html

	 
	701math.xls

	 
	701-math.xls

	 
	701MATH2.XLS

	 
	701mh2.htm

	 
	701mh2.htm.txt

	 
	701mid1.doc

	 
	701new.gif

	 
	701-OUT.DOC

	 
	701-out.htm

	 
	701out2.doc

	 
	701out3.doc

	 
	701out99.doc

	 
	701out99-050606.doc

	 
	701out99-050607.doc

	 
	701PIZZA.XLS

	 
	701PIZZA3.XLS

	 
	701-ppt.html

	 
	701ppt.ppt

	 
	701-ppt_files

	 
	701ps01.xls

	 
	701PS04.XLS

	 
	701PS5.XLS

	 
	701q1.htm

	 
	701q1.htm.txt

	 
	701q1.txt

	 
	701q1a.htm

	 
	701q1a.htm.txt

	 
	701q1a.html.txt

	 
	701q1b.htm

	 
	701q1b.htm.txt

	 
	701Q1C.HTM

	 
	701q1c.htm

	 
	701q1c.htm.txt

	 
	701q1c4.htm

	 
	701q1c4.htm.txt

	 
	701q1d.htm

	 
	701q1d.htm.txt

	 
	701q2.htm

	 
	701q2.htm.txt

	 
	701q3.htm

	 
	701q3.htm.txt

	 
	701q4.htm

	 
	701q4.htm.txt

	 
	701q4.txt

	 
	701Q4A.HTM

	 
	701Q4A.HTM.txt

	 
	701q4b.htm

	 
	701Q4B.HTM

	 
	701Q4C.HTM

	 
	701q4c.htm

	 
	701q4d.htm

	 
	701Q4D.HTM

	 
	701Q4G.HTM

	 
	701qa.htm

	 
	701qa.htm.txt

	 
	701-REDCAR.DOC

	 
	701SHORT.DOC

	 
	701SKPG1.DOC

	 
	701SKPG2.DOC

	 
	701SKPG3.DOC

	 
	701SKPG4.DOC

	 
	701SKPG5.DOC

	 
	701SKPG6.DOC

	 
	701SKPG7.DOC

	 
	701START

	 
	701START.ZIP

	 
	701startbook.doc

	 
	701startbook.gif

	 
	701table2.doc

	 
	701table3.doc

	 
	701table-3.doc

	 
	701toolb.doc

	 
	701wdart.doc

	 
	701web.doc

	 
	701webtot.doc

	 
	701-week01-fall05.doc

	 
	701welcome2.doc

	 
	701wilson.doc

	 
	701-WORD.DOC


Note that the name is the same as its linked address.   So 701-WORD.DOC  is also its web address (URL) as shown by

http://auciello.tripod.com/701-WORD.DOC
Table of Contents    (GRADE.DOC)







 URLs in form of auciello.tripod.com/xxxx.htm

	Points
	Topics
	Location
	URL    (short names)
	What To Do

	
	701 DISTANCE EDUCATION
	
	
	.

	50
	DE CLASS RULES (Policies and Procedures)


	Page 2 – Main Index
	/derules.htm
	READ, PRINT OUT, SIGN

	50
	PRINCIPLES OF VISUAL COMMUNICATION
	Page 2 – Main Index
	/pvc.doc
	READ, PRINT OUT, SIGN

	50
	PRINCIPLES OF TOTAL QUALITY MANAGEMENT
	Page 2 – Main Index
	/14tqm.html
	READ, PRINT OUT, WRITE “I AGREE / DISAGREE” ON EACH ONE. SIGN

	50
	PRINCIPLES OF ZERO QUALITY MANAGEMENT
	Page 2 – Main Index
	/zqm.html
	READ, PRINT OUT, SIGN

	
	EXTRA CREDIT
	Page 1 – 701 Projects
	/701extra.doc
	KEEPS TRACK OF EXTRA CREDIT / BONUSES

	100
	701 MAIL
	Page 1 – Related Topics
	/701email.htm
	GET AND PROVE AN EMAIL ADDRESS

	100
	DISTANT EDUCATION CHECK LIST / DIST. EDUC. PREQUISITE SKILLS


	Page 2 – Main Index
	/decheck.htm
	READ, PRINT OUT, CHECK OFF, SIGN

	100
	CHECKLIST #1
	Page 1 – 701 Course Outline
	/700-check-01.doc
	READ, PRINT OUT, , CHECK LIST, SIGN

	100
	CHECKLIST #2
	Page 1 – 701 Course Outline
	/700-c2.doc
	READ, PRINT OUT,  CHECK LIST,SIGN

	
	UNDERSTANDING WINDOWS
	
	
	

	200
	COMPUTER SKILLS INVENTORY
	Page 1 – 701 Projects -# 2
	/compski1.doc
	10 POINTS FOR EVERY SKILL CHECKED OFF

	100
	701 DISCOVERY
	Page 1 – 701 Projects

#  4
	/701-disc.doc
	DIRECTIONS GIVEN.

	200
	CR3
	Page 1 – 701 Projects

# 3
	/cr3.doc
	TYPE ENTIRE DOC.  ANSWER QUESTIONS

	300
	EXPLORING WINDOWS EXPLORER
	Page 1 – 701 Projects

# 2a
	/701exp-99.doc
	EXPLAIN ITEMS, MENUS, ICONS ON PAGE

	50
	INTRO TO COMPUTER APPLICATION COURSE / CHECK-IN #1 / GROUP 01
	Page 2 – Check-in #1
	/701GROUP01.HTM
	SELF – EXPLANATORY

	50
	CHECK-IN #2  / GROUP 02
	Page 2 – Check-in #2
	/701GROUP02.HTM
	‘’’

	50
	CHECK-IN #3 / GROUP 03
	Page 2 – Check-in #3
	/701GROUP03.HTM
	‘’’

	50
	CHECK-IN #4 / GROUP 04
	Page 2 – Check-in #4
	/701GROUP04.HTM
	‘’’

	50
	CHECK-IN #5 / GROUP 05
	Page 2 – Check-in #5
	/701GROUP05.HTM
	‘’’

	
	
	
	
	

	
	UNDERSTANDING WORD
	
	
	

	100
	SELF PIC


	Page 1 – 701 Projects

#1 IMAGE WITH TEXT
	/701image.doc
	Get Pic of self.  Digital or scanned in class.  Add text

	100
	INTERNATIONAL CHARACTERS
	Page 1 – 701 Proj # 8 
	/701inter.doc
	Figure out how to make Ñ 

	100
	MASTERING WORD
	Page 1 – 701 Proj # 9C
	/wmaster.doc
	Follow directions.

	300
	MASTERING WORD PROCESSING / INTRODUCTION TO VISUAL COMMUNICATIONS
	Page 1 – 701 Proj # 9B
	/701word03.doc
	Huge, important Project.  Type it all in.  Answers questions.

	100
	BUSINESS CARDS


	Page 2 – Main Index
	/buscard2.doc
	See Instructor

	100
	LETTERHEAD
	Page 1 – 701 Proj  #4
	/701-letter.doc


	Follow given template.

	200
	FONTS AND COLORS


	Page 1 – 701 Projects
	/700-fontsa.html
	Follow directions.

	100
	MAP


	Page 1 – 701 Projects
	/701-map2.doc
	Using Yahoo Map, 03k location of your home.

	100
	RESUME


	Page 1 – 701 Projects
	/resume.htm
	Type resume

	100
	GRAPHICS WITH TEXT
	Page 1 – 701 Projects
	/700-graphics.doc
	Any image surrounded by text.

	
	
	
	
	

	
	WORLD WIDE WEB
	
	
	

	100
	DEMINGS 14 POINTS
	Page 2 – Main Index


	/dempts.html
	Print out, Write I agree/Disagree with each Principle

	100
	REPORT ON DEMING


	CIS 701 Projects -- #5
	Deming2.doc
	Research on Web.

	100
	INTERNET RESEARCH


	
	/INTERNETRESEARCH2.DOC
	“”””

	100
	SALTON SEA


	NOT ON MENU:  RESEARCH HOW SEA WAS FORMED
	(NOT LINKED)
	“”

	100
	CROSSING COLORADO RIVER


	NOT ON MENU.  WHERE AND WHEN WAS THE 1ST RR BRIDGE OVER THE COLORADO RIVER?
	(NOT LINKED)
	“”””

	100
	NBA SEARCH


	RESEARCH THE SCORE OF THE GAME WHEN WILT CHAMBERLAIN SCORED 100 PTS
	(NOT LINKED)
	“”””

	100
	ELECTRICAL RESEARCH (RESEARCH WHAT HAPPENS WHEN YOU PUT AN ELECTRIC CHARGE ON A WING SURFACE)


	PAGE 1 – 701 TOPICS -- #9F
	/701-emf.doc

auciello.tripod.com/701-emf.doc


	“”””

	100
	INTERNET LOG


	PAGE 2 - 701 PROJECTS  # *3 
	/700INTERNET.DOC
	Extra

	300
	BUILDING HOMEPAGE


	PAGE 2 – BOTTOM OF 791 COLUMN 
	/701WEB.DOC
	See Instructor

	
	USING EXCEL
	
	
	

	200
	STUDENT GRADES


	
	
	Extra

	100
	EXCEL BUDGET


	Page 1 – 701 Projects
	/701BUD1.XLS
	Build on existing template.

	100
	EXPENSE JOURNAL


	Page 1 – 701 Projects
	701BUDA.XLS
	“””

	100
	EXCEL BUDGET 2


	Page 1 – 701 Projects
	/701EX2.XLS
	“”

	100
	EXCEL BUDGET 3


	Page 1 – 701 Projects
	/701BUD3.XLS
	“”

	100
	EXCEL SOLVE IT


	Page 1 – 701 Projects
	/701PS01.XLS
	“”

	
	701 START DISK USING DOS
	
	
	

	25
	EACH

(Over 80 quizzes, do 10 per week)
	40+ quizzes on windows, 20+ quizzes on Microcomputers
	Get ‘start disk’ from Prof. “A”
	Get disk.  Learn to run quizzes. Have them graded by Instructor.

	
	701 QUIZZES
	
	/701q1.htm (701q 1-4)
	Take quizzes on Web.

	100
	Required Quiz
	Page 2 – 701 Topics
	
	“”

	100
	701 Quiz 01
	Page 2 – 701 Topics
	/701q1.htm
	“”

	100
	701 Quiz 01a
	...........  -  ...................
	/701q1a.htm
	“”

	100
	701 Quiz 02
	...........  -  ...................
	/701q2.htm
	“”

	100
	701 Quiz 03
	...........  -  ...................
	/701q3.htm
	“”

	100
	701 Quiz 04
	...........  -  ...................
	/701q4.htm
	“”

	
	701 FINAL PROJECTS
	
	/701skpg1.doc(701skpg 1-6)
	

	
	There are (7) “Final Projects” involving research, thinking, and using features.
	
	
	Internet research. Follow directions.

	100
	Final Project #1
	Page 2 – 701 Topics
	/701SKPG1.DOC
	“”

	100
	#2
	...........  -  ...................
	/701SKPG2.DOC
	“”

	100
	#3
	...........  -  ...................
	/701SKPG3.DOC
	“”

	100
	#4
	...........  -  ...................
	/701SKPG4.DOC
	“”

	100
	#5
	...........  -  ...................
	/701SKPG5.DOC
	“

	100
	#6
	...........  -  ...................
	/701SKPG6.DOC
	“

	100
	#7
	...........  -  ...................
	/701SKPG7.DOC
	“

	
	701 PowerPoint
	
	
	

	
	Build ppt (text and slide show) presentation based on example on web site (wedding)
	
	
	See Instructor.

	
	TOTAL POINTS
	...........  -  ...................
	
	


DETERMINE YOUR GRADE BY THE PROJECTS COMPELETED

DETERMINE YOUR GRADE BY THE PROJECTS COMPELETED

1.  “A” = 3500

2.  “B” = 3000

3. “C” = 2500

6:32am.  02.04.2003.   I am modifying this doc to include a “Schedule” of Projects with due dates, and additional (where possible) “Help” files, the large number of students taking this course Online necessitates this.    You may go ahead of this schedule, and you may (in fact, I recommend) that you do “Projects” not on this schedule, BUT you may not  “fall behind” or you face being dropped.

Let me explain this:  I am of course “biased” and “subjective” on this subject, but in my world of Teaching, Web-Mastering, and Business, Computer and Internet Skills are absolutely required for success.   We are living in a “Cyber World”, working, buying, and being informed on line, and it will increase.   For example, this last Christmas, retail sales declined while Online Shopping increased by 25%!  Nearly everyone has an email address, and many have a “www” Web Site address.  (I can help you get a Home Page, especially in my next class, CIS 757 – Web Design / Internet Programming.)   So from my perspective as your Instructor,  all of this is nourishment  for your Personal and Professional Growth,  and you should partake heartily.   Go after these assignments, and more, with gusto, guts, and energy.   Master these topics, and more (there are over 100 lessons in my Cyber Classroom).   But, to stick with the “Contract” that we are making – earn 3,000 points, put your signature on your work, work at the “World Class” quality presentation level (turn in “perfect” work), and you will earn a “A”.

“Checking-in”  is critical for this Distance Education Course.   On the Main Page, there is a link called “Atten / Partic” where you enter Name, Sect #, (Section # 7961 pls check in under “0157”), Total Accumulated Points, and the “short” name(s) of recently completed projects.   For example, after you fill out the “Attendance / Participation Form”, your entry looks like this:

0157.GUZMAN.KARINA.02.02.28.150. (50DECLASSRULE+100MAP)guzmankk.yahoo.com

  |     |          |          |         |                        |

(sect#) (last.first)  (yy.mm.dd)      |           |                               |   

                                 (Total points)   (Points and short name)   (Email address)|

Karina Guzman, sect 0157, checked in 02. 28, 2002, with 150 points total, having just completed  “DECLASSRULES” for 50 points and “Map” for 100.   

Use the “short names” on this form.     If you have any questions, email me at cyberprof@auciello.net  

MODEL CURRICULUM STANDARDS FOR INFORMATION TECHNOLOGY
Compiled by Prof.  Joseph Auciello,  http://auciello.net/   Aug. 27, 2006 
	This list of model curriculum standards for Technology combines standards from  iste/NETS (1) with the standards from McREL (2) and CDE (3).
 (1)   iste/NETS  Technology Foundation Standards for all Students. (International Society for Technology in Education / National Education Technology Standards. (as of Aug 27, 2006)
(2)   Mid-Continent Research for Education and Learning,  posted Aug. 27, 2006.
(3)   California Dept of Education Information Technology Pathway Model Curriculum Standards  (May 2005), including . Information Support and Services Pathway,  Media Support and Services Pathway,   Network Communications Pathway, Programming and Systems Development Pathway.
 Project for Students:   This is a superset of all the skills and competencies for Information Technology that I found on the Internet,  and as such it it becomes most, if not all,  of the skills you need to be successful in this field.   So use as “Objectives to Complete”, initial and date as completed.  Make this part of your Portfolio.  100standards credit. 


 

	Initial
	Date
	Topic

	 
	 
	Analyze business problems by using functional and cost-benefit perspectives

	 
	 
	Analyze customers’ needs and requirements for software

	 
	 
	Analyze media and develop strategies that target the specific needs and desires of the audience

	 
	 
	Analyze network system interdependencies and constraints

	 
	 
	Analyze technical support needs

	 
	 
	Analyze the effectiveness of online information resources to support collaborative tasks, research, publications, communications, and increased productivity

	 
	 
	Analyze the purpose of the media to determine the appropriate file format and level of compression

	 
	 
	Apply appropriate technologies to improve network performance

	 
	 
	 apply knowledge of effective Web page design and management:

	 
	 
	Apply multiple methods of evaluation to determine students' appropriate use of technology resources for learning,communication,and productivity

	 
	 
	Apply online and other technology resources to support problem solving and related decision making for maximizing student learning

	 
	 
	Apply technology in assessing student learning of subject matter using a variety of assessment techniques

	 
	 
	Apply technology resources to enable and empower learners with diverse backgrounds, characteristics, and abilities

	 
	 
	Apply technology to develop students' higher order skills and creativity

	 
	 
	Apply technology to increase productivity

	 
	 
	Collaborate in constructing technology-enhanced models, preparing publications, and producing other creative works using productivity tools

	 
	 
	Collaborate with peers, experts, and others to contribute to a content-related knowledge base by using technology to compile, synthesize, produce, and disseminate information, models, and other creative works

	 
	 
	Collaborate with peers, experts, and others using telecommunications and collaborative tools to investigate curriculum-related problems, issues, and information, and to develop solutions or products for audiences inside and outside the classroom

	 
	 
	Communicate about technology using developmentally appropriate and accurate terminology

	 
	 
	Compare programs by using control structures, procedures, functions, parameters, variables, error recovery, and recursion

	 
	 
	Configure compatible systems across various platforms and types of media

	 
	 
	Connects via modem to other computer users via the internet, an on-line service, or bulletin board system

	 
	 
	Continually evaluate and reflect on professional practice to make informed decisions regarding the use of technology in support of student learning

	 
	 
	Create developmentally appropriate multimedia products with support from teachers, family members, or student partners

	 
	 
	Demonstrate a sound Understand ing of the nature an operation of technology systems

	 
	 
	Demonstrate an Understand ing of concepts underlying hardware, software, and connectivity, and of practical applications to learning and problem solving

	 
	 
	Demonstrate an Understand ing of the legal, ethical, cultural, and societal issues related to technology

	 
	 
	Demonstrate and advocate for legal and ethical behaviors among peers, family, and community regarding the use of technology and information

	 
	 
	Demonstrate continual growth in technology knowledge and skills to stay abreast of current and emerging technologies

	 
	 
	Demonstrate introductory knowledge, skills, and Understand ing of concepts related to technology (as described in the ISTE National Education Technology Standards for Students)

	 
	 
	Demonstrate knowledge of current changes in information technologies and the effect those changes have on the workplace and society

	 
	 
	Demonstrate positive social and ethical behaviors when using technology

	 
	 
	Demonstrate proficiency in the use of common input and output devices; solve routine hardware and software problems; and make informed choices about technology systems, resources, and services

	 
	 
	Design and peer teach a lesson that meets content area standards and reflects the current best practices in teaching and learning with technology

	 
	 
	Design and teach technology-enriched learning activities that connect content standards with student technology standards and meet the diverse needs of students

	 
	 
	Design developmentally appropriate learning opportunities that apply technology-enhanced instructional strategies to support the diverse needs of learners

	 
	 
	Design, develop, publish, and present products (eg, Web pages, videotapes) using technology resources that demonstrate and communicate curriculum concepts to audiences inside and outside the classroom

	 
	 
	Determine when technology is useful and select the appropriate tool(s) and technology resources to address a variety of tasks and problems

	 
	 
	Develop a portfolio of technology-based products from coursework, including the related assessment tools

	 
	 
	Develop information technology-based strategies and project plans to solve specific problems

	 
	 
	Diagnose and solve software application problems

	 
	 
	Diagram physical and logical layouts of network communication systems

	 
	 
	Differentiate among various versions of Internet programming languages

	 
	 
	Differentiate between appropriate and inappropriate Use of technology for teaching and learning while using electronic resources to design and implement learning activities

	 
	 
	Discuss basic issues related to responsible use of technology and information and describe personal consequences of inappropriate use

	 
	 
	Discuss common uses of technology in daily life and the advantages and disadvantages those uses provide

	 
	 
	Discuss diversity issues related to electronic media

	 
	 
	Discuss technology-based assessment and evaluation strategies

	 
	 
	Discuss the health and safety issues related to technology use

	 
	 
	Distinguish between the topologies and protocols of local area networks and those of wide area networks

	 
	 
	Evaluate and select new information resources and technological innovations based on their appropriateness to specific tasks

	 
	 
	Evaluate emerging products, services, and business models in relation to the creation, setup, and management of network communication products and services

	 
	 
	Evaluate support needs for different data and systems configurations

	 
	 
	Evaluate technology-based options, including distance and distributed education, for lifelong learning

	 
	 
	Evaluate the accuracy, relevance, and comprehensiveness of retrieved information

	 
	 
	Evaluate the accuracy, relevance, appropriateness, comprehensiveness, and bias of electronic information sources

	 
	 
	Evaluate the effectiveness of software to solve specific problems

	 
	 
	Evaluate the features of communications software products in terms of their appropriateness to organizational tasks

	 
	 
	Evaluate the systems-development life cycle and develop appropriate plans to maintain a given system after assessing its impact on resources

	 
	 
	Evaluate, create, and process voice, video, and data transmissions

	 
	 
	Evaluate, select, and deploy a variety of network architectures and protocols

	 
	 
	Examine acceptable use policies for the use of technology in schools, including strategies for addressing threats to security of technology systems, data, and information

	 
	 
	Examine multiple strategies for evaluating technology-based student products and the processes used to create those products

	 
	 
	Examine technology tools used to collect, analyze, interpret, represent, and communicate student performance data

	 
	 
	Exhibit legal and ethical behaviors when using information and technology, and discuss consequences of misuse

	 
	 
	Exhibit positive attitudes toward technology Use that support lifelong learning, collaboration, personal pursuits, and productivity

	 
	 
	Facilitate equitable access to technology resources for all students

	 
	 
	Facilitate technology-enhanced experiences that address content standards and student technology standards

	 
	 
	Gather information and communicate with others using telecommunications, with support from teachers, family members, or student partners

	 
	 
	Handles diskettes and other computer equipment with care

	 
	 
	Identify a simple problem that can be solved using technology

	 
	 
	Identify and engage in technology-based opportunities for professional education and lifelong learning, including the use of distance education

	 
	 
	Identify and locate technology resources and evaluate them for accuracy and suitability

	 
	 
	Identify and use technology resources that affirm diversity

	 
	 
	Identify capabilities and limitations of contemporary and emerging technology resources and assess the potential of these systems and services to address personal, lifelong learning, and workplace needs

	 
	 
	Identify issues related to equitable access to technology in school, community, and home environments

	 
	 
	Identify malfunctions and problems in hardware (eg, hard drive crash, monitor burn-out)

	 
	 
	Identify safety and health issues related to technology use in schools

	 
	 
	Identify some advanced features of software products (eg, galleries, templates, macros, mail merge)

	 
	 
	Identify specific technology applications and resources that maximize student learning, address learner needs, and affirm diversity

	 
	 
	Identify technology resources available in schools and analyze how accessibility to those resources affects planning for instruction

	 
	 
	Identify technology-related legal and ethical issues, including copyright, privacy, and security of technology systems, data, and information

	 
	 
	Identify the benefits of technology to maximize student learning and facilitate higher order thinking skills

	 
	 
	Identify the elements, structure, sequence, operation, and control of systems

	 
	 
	Identify, analyze, and evaluate emerging communications technologies for use in organizations

	 
	 
	Identify, select, and use hardware and software technology resources specially designed for use by PK-12 students to meet specific teaching and learning objectives

	 
	 
	Implement database management systems:

	 
	 
	Implement quality assurance processes:

	 
	 
	Integrate technology-based assessment strategies and tools into plans for evaluating specific learning activities

	 
	 
	Investigate and apply expert systems, intelligent agents, and simulations in real-world situations

	 
	 
	Investigate, evaluate, select, and use major types of systems applications and vendors, including retail, manufacturing, and service management

	 
	 
	Know a variety of sources for reference materials (eg, online help, vendors’ Web sites, online discussion groups, tutorials, and manuals)

	 
	 
	Know appropriate documentation support for information systems

	 
	 
	Know appropriate policies and procedures to ensure the security and integrity of management systems

	 
	 
	Know appropriate search procedures for different types of information, sources, and queries

	 
	 
	Know basic characteristics and functions of an operating system

	 
	 
	Know basic computer hardware (eg, keyboard and mouse, printer and monitor, hard and floppy disk, case for the CPU [central processing unit])

	 
	 
	Know basic distinctions among computer software programs, such as word processors, special purpose programs, and games

	 
	 
	Know basic facts about networked computers (eg, computers can connect to each other via modem and telephone line, or through local network systems, or internet and intranet)

	 
	 
	Know common customer policies and procedures, including those for management and escalation of incidents

	 
	 
	Know common industry-standard software and its applications

	 
	 
	Know common organizational, technical, and financial risks associated with the implementation and use of systems

	 
	 
	Know common potential risks and entrance points, including internal and external risks, and the tools used to neutralize them (eg, firewalls; monitoring; and antivirus, spyware, and spam protection)

	 
	 
	Know common quality assurance tasks and their place in the development process

	 
	 
	Know common techniques for disaster prevention and recovery

	 
	 
	Know current and emerging industry-standard technology and trends

	 
	 
	Know different requirements for structural design (eg, strength, maintenance, appearance) and that these structures require maintenance 

	 
	 
	Know examples of advanced and emerging technologies (eg, virtual environment, personal digital assistants, voice recognition software) and how they could impact society

	 
	 
	Know examples of copyright violations and computer fraud (eg, computer hacking, computer piracy, intentional virus setting, invasion of privacy) and possible penalties (eg, large fines, jail sentences)

	 
	 
	Know features and Use of current and emerging technology related to computing (eg, optical character recognition, sound processing, cable TV, cellular phones, ABS brakes)

	 
	 
	Know how different systems and associated utilities perform such functions as file management, backup and recovery, and execution of programs

	 
	 
	Know how feedback can be used to help monitor, control, and stabilize the operation of a system

	 
	 
	Know how formats differ among software applications (eg, word processing files, database files) and hardware platforms (eg, Macintosh, Windows)

	 
	 
	Know how part of a system can provide feedback when its output (in the form of material, energy, or information) becomes input for another part of the system

	 
	 
	Know how specifications and codes are developed for new and existing software applications

	 
	 
	Know how systems and software requirements are determined in various situations

	 
	 
	Know how to acquire, use, and manage both internal and external resources needed when supporting various organizational systems

	 
	 
	Know how to identify and integrate various types of peripherals and hardware to meet project requirements

	 
	 
	Know how to implement a functional wired and wireless network, including the installation and configuration of components, software, and plug-ins

	 
	 
	Know how to import and export text, data, and graphics between software programs

	 
	 
	Know how to import, export, and merge data stored in different formats (eg, text, graphics)

	 
	 
	Know limitations and trade-offs of various types of hardware (eg, laptops, notebooks, modems)

	 
	 
	Know multiple ways in which to store, retrieve, and access information

	 
	 
	Know multiple ways in which to transfer information and resources (eg, text, data, sound, video, and still images) between software programs and systems

	 
	 
	Know names of basic computer hardware (eg, mouse, keyboard, touch screen)

	 
	 
	Know of significant advances in computers and peripherals (eg, data scanners, digital cameras)

	 
	 
	Know policies and procedures for routine administration (eg, user agreement, incident reporting, and recovery for users)

	 
	 
	Know potential hazards to computer media (eg, the damage caused to floppies by magnetic fields, dirt, and dust; caused to computers by excessive heat, smoke, and moisture)

	 
	 
	Know proper finger placement on the home row keys

	 
	 
	Know strategies for optimizing Web design for fast delivery and retrieval

	 
	 
	Know that a system can include processes as well as components

	 
	 
	Know that a system usually has some properties that are different from those of its parts, but appear because of the interaction of those parts

	 
	 
	Know that alternatives, risks, costs, and benefits must be considered when deciding on proposals to introduce new technologies or to curtail existing ones (eg, Are there alternative ways to achieve the same ends? Who benefits and who suffers? What are the financial and social costs and who bears them? How serious are the risks and who is in jeopardy? What resources will be needed and where will they come from?)

	 
	 
	Know that communication systems can transfer information from person to person (eg, a telephone), person to machine (eg, a person inputting information into a computer), or machine to machine (eg, an automated payroll system where the record of the money goes from one computer to another)

	 
	 
	Know that communication technology allows people to exchange and find information quickly, cheaply, and reliably over a distance

	 
	 
	Know that group collaboration is useful as the combination of multiple creative minds can yield more possible design solutions

	 
	 
	Know that new tools and ways of doing things affect all aspects of life, and may have positive or negative effects on other people

	 
	 
	Know that people are always inventing new ways to solve problems and accomplish work (eg, a computer is a machine that helps people work and play)

	 
	 
	Know that science and technology are pursued for different purposes (eg, scientific inquiry is driven by the desire to Understand  the natural world and seeks to answer questions that may or may not directly influence humans; technology is driven by the need to meet human needs and solve human problems)

	 
	 
	Know that systems are embedded within larger systems, including technological, social, and environmental systems

	 
	 
	Know that systems are usually linked to other systems, both internally and externally, and can contain subsystems as well as operate as subsystems

	 
	 
	Know that technological knowledge is often not made public because of patents and the financial potential of the idea or invention; scientific knowledge is made public through presentations at professional meetings and publications in scientific journals

	 
	 
	Know that technology and science have a reciprocal relationship (eg, technology drives science, as it provides the means to access outer space and remote locations, collect and treat samples, collect, measure, store, and compute data, and communicate information; science drives technology, as it provides principles for better instrumentation and techniques, and the means to address questions that demand more sophisticated instruments)

	 
	 
	Know the alphanumeric keys and special keys (eg, function keys, escape key, space bar, delete/backspace, return/enter)

	 
	 
	Know the appropriate uses of communication services, products, and applications

	 
	 
	Know the appropriate ways to validate and cite Internet resources

	 
	 
	Know the available resources for identifying and resolving problems

	 
	 
	Know the basic design elements necessary to produce effective print, video, audio, and Web-based media

	 
	 
	Know the basic functions of hardware (eg, keyboard and mouse provide input; printer and monitor provide output; hard and floppy disk provide storage; the cpu processes information)

	 
	 
	Know the basic functions of media design software, such as keyframe animation, two-dimensional design, and three-dimensional design

	 
	 
	Know the characteristics and functions of available quality assurance tools and procedures for a variety of situations

	 
	 
	Know the characteristics of reliable, effective, and efficient products

	 
	 
	Know the common features and Use of databases (eg, databases contain records of similar data, which is sorted or organized for ease of use; databases are used in both print form, such as telephone books, and electronic form, such as computerized card catalogs)

	 
	 
	Know the common features and Use of desktop publishing software (eg, documents are created, designed, and formatted for publication; data, graphics, and scanned images can be imported into a document using desktop software)

	 
	 
	Know the common features and Use of spreadsheets (eg, data is entered in cells identified by row and column; formulas can be used to update solutions automatically; spreadsheets are used in print form, such as look-up tables, and electronic form, such as to track business profit and loss)

	 
	 
	Know the components of a communication system (eg,  a source, encoder, transmitter, receiver, decoder, and destination)

	 
	 
	Know the differing capacities and trade-offs for computer storage media, such as CD-ROMs, floppy disks, hard disks, and tape drives

	 
	 
	Know the effective use of tools for software development

	 
	 
	Know the full process of Web hosting, including registering domain names, setting up Web hosting, setting up e-mail addresses, and recognizing privacy issues

	 
	 
	Know the functions of common help-desk tools and resources, such as incident tracking, knowledge database, and staffing

	 
	 
	Know the functions of various tools used to manage projects involving the development of information systems

	 
	 
	Know the fundamentals of programming languages and concepts

	 
	 
	Know the methodologies of program maintenance to preserve intended program applications and the operation of scheduled batch jobs and real-time jobs

	 
	 
	Know the processes needed to install and maintain systems

	 
	 
	Know the relative features, strengths, and weaknesses of different authoring programs and cross-platform issues

	 
	 
	Know the software development process

	 
	 
	Know the standards and requirements for software quality assurance

	 
	 
	Know the steps involved in the software-testing process

	 
	 
	Know the tools and process for registering Web sites with search directories and engines and for enabling e-commerce capabilities (eg, sell products, create a shopping cart, and handle credit card transactions)

	 
	 
	Know the tools needed to enable databases to collect data from Web site visitors (eg, how to create forms and create a database of collected information and how to manage an online database) and the tools needed for general Web site management, including basic HTML coding, Web site statistical tracking, standard scripting languages, and advanced communications protocols

	 
	 
	Know the tools needed to enable multimedia capabilities (eg, still images, animated graphics, sound, and video) for Web sites

	 
	 
	Know the types of networks and their features and applications

	 
	 
	Know the variety of data types that are stored in database management systems

	 
	 
	Know various sorting and searching methods and their comparative advantages

	 
	 
	Know ways in which technology and society influence one another (eg, new products and processes for society are developed through technology; technological changes are often accompanied by social, political, and economic changes; technology is influenced by social needs, attitudes, values, and limitations, and cultural backgrounds and beliefs)

	 
	 
	Know ways in which technology has influenced the course of history (eg, revolutions in agriculture, manufacturing, sanitation, medicine, warfare, transportation, information processing, communication)

	 
	 
	Know ways technology is used to protect the environment and prevent damage caused by nature (eg, new building technologies protect cities from earthquakes, bacteria are used in cleaning water)

	 
	 
	Know ways that technology is used at home and at school (eg, paging systems, telephones, VCRs)

	 
	 
	Know ways to communicate design ideas (eg, pictures, models)

	 
	 
	Make back-up copies of stored data, such as text, programs, and databases

	 
	 
	Make informed choices among technology systems, resources, and services

	 
	 
	Manage student learning activities in a technology-enhanced environment

	 
	 
	Model and teach legal and ethical practice related to technology use

	 
	 
	Observe and experience the use of technology in their major field of study

	 
	 
	Observe common courtesies and acceptable use policies while telecomputing

	 
	 
	Participate in online professional collaborations with peers and experts

	 
	 
	Plan and teach student-centered learning activities and lessons in which students apply technology tools and resources

	 
	 
	Plan for the management of electronic instructional resources within a lesson design by identifying potential problems and planning for solutions

	 
	 
	Plan for the management of technology resources within the context of learning activities

	 
	 
	Plan strategies to manage student learning in a technology-enhanced environment

	 
	 
	PLANNING AND DESIGNING LEARNING ENVIRONMENTS AND E

	 
	 
	Powers-up computer, monitor, and starts a computer program (eg, checks that printer is switched on and on-line; reboots the computer when necessary)

	 
	 
	Practice responsible use of technology systems and software

	 
	 
	PRODUCTIVITY AND PROFESSIONAL PRACTICE

	 
	 
	Promote safe and healthy use of technology resources

	 
	 
	Research and evaluate the accuracy, relevance, appropriateness, comprehensiveness, and bias of electronic information resources to be used by students

	 
	 
	Research and evaluate the accuracy, relevance, appropriateness, comprehensiveness, and bias of electronic information sources concerning real-world problems

	 
	 
	Routinely and efficiently use online information resources to meet needs for collaboration, research, publication, communication, and productivity

	 
	 
	Select and apply technology tools for research, information analysis, problem solving, and decision making in content learning

	 
	 
	Select and use appropriate tools and technology resources to accomplish a variety of tasks and solve problems

	 
	 
	SOCIAL, ETHICAL, LEGAL, AND HUMAN ISSUES

	 
	 
	Students apply technical and interpersonal skills and knowledge to support the user:

	 
	 
	Teachers apply technology to facilitate a variety of effective assessment and evaluation strategies

	 
	 
	Teachers implement curriculum plans, that include methods and strategies for applying technology to maximize student learning

	 
	 
	Teachers plan and design effective learning environments and experiences supported by technology

	 
	 
	Teachers Understand  the social,ethical,legal,and human issues surrounding the use of technology in PK-12 schools and apply those principles in practice

	 
	 
	Trouble-shoots simple problems in software (eg, re-boots, Use help systems)

	 
	 
	Types on a computer keyboard, using correct hand and body positions

	 
	 
	Types with some facility, demonstrating some memorization of keys

	 
	 
	Understand  digital logic, machine-level representation of data, memory-system organization, and use of assembly-level programming architecture

	 
	 
	Understand  effective methods of disseminating information and instruction to users

	 
	 
	Understand  how some elements of simple systems work together (eg, people in a restaurant, parts of a bicycle)

	 
	 
	Understand  how to develop the purpose and scope of a systems project

	 
	 
	Understand  how to identify and integrate various organizational systems to achieve maximum efficiency and effectiveness

	 
	 
	Understand  how to support access, privacy, and high ethical standards in computing

	 
	 
	Understand  how to track software versions

	 
	 
	Understand  implications of key protocols and international standards and their impact on data transmission

	 
	 
	Understand  techniques for optimizing quality assurance processes

	 
	 
	Understand  that actions can control software programs

	 
	 
	Understand  that when an individual creates something on a computer, the created work is that person's property, and only that person has the right to change it

	 
	 
	Understand  the abstract organization of information and how programs maintain the properties of the data structure while they perform such operations as search, insert, or load-balancing

	 
	 
	Understand  the appropriate peripherals and hardware needed to achieve maximum productivity for various projects

	 
	 
	Understand  the concept of software piracy (eg, illegally copying software), and that piracy is a violation of copyright laws

	 
	 
	Understand  the criteria and processes for evaluating the functions of information systems

	 
	 
	Understand  the development and management process of a show (eg, television programs, musicals, and radio programs)

	 
	 
	Understand  the differences between simple and multiuser operating systems

	 
	 
	Understand  the differences between various Internet protocols (eg, http, ftp, mailto, and telnet)

	 
	 
	Understand  the differences between various network environments (eg, peer-to-peer, client-server, thin client, n-tier, internetworks, intranets, and extranets)

	 
	 
	Understand  the effective management of human, financial, and communications resources from the standpoints of the user and the provider

	 
	 
	Understand  the functions of various network devices, including network connectivity hardware

	 
	 
	Understand  the hardware (server) and software required for Web hosting

	 
	 
	Understand  the importance of classifying appropriate monitoring devices and procedures for quick identification and prevention of security violations

	 
	 
	Understand  the necessity of and procedures for communicating and documenting technical support provided

	 
	 
	Understand  the principles of a customer-oriented service approach to users

	 
	 
	Understand  the principles of a customer-oriented service approach to users

	 
	 
	Understand  the processes used in managing and maintaining various types of electronic networks

	 
	 
	Understand  the purpose, scope, and development of a Web site

	 
	 
	Understand  the security procedures necessary to maintain and support a network

	 
	 
	Understand  the types of media storage and the use of appropriate file formats, and know how to convert data between media and file formats

	 
	 
	Understand  the Use of listservs, usenet newsreaders, and bulletin board systems

	 
	 
	Understand  the various structures appropriate for specific applications within database management systems

	 
	 
	Understand  the ways in which specification changes and technological advances can require the modification of programs

	 
	 
	Understand  the ways in which tools for developing applications can be used to create information systems

	 
	 
	Understand how to identify and analyze the customer’s organizational network system needs and requirements:

	 
	 
	Understand how training and support ensure efficient, productive systems operations:

	 
	 
	Understand key aspects of project management:

	 
	 
	Understand network administration through the monitoring of the information and network systems:

	 
	 
	Understand network communication applications and infrastructure:

	 
	 
	Understand network maintenance and user-support services:

	 
	 
	Understand network project management:

	 
	 
	Understand programming languages:

	 
	 
	Understand software applications and life-cycle phases:

	 
	 
	Understand the creation and design of a software program:

	 
	 
	Understand the dynamics of systems management and control:

	 
	 
	Understand the effective use of communication software to access and transmit information:

	 
	 
	Understand the effective use of tools for media production, development, and project management:

	 
	 
	Understand the importance of effective interfaces in the interaction between humans and computer systems:

	 
	 
	Understand the importance of quality assurance tasks in producing effective and efficient products:

	 
	 
	Understand the importance of reading, writing, and comprehending documentation in a technical environment:

	 
	 
	Understand the potential impact of information systems in different organizations:

	 
	 
	Understand the process necessary to accomplish a task by using effective resource management:

	 
	 
	Understand the process of systems implementation:

	 
	 
	Understand the process of testing, debugging, and maintaining programs to meet specifications:

	 
	 
	Understand the strategies necessary to define and analyze systems and software requirements:

	 
	 
	Understand the use of different types of peripherals and hardware appropriate to media and technology:

	 
	 
	Use a logical and structured approach to isolate and identify problem sources and to resolve problems

	 
	 
	Use a spreadsheet to update, add, and delete data, and to write and execute valid formulas on data

	 
	 
	Use a variety of input devices (eg, keyboard, scanner, voice/sound recorders, mouse, touch screen)

	 
	 
	Use a variety of media and formats, including telecommunications, to collaborate, publish, and interact with peers, experts, and other audiences

	 
	 
	Use a variety of media and technology resources for directed and independent learning activities

	 
	 
	Use a variety of online services (eg, purchasing, selling, tracking, communicating, banking, and investing)

	 
	 
	Use a word processor to edit, copy, move, save, and print text with some formatting (eg, centering lines, using tabs, forming paragraphs)

	 
	 
	Use advanced features and utilities of word processors (eg, Use clip art, a spell-checker, grammar checker, thesaurus, outliner)

	 
	 
	Use appropriate software to design and produce professional-quality images, documents, and presentations

	 
	 
	Use basic computer hardware, (eg, hunts for specific keys on keyboard, Use mouse)

	 
	 
	Use boolean searches to execute complex searches on a data base

	 
	 
	Use computers for a variety of purposes (eg, playing games, listening and interacting with storybooks, working with numbers, drawing)

	 
	 
	Use content-specific tools (eg, software, simulation, environmental robes, graphing calculators, exploratory environments, Web tools) to support learning and research

	 
	 
	Use content-specific tools, software, and simulations (eg, environmental probes, graphing calculators, exploratory environments, Web tools) to support learning and research

	 
	 
	Use database software to add, edit, and delete records, and to find information through simple sort or search techniques

	 
	 
	Use desktop publishing software to create a variety of publications

	 
	 
	Use developmentally appropriate multimedia resources (eg, interactive books, educational software, elementary multimedia encyclopedias) to support learning

	 
	 
	Use general purpose productivity tools and peripherals to support personal productivity, remediate skill deficits, and facilitate learning throughout the curriculum

	 
	 
	Use industry-standard programs to produce a Web-based business operation or simulation

	 
	 
	Use input devices (eg, mouse, keyboard, remote control) and output devices (eg, monitor, printer) to successfully operate computers, VCRs, audiotapes, and other technologies

	 
	 
	Use keyboards and other common input and output devices (including adaptive devices when necessary) efficiently and effectively

	 
	 
	Use knowledge of cognitive, physical, and social interactions to create and design user-friendly computer practices and applications that meet the needs of the market

	 
	 
	Use menu options and commands

	 
	 
	Use multiple online search techniques and resources to acquire information

	 
	 
	Use proper fingering for all keys, beginning from the home row, maintaining proper posture while using the keyboard

	 
	 
	Use technical skills (eg, pagination, printing, folding, cutting, and binding) to produce publishable materials

	 
	 
	Use technical writing and communication skills to work effectively with diverse groups of people

	 
	 
	Use technical writing and communication skills to work effectively with diverse groups of people

	 
	 
	Use technology in the development of strategies for solving problems in the real world

	 
	 
	Use technology productivity tools to complete required professional tasks

	 
	 
	Use technology resources (eg, calculators, data collection probes, videos, educational software) for problem solving, self-directed learning, and extended learning activities

	 
	 
	Use technology resources (eg, puzzles, logical thinking programs, writing tools, digital cameras, drawing tools) for problem solving, communication, and illustration of thoughts, ideas, and stories

	 
	 
	Use technology resources to collect and analyze data, interpret results, and communicate findings to improve instructional practice and maximize student learning

	 
	 
	Use technology resources to engage in ongoing professional development and lifelong learning

	 
	 
	Use technology resources to facilitate higher order and complex thinking skills, including problem solving, critical thinking, informed decision making, knowledge construction, and creativity

	 
	 
	Use technology to communicate and collaborate with peers, parents, and the larger community in order to nurture student learning

	 
	 
	Use technology to locate, evaluate, and collect information from a variety of sources

	 
	 
	Use technology to support learner-centered strategies that address the diverse needs of students

	 
	 
	Use technology tools (eg, multimedia authoring, presentation, Web tools, digital cameras, scanners) for individual and collaborative writing, communication, and publishing activities to create knowledge products for audiences inside and outside the classroom

	 
	 
	Use technology tools and information resources to increase productivity, promote creativity, and facilitate academic learning

	 
	 
	Use technology tools and resources for managing and communicating personal/professional information (eg, finances, schedules, addresses, purchases, correspondence)

	 
	 
	Use technology tools and resources for managing and communicating information (eg, finances, schedules, addresses, purchases, correspondence)

	 
	 
	Use technology tools to process data and report results

	 
	 
	Use telecommunications and online resources (eg, e-mail, online discussions, Web environments) to participate in collaborative problem-solving activities for the purpose of developing solutions or products for audiences inside and outside the classroom

	 
	 
	Use telecommunications efficiently and effectively to access remote information, communicate with others in support of direct and independent learning, and pursue personal interests

	 
	 
	Use various types of audio and video equipment (eg, digital cameras, recorders, scanners, Web cams, and CD and DVD recorders), as appropriate, for different projects

	 
	 
	Use various types of networking models:


	 
	 
	Work cooperatively and collaboratively with peers, family members, and others when using technology in the classroom
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 You may click these links   --   URLs in form of auciello.tripod.com/xxxx.htm

	Completed
	Points
	Topics
	Location
	URL    (short names)
	What To Do

	
	
	701 DISTANCE EDUCATION
	
	
	.

	
	50
	DE CLASS RULES (Policies and Procedures)


	Page 2 – Main Index
	http://auciello.tripod.com/derules.htm

	READ, PRINT OUT, SIGN

	
	50
	PRINCIPLES OF VISUAL COMMUNICATION  (50-pvc)
	Page 2 – Main Index
	http://auciello.tripod.com/pvc.doc

	READ, PRINT OUT, SIGN

	
	50
	PRINCIPLES OF TOTAL QUALITY MANAGEMENT
	Page 2 – Main Index
	http://auciello.tripod.com//14tqm.html

	READ, PRINT OUT, WRITE “I AGREE / DISAGREE” ON EACH ONE. SIGN

	
	50
	PRINCIPLES OF ZERO QUALITY MANAGEMENT
	Page 2 – Main Index
	http://auciello.tripod.com/zqm.html
	READ, PRINT OUT, SIGN

	
	
	EXTRA CREDIT
	Page 1 – 701 Projects
	http://auciello.tripod.com/701extra.doc

	KEEPS TRACK OF EXTRA CREDIT / BONUSES

	
	100
	701 MAIL
	Page 1 – Related Topics
	http://auciello.tripod.com/701email.htm
	GET AND PROVE AN EMAIL ADDRESS

	
	100
	DISTANT EDUCATION CHECK LIST / DIST. EDUC. PREQUISITE SKILLS


	Page 2 – Main Index
	http://auciello.tripod.com/decheck.htm
	READ, PRINT OUT, CHECK OFF, SIGN

	
	100
	CHECKLIST #1
	Page 1 – 701 Course Outline
	http://auciello.tripod.com/700-check-1.doc
	READ, PRINT OUT, , CHECK LIST, SIGN

	
	100
	CHECKLIST #2
	Page 1 – 701 Course Outline
	http://auciello.tripod.com/700-c2.doc

	READ, PRINT OUT,  CHECK LIST,SIGN

	
	
	UNDERSTANDING WINDOWS
	
	
	

	
	200
	COMPUTER SKILLS INVENTORY
	Page 1 – 701 Projects -# 2
	http://auciello.tripod.com/http://auciello.tripod.com/compski1.doc

	10 POINTS FOR EVERY SKILL CHECKED OFF

	
	100
	701 DISCOVERY
	Page 1 – 701 Projects

#  4
	http://auciello.tripod.com/http://auciello.tripod.com/701-disc.doc

	DIRECTIONS GIVEN.

	
	200
	CR3
	Page 1 – 701 Projects

# 3
	http://auciello.tripod.com/cr3.doc

	TYPE ENTIRE DOC.  ANSWER QUESTIONS

	
	300
	EXPLORING WINDOWS EXPLORER
	Page 1 – 701 Projects

# 2a
	http://auciello.tripod.com/701exp-99.doc

	EXPLAIN ITEMS, MENUS, ICONS ON PAGE

	
	50
	INTRO TO COMPUTER APPLICATION COURSE / CHECK-IN #1 / GROUP 01
	Page 2 – Check-in #1
	http://auciello.tripod.com/701GROUP01.HTM

	SELF – EXPLANATORY

	
	50
	CHECK-IN #2  / GROUP 02
	Page 2 – Check-in #2
	http://auciello.tripod.com/701GROUP02.HTM

	‘’’

	
	50
	CHECK-IN #3 / GROUP 03
	Page 2 – Check-in #3
	http://auciello.tripod.com/701GROUP03.HTM

	‘’’

	
	50
	CHECK-IN #4 / GROUP 04
	Page 2 – Check-in #4
	http://auciello.tripod.com/701GROUP04.HTM

	‘’’

	
	50
	CHECK-IN #5 / GROUP 05
	Page 2 – Check-in #5
	http://auciello.tripod.com/701GROUP05.HTM

	‘’’

	
	
	
	
	
	

	
	
	UNDERSTANDING WORD
	
	
	

	
	100
	SELF PIC


	Page 1 – 701 Projects

#1 IMAGE WITH TEXT
	http://auciello.tripod.com/701image.doc

	Get Pic of self.  Digital or scanned in class.  Add text

	
	100
	INTERNATIONAL CHARACTERS
	Page 1 – 701 Proj # 8 
	http://auciello.tripod.com/701inter.doc

	Figure out how to make Ñ 

	
	100
	MASTERING WORD
	Page 1 – 701 Proj # 9C
	http://auciello.tripod.com/wmaster.doc

	Follow directions.

	
	300
	MASTERING WORD PROCESSING / INTRODUCTION TO VISUAL COMMUNICATIONS
	Page 1 – 701 Proj # 9B
	http://auciello.tripod.com/701word03.doc

	Huge, important Project.  Type it all in.  Answers questions.

	
	100
	BUSINESS CARDS


	Page 2 – Main Index
	http://auciello.tripod.com/buscard2.doc

	See Instructor

	
	100
	LETTERHEAD
	Page 1 – 701 Proj  #4
	http://auciello.tripod.com/701-letter.doc

	Follow given template.

	
	200
	FONTS AND COLORS


	Page 1 – 701 Projects
	http://auciello.tripod.com/700-fontsa.html

	Follow directions.

	
	100
	MAP


	Page 1 – 701 Projects
	http://auciello.tripod.com/701-map2.doc

	Using Yahoo Map, 03k location of your home.

	
	100
	RESUME


	Page 1 – 701 Projects
	http://auciello.tripod.com/resume.htm

	Type resume

	
	100
	GRAPHICS WITH TEXT
	Page 1 – 701 Projects
	http://auciello.tripod.com/700-graphics.doc

	Any image surrounded by text.

	
	
	
	
	
	

	
	
	WORLD WIDE WEB
	
	
	

	
	100
	DEMINGS 14 POINTS
	Page 2 – Main Index


	http://auciello.tripod.com/dempts.html

	Print out, Write I agree/Disagree with each Principle

	
	100
	REPORT ON DEMING


	CIS 701 Projects -- #5
	http://auciello.tripod.com/Deming2.doc
	Research on Web.

	
	100
	INTERNET RESEARCH


	
	http://auciello.tripod.com/INTERNETRESEARCH2.DOC
	“”””

	
	100
	SALTON SEA


	NOT ON MENU:  RESEARCH HOW SEA WAS FORMED
	(NOT LINKED)
	“”

	
	100
	CROSSING COLORADO RIVER


	NOT ON MENU.  WHERE AND WHEN WAS THE 1ST RR BRIDGE OVER THE COLORADO RIVER?
	(NOT LINKED)
	“”””

	
	100
	NBA SEARCH


	RESEARCH THE SCORE OF THE GAME WHEN WILT CHAMBERLAIN SCORED 100 PTS
	(NOT LINKED)
	“”””

	
	100
	ELECTRICAL RESEARCH (RESEARCH WHAT HAPPENS WHEN YOU PUT AN ELECTRIC CHARGE ON A WING SURFACE)


	PAGE 1 – 701 TOPICS -- #9F
	http://auciello.tripod.com/701-emf.doc

	“”””

	
	100
	INTERNET LOG


	PAGE 2 - 701 PROJECTS  # *3 
	http://auciello.tripod.com/700INTERNET.DOC

	Extra

	
	300
	BUILDING HOMEPAGE


	PAGE 2 – BOTTOM OF 791 COLUMN 
	http://auciello.tripod.com/701WEB.DOC

	See Instructor

	
	
	USING EXCEL
	
	
	

	
	200
	STUDENT GRADES


	
	
	Extra

	
	100
	EXCEL BUDGET


	Page 1 – 701 Projects
	http://auciello.tripod.com/701BUD1.XLS

	Build on existing template.

	
	100
	EXPENSE JOURNAL


	Page 1 – 701 Projects
	http://auciello.tripod.com/701BUDA.XLS

	“””

	
	100
	EXCEL BUDGET 2


	Page 1 – 701 Projects
	http://auciello.tripod.com/701EX2.XLS

	“”

	
	100
	EXCEL BUDGET 3


	Page 1 – 701 Projects
	http://auciello.tripod.com/701BUD3.XLS

	“”

	
	100
	EXCEL SOLVE IT


	Page 1 – 701 Projects
	http://auciello.tripod.com/701PS01.XLS

	“”

	
	
	701 START DISK USING DOS
	
	
	

	
	25
	EACH

(Over 80 quizzes, do 10 per week)
	40+ quizzes on windows, 20+ quizzes on Microcomputers
	Get ‘start disk’ from Prof. “A”
	Get disk.  Learn to run quizzes. Have them graded by Instructor.

	
	
	701 QUIZZES
	
	http://auciello.tripod.com/701q1.htm
 (701q 1-4)


	Take quizzes on Web.

	
	100
	Required Quiz
	Page 2 – 701 Topics
	
	“”

	
	100
	701 Quiz 01
	Page 2 – 701 Topics
	http://auciello.tripod.com/701q1.htm

	“”

	
	100
	701 Quiz 01a
	...........  -  ...................
	http://auciello.tripod.com/701q1a.htm

	“”

	
	100
	701 Quiz 02
	...........  -  ...................
	http://auciello.tripod.com/701q2.htm

	“”

	
	100
	701 Quiz 03
	...........  -  ...................
	http://auciello.tripod.com/701q3.htm

	“”

	
	100
	701 Quiz 04
	...........  -  ...................
	http://auciello.tripod.com/701q4.htm

	“”

	
	
	701 FINAL PROJECTS
	
	http://auciello.tripod.com/701skpg1.doc
(701skpg 1-6)
	

	
	
	There are (7) “Final Projects” involving research, thinking, and using features.
	
	
	Internet research. Follow directions.

	
	100
	Final Project #1
	Page 2 – 701 Topics
	http://auciello.tripod.com/701SKPG1.DOC

	“”

	
	100
	#2
	...........  -  ...................
	http://auciello.tripod.com/701SKPG2.DOC

	“”

	
	100
	#3
	...........  -  ...................
	http://auciello.tripod.com/701SKPG3.DOC

	“”

	
	100
	#4
	...........  -  ...................
	http://auciello.tripod.com/701SKPG4.DOC

	“”

	
	100
	#5
	...........  -  ...................
	http://auciello.tripod.com/701SKPG5.DOC

	“

	
	100
	#6
	...........  -  ...................
	http://auciello.tripod.com/701SKPG6.DOC

	“

	
	100
	#7
	...........  -  ...................
	http://auciello.tripod.com/701SKPG7.DOC

	“

	
	
	701 PowerPoint
	
	
	

	
	
	Build ppt (text and slide show) presentation based on example on web site (wedding)
	
	
	See Instructor.

	
	
	TOTAL POINTS
	...........  -  ...................
	
	


DETERMINE YOUR GRADE BY THE PROJECTS COMPELETED

1.  “A” = 4000   (3500 with Portfolios)

2.  “B” = 3000

3.  “C” = 2500

In my world of Teaching, Web-Mastering, and Business, Computer and Internet Skills are absolutely required for success.   We are living in a “Cyber World”, working, buying, and being informed on line, and it will increase.   For example, this last Christmas, retail sales declined while Online Shopping increased by 25%!  Nearly everyone has an email address, and many have a “www” Web Site address.  (I can help you get a Home Page, especially in my next class, CIS 757 – Web Design / Internet Programming.)   So from my perspective as your Instructor,  all of this is nourishment  for your Personal and Professional Growth,  and you should partake heartily.   Go after these assignments, and more, with gusto, guts, and energy.   Master these topics, and more (there are over 100 lessons in my Cyber Classroom).   But, to stick with the “Contract” that we are making – earn 3,000 points, put your signature on your work, work at the “World Class” quality presentation level (turn in “perfect” work), and you will earn a “A”.

“Checking-in”  is critical for this Distance Education Course.   On the Main Page, there is a link called “Atten / Partic” where you enter Name, Sect #, (Section # 7961 pls check in under “0157”), Total Accumulated Points, and the “short” name(s) of recently completed projects.   For example, after you fill out the “Attendance / Participation Form”, your entry looks like this:

0157.GUZMAN.KARINA.02.02.28.150. (50DECLASSRULE+100MAP)guzmankk.yahoo.com

  |     |          |          |         |                        |

(sect#) (last.first)  (yy.mm.dd)      |           |                               |   

                                 (Total points)   (Points and short name)   (Email address)|

Karina Guzman, sect 0157, checked in 02. 28, 2002, with 150 points total, having just completed  “DECLASSRULES” for 50 points and “Map” for 100.   

Use the “short names” on this form.     If you have any questions, email me at cyberprof@hotmail.com.  

Prof. A.  Out. 
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