Working With the Data Files

The exercises in this courseware require you to use the data files provided for the book. In order to maximize the usage of these data files, it is recommended that you reserve a minimum of 20Mb to 100Mb space on your hard drive (or network, as applicable). This size will vary depending on the number and complexity of exercises saved for the courseware topic and level.

Downloading from www.ccilearning.com
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Start your web browser, i.e., Microsoft Internet Explorer, Netscape Navigator, etc.
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In the Address or Location field, type: www.ccilearning.com and press [image: image3.png]


.
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When the home page for our web site appears, click on the Desktop Applications link under the Instructor Led Courseware section in the left banner.
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In the Categories section, click on the link representing the software type for the courseware.
[image: image6.png]



Scroll through the listing of titles for the book you are using, and then click on the SDF box (e.g., [image: image7.png]


) to the left of that book.
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Make sure that Save this program to disk is selected and then click on OK.
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Choose a location that is applicable for your classroom or system (e.g., C:\My Documents, G:\Student Data\Word 2000 L1, etc.). Then click on Save.
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Exit the web browser when the download is complete.
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Press the [image: image14.png]
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 keys to display the Exploring – My Computer window.
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Move to where you saved the downloaded file (see step #7).
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Double-click on the file name.
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The data disk file has been set up to automatically copy the contents of this file into a folder of your choice.
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In the Unzip to folder field, type: C:\Word 2000 Data Files (or a folder applicable for your needs) and then click on Unzip.
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	Alternatively, you can click on the Browse button to find and select the location of the new folder created in step 7.

	


When the file has finished copying these files to the new folder, you will see the following:
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Click on OK.

The data files are now ready for you to use.

Using the Floppy Disk(s)

If you have a floppy disk at the back of this book, you will need to copy the file on the disk to a location either on your hard drive or network drive, and then extract the files to that location.
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Place the disk into Drive A.
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Press the [image: image25.png]
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 keys to display the Exploring – My Computer window.
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Click on the + symbol to the left of your Drive C (or network drive, as applicable) icon.
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Click on the C: drive (or appropriate network drive) icon and then select File, New, Folder.
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	There may be a name assigned to the drive (e.g., Volume C, SD43-03, etc. The [Drive]: reference will still be visible for this drive even if it has been named.
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Type: Student Data Files for the name of the new folder (or a name as specified by the instructor, if applicable).

The new folder should appear on the left pane, below the drive name, in alphabetical order.
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Click on the 3½ Floppy (A:) drive icon in the left pane of the window.

[image: image32.png]



When the data file(s) appear in the right pane, click on the file and then drag it over top of the new folder created in step 5.
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Once the file has been copied, click on the new folder name in the left pane to make sure you are looking at the contents of that folder.
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Double-click on the file in the right pane (the number in the file should match the manual number – see front title page).
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The data disk file has been set up to automatically copy the contents of this file into a folder of your choice.
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In the Unzip to folder field, type: C:\Student Data Files (or a folder applicable for your needs) and then click on Unzip.
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	Alternatively, you can click on the Browse button to find and select the location of the new folder created in step 5.

	


When the file has finished copying these files to the new folder, you will see the following:
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Click on OK.

The data files are now ready for you to use.
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If you have more than one disk at the back of the book, repeat the steps 6 to 11 for the second disk.
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When all files have been copied to your new student folder, put the disk(s) back into its protective sleeve at the back of the book for safe keeping.

Using the CD

If you have a CD at the back of the book, the files are ready to be copied onto a drive either on your system or a network.
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Place the CD into the CD Drive on your system or network.

[image: image44.png]



Press the [image: image45.png]
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 keys to display the Exploring – My Computer window.
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Click on the + symbol to the left of your Drive C (or network drive, as applicable) icon.
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Click on the C: drive (or appropriate network drive) icon and then select File, New, Folder.
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	There may be a name assigned to the drive (e.g., Volume C, SD43-03, etc. The [Drive]: reference will still be visible for this drive even if it has been named.
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Type: Student Data Files for the name of the new folder (or a name as specified by the instructor, if applicable).

The new folder should appear on the left pane, below the drive name, in alphabetical order.
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Click on the CD drive letter in the left pane of the window.
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When the data file(s) appear in the right pane, click on the first file in the list, press and hold down the [image: image53.bmp] key, click on the last file in the list, and then drag the highlighted list over top of the new folder created in step 5.
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Once the files have been copied, click on the new folder name in the left pane to make sure you are looking at the contents of that folder.

You should then see all the files for this book in the new folder, and you are ready to proceed with the exercises in this book.
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Right-click on the new folder name and choose Properties.
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Click on the Read Only option to turn it off. (*When the CD was created, the files were changed to read only by the CD writeable software and need to be changed before they can be used with the exercises in the book.)
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Remove the CD from the CD drive and put it back into its protective sleeve in the back of the book for safe keeping.
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