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COMPUTER PROFICIENCIES








These courses require extensive use of the computer and computer applications. Students are expected to have, or to attain particular skills necessary to complete the various exercises assigned from time-to-time throughout the quarter. These exercises will necessitate the use of a variety of computer skills in order to be completed successfully. If you do not have these skills, you will need to consult with the lab technicians in the computer lab (AG 101) or attain them in some other manner. A basic familiarity with Windows is assumed. If you have been assiduously avoiding the acquisition of computer skills, you have run out of time!





Internet Browser Use.





A general familiarity with an Internet browser is mandatory. You should be able to use Netscape Navigator (AG 101) or Microsoft Explorer with facility.  Several assignments will be given to secure information from specific sites on the Internet. You will also need to know how to cut and paste data files from the Internet into Microsoft Excel.





E-Mail.





If you have not acquired an e-mail account, it will be necessary to do so.  Your e-mail program should have an attachment capability. That is, the e-mailer should be  able to encode  and decode spreadsheet and word processing files and attach them to e-mail messages. The PINE e-mail package offered by the computer center is not up to the task. However, CSU-Fresno's internet e-mailer is adequate. Most of you will be using Outlook Express. I will be requiring your transmission of assignments to me. All e-mail should be addressed to my e-mail address as follows:





	jamesco@csufresno.edu





If you do not have your own computer and are reliant on the computers in AG 101, I recommend the “free” on line e-mail package. 





	http://email.csufresno.edu





You will be given subscription instructions at this address and after you are assigned a password, access is free.  If you have your own system and a modem, but do not have an e-mail package, I also recommend Eudora Lite, which is a free package available at several sites on the Internet. Many of you will be using Microsoft's Outlook Express which is an excellent commercial package.





I do not trust AOL e-mail. They have had problems in the past with dropping messages. Use at your own risk.





Spreadsheet Analysis.





You will be using Microsoft EXCEL  to complete assignments. 





You should understand spreadsheet use to include the following:





Basic spreadsheet syntax, formatting and cell operations. Particularly important is the concept of cell referencing (absolute and relative). An understanding of multiple page or multiple worksheet operations (“3-D” analysis) will also be extremely helpful.





Use of financial, statistical and mathematical functions to include SUM, AVG, MAX, MIN, STD, FV,  PV, NPV, COUNT, MEDIAN, MODE.





Familiarity with the Excel Solver routines.  We will have at least one linear programming assignment this semester.





Use of the  Excel statistical packages. We will have at least one linear regression problem or other financial or statistical routines to complete  this semester. The statistical routines are activated using TOOLS in  and Excel. If you activate the command TOOLS in Excel and the submenu routine Data Analysis is not present, you will need to reinstall Excel, select Add Ints Data Analysis tools for installation and re-install Excel.





Word Processing.





We have one major term paper or written assignments. I expect this paper to be prepared with a word processor. Your knowledge of unique word processor capabilities (font sizes, styles, formatting, etc.) is important. You should also be able to incorporate spreadsheet graphics into your documents. Finally, I expect all documents to be spell checked! No hand written papers or assignments will be accepted.
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