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Skills,
Concepts,
and Steps

The Learning
Approach

Interactive Computing:
Software Skaills
Microsoft Office 97

trated interactive environment for learning introductory software skills using

Microsoft Office 97. The Interactive Computing Series is composed of both
illustrated books and multimedia interactive CD-ROMs for Windows 95 and each
Office 97 program: Word 97, Excel 97, Access 97, and PowerPoint 97.

The books and the CD-ROMs are closely coordinated. The coverage of
basic skills is the same in CDs and books, although the books go into more
advanced skill areas. Because of their close coordination, the books and CD-ROMs
can be used together very effectively, or they can each be used as stand-alone learn-
ing tools. The multimedia interactive CD-ROMs get you started very quickly on
basic and intermediate skills. The books cover this material and then go farther.

It’s up to you. You can choose how you want to learn. In either case the
Interactive Computing Series gives you the easiest and most powerful way to learn
Microsoft Office 97.

The Interactive Computing: Software Skills series provides you with an illus-

P 000000000 eN00 00000000000 000000000000080000003000000000R0stioclescritecersacsuensenase

In both the book and the CD-ROM, each lesson is organized around skills,
concepts, and steps. Each lesson is divided into a number of skills. The basic
concept of each skill is first explained, including where that skill is used in prac-
tical work situations. The concept is then followed by a series of concise
instructions or steps that the student follows to learn the skill. A running case
study throughout reinforces the skill by giving a real-world focus to the learning
process.

--------------------- 9000000000000 000000000000000000N000000IRENNO0RItNIEtNNEcNeETscttesse

We have taken a highly graphical and multimedia approach to learning. Text,
screen shots, graphics, and on the CD-ROM, voice, video, and digital world
simulation are all used to teach concepts and skills. The result is a powerful
learning package.
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e PowerPoint

Using the Book

In the beok, each skill is described in a two-page graphical spread (Figure 1). The left side of the two-page spread

describes the skill, the concept, and the steps needed to perform the skill. The nght side of the spread uses screen

shots to show you how the screen should look at key stages.

Figure 1

(NTERACTIVE
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Examining the

Skill: Each lesson is divided into
a number of specific skills.

COMPUTING . Windows 85

Windows Explorer

- - Concept
Concept: A concise description of

why the skill is useful and where
it is commonly used.

The Windows Explorer, found in the Programs menu on the Start menu, is similar
to My Computer. Both are file management tools that allow you to view the con-
tents of your computer. The Windows Explorer is more powerful and provides you
with more options than My Computer. The Windows Explorer displays itself as
the two-pancled window you see in Figure 24, allowing you to work with more
than one drive, file, or folder at a time. The left panel shows all the folders and
disk drives on your computer. The right panel is a display of the contents of a
selected folder or drive. This two-paneled window creates a more detailed view of
a specific folder and makes for easier file manipulation, especially copying and
moving.

Running case: A real-world case
ties the skill and concept to a
practical situation.

Do It!: Step-by-step directions
show you how to use the skill.

Mike wrote a letter to his mother but forgot where he put it.- He uses the Windows
Explorer to find the file.

Cligk the Start button, mghhﬂat the Prognm menu, and click Windows Explorer
to open' the Windows Explorer ‘window.

" If the toolbar-is not already showmg, click the Viéw menu and select the Toolbar

command.

Click the Up One Level buttoh H until you get to the top of the hierarchy. When
"you are at the top, Desktop will appear in the Go to a different folder list box, and
the Up One Level button will be dimmed.

‘The dist of items you see it the left panel will differ from computer to comp uter
"depending on the applications and files that are installed. Click the smail [#] next
to-the My Computer icon to reveal its contents. A [#] next to an icon indicates
that the item can be expanded to display other folders that are contained in that
drive ot folder. There will be no ] if the folder only contains files. Expanding an
icon reveals another level of the hierarchy. (€licking the =] collapses a drive or
folder’s contents back into che parent drive or folder.) The folder in the left, All
Folders; panel, which is selected, appears opened.

Ask your professor where the student files are focated. If they are on a student
disk, insert that floppy disk into your computer's (A:) disk drive,

Click the [ for the 3% Floppy drive icon, or click the icon for the drive where the
student files are located if they are already stored on your computer or over a net-
work. The folder named: Mike's Folder will be shown under the icon for the disk
where your student files are stored.

Click the [} next to Mike’s Folder to cxpnnd it. Then click the folder titled
Personal. The contents of the Personal folder will be displayed in the right panel.

_To see what is in the Letters folder, double-click the folder's icon. Letter to Mom
.and Letter t6 Amanda are hete.

. Close the Windows Explorer by pressing the [Alt] and [F4] keys.

S0 N00NREE0000000000Rs0000ENIssRIIORIRETRRIIRRS
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End-of-Lesson Features

In the book, the learning in each lesson is reinforced at the end by a quiz and a skills review
called Interactivity, which provides a step-by-step exercise and a real-world problem to solve
independently.

Figure 1 (continued)

Lesson 2 . Managing

e e P

Summary tables: Tables give
you a quick overview of short-
cuts and toolbar icons needed
to use the skills.

LGl

sl xmlel of sl sl Up One Level

button

Contents of
Mike’s Folder

Mike’s Folder
expanded

This folder [ -f Screen shots: Screen shots

contains other

folders : v show you what the screen
e e | should look like after follow-

ing the Do It! steps.

Hot Tip: Gives you advice on
how to use the software and

warns you of potential prob-

lems.

Practice: Directs you to stu-
dent files where you can
practice this skill.
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Using the Interactive CD-ROM

The Interactive Computing multimedia CD-ROM provides an unparalleled learning environ-
ment in which you can learn software skills faster and better than in books alone. The CD-
ROM provides a unique interactive environment in which you can learn to use software faster
and remember it better. The CD-ROM uses the same lessons, skills, concepts, and Do It! steps
as found in the book, but presents the material using voice, video, animation, and precise simu-
lation of the software you are learning. A typical CD-ROM contents screen shows the major

elements of a lesson (Figure 2).

Lessons and skills: The lessons
and skills covered in the CD are

closely coordinated with those of
the book.

Interactive sessions: The skills
you learn are immediately tested
in interactive sessions with the

TeacherWizard.

Review: At the end of each lesson
is a review of all the concepts
covered, as well as review ques-
tions.

> Computer Concepts. Tools and Skills

1 Introducing Windows 95

2 Exploring the Desktop

3 Exploring the Desktop: Windows

4 Exploring the Desktop: Windows 11
B2~ 5 Exploring the Desktop

6 Starting Programs

Using the Start menu

f rting a Program

Using the Start Menu

8 Running Multiple Applications

9 Closing Programs and Saving Files
10 Getting Help

K& 11 Getting Help

12 Shutting Down Windows 95

13 Epilogue

Review

Review Questions

SmartQuiz

JESH! [55] [ Microsoft Windows Tutorial: Lesso: 1

SmartQuiz: Each lesson has
a SmartQuiz that tests your
ability to accomplish tasks
within a simulated software
environment.

Skills list: A list of skills
permits you to jump

directly to any skill you
want to learn or review.

Interactive Windows 95 Lessons

9 Closing programs and
saving files

Closing programs and
saving files

User controls: Precise
and simple user controls
permit you to start, stop,
pause, jump forward or
backward a sentence, or
jump forward or back-
ward an entire skill. A
single Navigation Star
takes you back to the les-
son’s table of contents.
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Unique Features of the CD-ROM:
TeacherWizards™ and SmartQuiz™

Interactive Computing: Software Skills offers many leading-edge features of the CD-ROM cur-
rently found in no other learning product on the market. One such feature is interactive exer-
cises in which you are asked to demonstrate your command of a software skill in a precisely
simulated software environment. Your actions are closely followed by a digital TeacherWizard
that guides you with additional information if you make a mistake. When you correctly com-
plete the action called for by the TeacherWizard, you are congratulated and prompted to contin-
ue the lesson. If you make a mistake, the TeacherWizard gently lets you know: “No, that’s not
the right icon. Click on the Open File icon at the left side of the toolbar on top of the screen.”
No matter how many mistakes you make, the TeacherWizard is there to help you.

Another leading-edge feature is the end-of-lesson SmartQuiz. Unlike the multiple choice
and matching questions found in the book quiz, the SmartQuiz puts you in a simulated digital
software world and asks you to show your mastery of skills while actually working with the
software (Figure 3).

Figure 3

Microsoft Windows Tutonial

Calculator

' m SmartQuiz: For each skill you
= Rm ] e | f are asl?ed to demonstrate, }t,he
b M r-h SmartQuiz monitors your

| r" rwr’_l———}‘hﬂ mouse and keyboard actions.
ekl Al
S e

s ot SRR,

™
{ SMARTQUIZ = SCORE Microsoft Windows Tutorial
STUDENT NAME:elaine LESSON:1
DATE: Saturday, November 22, 1997

Skill question: For each skill
taught in the lesson, there is a
corresponding interactive quiz
question.

| then click on the printer icon to
:i get a printed score sheet.

Automatic scoring: At the end of the
SmartQuiz, the system automatically
scores your results and shows the
skills that you should review.

SmartQuiz score
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Using the CD-ROM and the Book Together

The CD-ROM and the book are designed to support each another. There is a close correspon-
dence between the lessons and skills taught in the book and the CD for introductory levels of
the software (Lessons 1 through 4), as well as between the case study used in the CDs and the
books. Generally, the books have more lessons and go farther into advanced topics than the CD
does, while the CD-ROM demonstrates the basic steps in more detail. Here are tips on using the
CD and accompanying book together:

*  You can use the book and the CD together at your student lab workstation or at
home. Place them side by side and follow along in both at the same time.

®  You can use the book when you do not have access to a computer, and use the CD by
itself at school or at home.

*  You can use the CD first to gain a quick understanding of the software, then use the
book later at home or school ro review and deepen your understanding.

Student Files

The Interactive Computing: Software Skills books require that students have access to accompa-
nying student files for the practice and test sessions. The instructor and students using the texts
in class are granted the right to post the student files on any network or stand-alone computer,
or to distribute the files on individual diskettes. You can download the student files from the
Interactive Computing Web site at http://www.mhhe.com/cit/apps/laudon/, or request them
through your Irwin/McGraw-Hill representative.

Supplementary Learning and Teaching Tools

The Student Center at http://www.mhhe.com/cit/apps/laudon/ provides the following supporting
information:

* Web exercises: These exercises can be assigned by your instructor. Or you can try
them on your own. Your instructor has the solutions.

* Cool sites: Web news, new technology, Web opportunities, entertainment.

® Message board: Talk to other students who are using the series.

* Multimedia action: Cool demos.

* Course help: Choose the course you’re enrolled in. Then choose exercises, multimedia

demos, free software, or course information.

The Faculty Lounge at http://www.mhhe.com/cit/apps/laudon/ provides the following
instructional support:

*  Exercises and solutions

® Teaching strategies

* Instructor message board

* Multimedia action

¢ Cool Web site

¢  Course help
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Local Area Network Testing Facility

McGraw-Hill and Azimuth Multimedia have designed and produced a revolutionary and unique
Network Testing Facility™ (NTF) that tests acquired software skills in a safe, simulated soft-
ware environment. Operating on.a network, the NTF permits students to take a self-paced A
exam from their workstations at home, at school, or in the classroom. The NTF automatically
tracks student scores, and allows the instructor to build screens that indicate an individual stu-
dent’s progress or which skills may need more emphasis for the entire class.

Contact your McGraw-Hill representative for further information on the NTE.
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Starting PowerPoint

®eecscecccncscccssse ®ecscscsssnsccsscecsssssse ®eccseccssccccssccsssse ®eccceccccscsccccccnssosene

To use PowerPoint, you must first start, or open, the application from your com-
c once p t puter’s desktop.

®eccsccccsccsccccnssscscsssssss 9ecsecseccccscsssscse ®eccsccccccscssccce escsceccccccsvccens esvcssse

D 0 I t ! Trista wants to begin using PowerPoint.

Turn on your computer. Windows 95 will start automatically. If there are any
problems, consult your lab instructor.

Click the Start button located on the Windows Taskbar. The Windows
Start menu will appear above the button.

From the Start menu use the mouse to place the pointer over Programs. The
Programs menu will appear as shown in Figure 1-1.

Move the mouse pointer over Microsoft PowerPoint and click the left mouse but-
ton. The PowerPoint application window will open with the PowerPoint dialog
box displayed in the center of the window as shown in Figure 1-2, as well as the
Common Tasks floating toolbar and the Office Assistant. The PowerPoint dialog
box contains four radio buttons that let you select one of four options for either
creating or opening a presentation.

‘ Your window may not appear exactly as the one shown here, because the type of
installation of PowerPoint selected and the actions of the previous user may affect
the setup of your window. In the next skill you will learn how to use the
AutoContent Wizard to begin developing a presentation.

M ore The PowerPoint dialog box displays four options for working with a presentation.
A presentation is a file composed of PowerPoint-created slides. A slide is a single
screen of your presentation. Using the AutoContent Wizard, PowerPoint’s comput-
er-assisted presentation designer, is the simplest way to make a presentation and
will be discussed in detail in the next skill. The Template option allows you to
work with individual preformatted presentation designs. Blank Presentation is a
feature that allows you to start from scratch (you will learn how to build an origi-
nal presentation in Lesson 2). Finally, the Open an existing presentation option
allows you to open a PowerPoint file that was previously saved.
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Figure 1-1 Opening PowerPoint from the Start menu

" .

o

Start menu

Programs menu

Windows Taskbar

Start button

Common Tasks
floating toolbar

AutoContent
Wizard radio
button

Office Assistant
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Using the
AutoContent Wizard

LN NN N R

c once p t The AutoContent Wizard is the easiest and quickest way to design a presentation in
PowerPoint. The AutoContent Wizard will assist you in basic layout design, style,
and output type. All you have to do is add the content.

9000000000000 000000000000000000000 00 ssscscccccccccce eecsssccccscsccccne eescccccsccccsssce ssece

D 0 I t I/ Trista wants to use the AutoContent Wizard to design a presentation.

Click the AutoContent Wizard radio button to select it, then clic
AutoContent Wizard dialog box will open as shown in Figure 1-3.

Click @ at the bottom of the dialog box. The Microsoft Office 97 Office Assistant
will appear with its dialog balloon, if it is not already visible. The Office Assistant
offers helpful tips as you work your way through PowerPoint, and will be discussed
in detail later.

Move the pointer over the blue bullet Help with this feature in the Assistant’s bal-
loon, then click the left mouse button. The Assistant will now provide you descrip-
tions of the AutoContent Wizard’s steps as you advance.

Click [ZHS€5H in the AutoContent Wizard dialog box. The second step of the
AutoContent Wizard (Figure 1-4) will be displayed, requesting you to select the
type of presentation you are going to give. There are twenty presentation types
offered by the wizard, displayed when the All button is depressed, broken up into

seven categories.

Click [E #. The presentation types that fall under the Personal category
will appear in the area to the right of the category buttons.

Click Announcement/Flyer to select this type of presentation, then click
The output options will be displayed.

Since you will only be viewing this presentation on a computer, you can leave the
Presentations, informal meetings, handouts radio button clicked. Click the gray
box next to Presentation style to move to the next step in the wizard.

The first four options in this step pertain to output type, and by default the appro-
priate On-screen presentation radio button is selected. But, since you will not be
printing handouts, click the No radio button toward the bottom of the dialog box.
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Figure 1-3 The AutoContent Wizard

AutoConten

N
“The AutoContent Wizard gets you started
by providing ideas and an organization for
your presentation.

J Finish

Green square indicates
current wizard step

Finish

Presentation type
category buttons

Office Assistant

What kind of help
would you like?

o Click here for help
i : with the AutoContent
® Help with . Wizard

something
else

Office Assistant

Office Assistant
call button

Product/Services Overview
Announcement/Flyer
Personal Home Page

Click here to
return to the
previous step




