GOALS: the participants are able to identify best way to process the given information, are able to choose and use the appropriate tools to obtain maximum of usable data, can interpret the obtained data for supplementing their writings or as a lead in an investigation. 

EVALUATION: It consists in obtaining information from the Internet in PDF format, processing this information using the mechanisms offered by MS Excel and MS Access and the presentation of the resulting data in graphical form in MS Word.

SUBJECTS:

Representation, storing of data on PC.

Examining the main data types, files containing them, applications that can open these files. Various data storages. Practical exercises – archiving/unarchiving data.

MS Excel. Basics.

Introduction, data formatting and editing. Basic calculations.

MS Excel. Calculations, diagrams.

Use of formulas, construction of diagrams.

Blogs – some practical moments.

MS Excel. Continued.

Inserting editable diagrams into other kind of files (MS Word). Importing of data from comma separate values files (*.csv).

Blogs – stay anonymous while online.

Online sources of reference information. Online translators. Online dictionaries.

Presentation of online reference resource – Moldovan and international, and their use. Online Translators. Online Dictionaries. Online system for transliteration. Some elements of searching.

MS Access – the very beginning.

Databases terminology. MS Access interface. Creating a database by inputting data into tables (using the wizard). Primary ID field. Linking the tables based on common fields. Queries. Modifying the data set shown. Copying the obtained result into another application (Excel/Word) with further construction of the diagram presenting graphically the result.

MS Access. Continued.
Importing data into MS Access. Linking tables using common fields. Building queries. Constructing an editable diagram in MS Word based on the data obtaining using the query in MS Access.

MS PowerPoint. Mailgroups. Ethics on the Internet. Problems related to blogs.

Creating a PowerPoint presentation, inserting objects and using animation and other effects. Creating a discussion group on Yahoo!Groups. What is not ethical to be done on the Internet. Discussing troubles encountered related to blogs and other technical problems.
