CIS 130: Homework Assignments

Assignments are to be turned in electronically into the Homework folder on the Harris computer. Create an eight character filename for each assignment by combining the first 5 letters in your last name, plus your first initial, plus the 2 digit assignment number below. Omit print instructions.

	AsnNbr
	File Name from Assignment
	Page(s)
	Assignment

	01
	Just #3 on page 4-43
	CTS: Page 4-43
	Create a Notepad file with answers to #3

	02
	Practice Text
	WIN98 Pg 2.8, #5
	Pages WIN98 2.1 to 2.8

	03
	Resume 2
	WIN98 Pg 2.26
	Tutorial Assignment #1

	04
	Create a WordPad file
	WIN98 Pg 2.26
	Tutorial Assignment #3 parts a-f in WordPad

	05
	Create a WordPad file
	WIN98 2.11 & 2.26
	Quick Check Ses. 2.1 & 2.2 (answers on pg 2.30)

	06
	Tacoma Job Fair Letter
	WD 1.12-1.24
	Work through Word Tutorial 1

	07
	Job Fair Reminder Memo
	WD 1.31-1.32
	Review Assignments – Steps 1-14

	08
	Awards Memo
	WD 1.35 – Case 3
	Case 3: Memo of Congratulations steps 1-3

	09
	My Template Letter
	WD 1.35-1.36
	Case 4: Using Letter Template steps 1-9

	10
	RSH Annuity Plan
	WD 2.01-2.17
	Word Tutorial 2 – Session 2.1

	11
	RSH Annuity Plan Final Copy
	WD 2.18-2.31
	Word Tutorial 2 – Session 2.2

	12
	RSH Quarterly Report
	WD 2.33-2.34
	Review Assignments – Steps 1-5

	13
	RSH Portfolio Changes
	WD 2.34-2.35
	Review Assignments – Steps 7-12

	14
	Store-It-All Policies
	WD2.35-2.36
	Case 1 – steps 1-16

	15
	Inwood 2
	EX 1.03-1.34
	Work through Excel Tutorial 1

	16
	Inwood 4
	EX 1.35
	Review Assignments – Steps 1-12 (save it)

	17
	Enrollment
	EX 1.35-1.36
	Case 1 – steps 1-5

	18
	CashCounter
	EX 1.38
	Case 4 – steps 1-5

	19
	MSI Sales Report
	EX 2.02-2.36
	Work through Excel Tutorial 2 (save at end)

	20
	MSI Sales Report 2
	EX 2.37-2.38
	Review Assignments – Steps 1-14

	21
	AMORT
	In class exercise
	Loan Calculator and Amortization Schedule

	22
	Pronto Salsa Company
	EX 3.02-3.35
	Work through Excel Tutorial 3

	23
	Payroll
	EX 3.40-3.41
	Case 4 – steps 1-9 (save after step #9)

	24
	CLASS
	In class assignment
	Class telephone directory

	25
	Restaurant (Copy to turn in)
	AC 1.03-1.27
	Work through Access Tutorial 1

	26
	Customer
	AC 1.27-1.28
	Review  Assignments – steps 1-13

	27
	MallJobs
	AC 1.28-1.29
	Case 1 – steps 1-8

	28
	Restaurant 
	AC 2.02-2.33
	Work through Access Tutorial 2

	29
	Valle Products
	AC 2.34-2.36
	Review  Assignments – steps 1-17

	30
	MallJobs
	AC 2.36-2.37
	Case 1 – steps 1-12


How to turn your assignments in electronically (copy your file to the homework folder):

1. Double-click My Computer icon on the desktop, then double-click 3½ Floppy (A) icon.

2. Click START, FIND, COMPUTER. Type HARRIS and press ENTER key. Double-click Harris computer icon. You will see a yellow Homework folder.

3. Close all open windows except Harris computer window and 3½ Floppy (A) window. If necessary, resize and move open windows so that both windows are visible.

4. With the RIGHT mouse button, drag your homework file(s) from your 3½ Floppy (A) to the yellow Homework folder. When the homework folder turns blue it is selected. Once selected, release the mouse button to drop your homework file into the homework folder. You’ll see a pop up window asking if you want to Copy, Move, Create Shortcut, or Cancel. Click COPY.

5. To verify that your assignment was turned in, double-click the homework folder and look up your assignment alphabetically. If it is not there, re-do step #4 above.

NOTE: All assignments are due upon completion. Please do not wait until the end of the semester to copy all your files. You run the risk of losing your disk, damaging your disk, or erasing your disk. Since copying files is part of the learning experience, you will want to get practice turning in homework assignments every week during the term. Please do not erase your assignments off your disk until the end of the term. This way we have two copies of your assignments; one in the homework folder and one on your disk – just in case a disk crashes. LAST DAY TO TURN IN ASSIGNMENTS is one week prior to the Final Exam.

