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Introduction to ICT

What is ICT?

ICT is an abbreviation that stands for Information and Communication Technology. It is a term which  

stresses the role of communications and computers as well as necessary software and hardware, which  

enable users to access, store, transmit and manipulate information. ICT is also the study of the  

development and usage of technology in the communication of information. Hence, ICT should be read as  

"Information Technology and Communication Technology" literally to make clear itsmeaning.

ICT education is basically our societyôs efforts to teach its current and emerging citizens valuable  

knowledge and skills around computing and communications devices, software that operates them,  

applications that run on them and systems that are built withthem.

The term Information Technology, which is related to ICT, refers to an entire field that uses computers,  

networking, software, and other equipment to manage information electronically in a digital form.

RelatedTerminologies

Data

Datais anythingin theform of numbers,text, imagesandsoundthat is suitablefor processingandstorage

by a computer. It is theraw andunprocessedalphabets,numbers,soundsandpictures. Datais represented

with theuseof characterslike alphabets(Aa-Zz), digits(0-9) or specialcharacters(+, -, /, *, <, >, =, etc.).

Forms of data

¶ Text (alphabets, numbers & symbols) e.g. 6 + 4, book,etc.

¶ Images (Pictures)

¶ Motion pictures (Videos)

¶ Music (Audio)

Sources of data

¶ Primary Source is original research that is obtained through first hand investigation. It is a data  

collected by an organization for its own use. Primary data includes information collected from  

interviews, experiments, surveys, questionnaires, focus group discussions andmeasurement.

¶ Secondary Source is research that is widely available and obtained from another party. It is data  

collected outside an organization. Secondary data can be found in publications, journals,  

newspapers andinternet.

Examples ofdata:

¶ The record of students in aschool.

¶ The stock of goods in asupermarket.

¶ The amount of goods sold by astore.
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¶ The number hours that an employee is supposed to work.

A collection of data organized for storage in a computer memory and designed for easy access by  

authorized users is known asdatabase.

NB: Data is meaningless unless fully processed. For example, 6 + 5, is meaningless unlessprocessed.

Information

Information is the processed data on which decisions and actions are based. It is organized or classified  

data which has some meaningful values for the receiver. For example, in our above data, 6 + 5, the  

expected answer will be 6. Therefore, 6 is theinformation.

For decision to be meaningful, the processed data must qualify for the followingcharacteristics:

¶ Accuracy: Information must be accurate. That is to say, it must be free fromerrors.

¶ Reliable: Information must be dependable, unfailing andtrustworthy

¶ Relevant: Information must have logical connection to issues athand.

¶ Economical: Information must not beexpensive.

¶ Completeness: Information must be complete. That is to say, it must be full.

¶ Timely: Information must be available when required. In other words, it must not be alate.

¶ Verifiable: Information must be confirmable and approvable.

¶ Meaningful: Information must be easilyunderstood.

Communication

Communication is the transfer or exchange of information between or among two or more persons via a

media, such as the mobile phone, computer or a communication network. It is also the sending and/ or  

receiving information through a given media, such as telephone, computer or theinternet.

Forms of communication

¶ Verbal Communication: Verbalcommunicationis theuseof soundandwordsto expressyourself.

It is spokenword, eitherface-to-faceor throughphone,voicechat,videoconferencingor anyother

medium. It is alsoknownasOral Communication.

¶ Written communication: Written communication is any type of interaction that makes use of the  

written word. It includes traditional pen and paper letters and documents and anything else  

conveyed through written symbols such as language. E.g. letters, textbooks, newspapers, contracts,  

memos, and thelike.

¶ Electronic Communication: E-communication refers to the transfer of writing, signals, data,  

sounds, images, signs or intelligence sent via an electronic device. Some examples of e-

communication are email, text messages, social media messaging and imagesharing.

Technology

Technology is any device or equipment that helps to make work easy e.g. computers, mobile phones,  

combine harvesters, etc. It is also the collection of techniques, skills, methods and processes used in the  

production of goods and services or in the accomplishment of objectives such as scientificinvestigation.
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Importance of ICT

1. Online distance education helps students to attend classes and submit assignments at the  
comfort of their ownhome.

2. The internet is store house for all source of information. All that the student or teacher needs to  
do is to type in their questions or keyword, and every information on that subject will be  
displayed.

3. Virtual classrooms help students log on from home, school, etc, into a special computer-based  
classroom where information is presented to them just as in a realclassroom.

4. Computer-aided teaching and learning helps students select subjects they want and also learn at  
their ownpace.

5. School authorities can easily assess the information of teachers and students from their data  
base.

6. Students can also asses their WASSCE and BECE results online even before they become  
available at theirschool.

7. Making learning more interesting especially for hard-to-understandissues

8. Research and useful Information sharing ïe.g. usingInternet

9. Provide educational information (distancelearning)

10. Access information on jobs/internships

11. To develop the interest of students in using ICT in learning othersubjects.

12. Provide health information, including on sensitiveissues

13. Creation of new employmentopportunities

14. Enhance interaction with peers over longdistances

15. Create entertainment opportunities (games, music,videos)

16. Bridging distances e.g. using e-mails, phone, video conferencing,etc.

ICT in Education

The usage of concepts in ICT in the education sector also varies on its application suchas,

¶ ICT as a subject (i.e., computerstudies)

¶ ICT as a tool to support traditional subjects (i.e., computer-based learning, presentation,research)

¶ ICT as an administrative tool (i.e., education management informationsystems/EMIS)

¶ ICT as a medium of knowledgeexchange
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Chapter 1 - Introduction to Computers

A computer is an electronic device operating under the control of instructions to accept data and performs  

arithmetic and logical operations to produceinformation.

Classification ofComputers

¶ Generations

¶ Types

¶ Purpose(function)

¶ Capacity(size)

Classification by Generations

Generation in computer terminology is a term used to distinguish between varying hardware and software  

technologies which make up an entire computersystem.

First Generation (1946-1959)

The computers of first generation used Vacuum Tubes as circuitry for CPU (Central ProcessingUnit).

These computers were too large. They produced a lot of heat. They also used a lot of electricity and were  

very expensive to acquire too. An example is themainframe.

Second Generation(1959-1965)

In this generation transistors were used. These made the computers cheaper, consumed less power, more  

compact in size, more reliable and faster than the first generation.

Third Generation (1965-1971)

The computers of third generation used Integrated Circuits (IC's) in place of transistors. This  

development made computers smaller in size, reliable andefficient.

Fourth Generation (1971-1980)

The computers of fourth generation used Very Large Scale Integrated (VLSI) circuits. This made  

computers more powerful, compact, reliable and affordable. As a result, it gave rise toPersonal

Computer (PC) revolution. E.g. Desktop computers, laptop, notebook,etc.

Fifth Generation (1980-till date)

In the fifth generation, computers use microprocessor chips and AI (Artificial Intelligence) software.  

The three main functions of a microprocessor are fetch, decode andexecute.

NB: AI is an emerging branch in computer science, which interprets means and method of making  

computers think like human beings. E.g. Robots, gameconsoles.
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Classification by Types

¶ Analogcomputers

¶ Digital computers

¶ Hybridcomputers

Analog computers
Analog computers are single purpose computers that operate data in the form of physical quantity such as  

temperature, speed, voltage, weight, pressure, distance and light. Examples of analog computersare:

¶ Thermometer: for the measuring of temperature.

¶ Speedometer: for the measuring of speed of moving objects such as cars, bikes, aeroplanes,etc.

¶ Rain Gauge: for the measuring of rainfall intensity.

¶ Hygrometer: for the measuring of atmosphericpressure.

Thermometer Speedometer Multimeter

Others are:

¶ Multimeter, Hydrometer, stenometer, manometer, voltmeter,etc.

Digital Computers

A computer that performs calculations and logical operations with quantities represented as digits, usually  

in the binary number system (zeros (0s) and ones(1s).)

Kinds of Digital Computers

¶ Mainframe Computers

¶ SuperComputers

¶ Mini Computers

¶ Micro Computers

Mainframe Computers

Mainframe is very large in size and is an expensive computer capable of supporting hundreds or even  

thousands of userssimultaneously.

Mainframe supports concurrent or simultaneous execution of programs. Mainframe computers are high  

speed and large storage capacitycomputers.
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Mainframe Computer

SuperComputers

Supercomputers are one of the fastest computers currently available. Supercomputers are very expensive

and are employed for specialized applications that require immense amount of mathematical calculations.  

For example, weather forecasting, scientific simulations, (animated) graphics, electronic design,etc.

SuperComputers

Mini Computers

Mini computers are computers used as servers in small networks to control the activities of micro-

computers in a laboratory or Internet café. Mini computers are multi-user computer systems which are

capable of supporting hundreds of userssimultaneously.

Mini Computer
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Micro Computers

Micro computers can be defined as small, relatively inexpensive computer designed for an individual  

user. They are based on the microprocessor technology that enables manufacturers to put an entireCPU

on one chip. They are the Personal computers (PCs) used by individuals in homes, schools andoffices.

E.g. Compaq, Dell, Gateway, Acer, Toshiba, Hewlett Packard (HP), International Business Machine  

(IBM) Apple Macintosh,etc.

Microcomputer- Desktop

Although micro computers are designed as single-user systems, these systems are normally linked  

together to form anetwork.

Classification by Purpose

There are two main purposes of computers:

¶ General Purpose Computers: They are used to solve a wider range of problems. It is normally  

used for tasks such as budgeting, payroll, banking, scientific, analysis, watching movies and solving  

mathematics problems.

¶ Special Purpose Computers: These kinds of computer are designed to perform particular tasks or  

restricted classes of problems. They are employed in manufacturing and designing in a form of  

robots.

Classification by Capacity

The classification of computers according to capacity (size) resulted in computers been named  

Mainframe, Super, Mini and Micro - Computers.

Categories ofComputers

¶ DesktopComputers

¶ PortableComputers

¶ Handheld Computers

Desktop Computers are computers made up of separate components such as keyboard, mouse, system  

unit and monitor, and are designed to be used at the desk or table. They are generally bulky. Micro  

Computers are examples of desktopcomputers.

Portable Computers arelight weightmobilecomputers. Theyarea combinationof keyboard,mouse,

systemunit andmonitorin onewholeunit. Thetwo maintypesof portablecomputersareLaptopsand

Notebooks.
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Laptop

Laptops and notebooks may be similar in design but notebooks are smaller than laptops in size and in  

weight.

Handheld computers are computers that fit the palm and can be put into the pocket. They are also called  

palmtop computers or Pocket PC. The screens of handheld computers are touch sensitive and allow the  

users to use the fingers or stylus to operate them. E.g. iPads, tablets, phablets, smart phones and Personal  

Digital Computers (PDAs).

Examples of HandheldComputers

Hybrid Computers

A combination of computers those are capable of inputting and outputting in both digital and analog  

signals. They perform both analog and digital functions. E.g. Automated Teller Machines (ATMs),  

Money Counting Machines (MCMs), Point of Sale Terminals (PSTs),etc.

ATM and a Money CountingMachine
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Characteristics ofComputers

¶ Speed: Computers are very fast in performingwork.

¶ Accuracy: Computers processed data with high degree ofcorrectness.

¶ Economy: Computers reduce Labour cost in business.

¶ Reliability: Computers are reliable and consistent when used to dowork.

¶ Versatility: Computers have the capacity to perform completely different type of work. That is,  

commuters can adapt to all professions andenvironment.

¶ Communication: Computers are capable of sending and receivinginformation.

¶ Diligence: Unlike human beings, a computer is free from boredom, tiredness, lack of concentration,  

etc.

¶ Storage: Computers can store information on hard drive, pen drive, memory card,etc.

¶ No Feeling: Computers do not haveemotions.

¶ No IQ: Computer is a dumb machine and it cannot do any work without instruction from theuser.

Factors that Affect Computer Performance

¶ Arguably the single most important factor that determines a computerôs performance is the speed of  

its CPU. The speed of the CPU is measured in megahertz (MHz) and gigahertz (GHz). The faster  

the CPU, the faster thecomputer.

¶ The amount of RAM or memory is another very important factor in computerôs performance.  

Generally, the more RAM a computer has the better its performance.

¶ The speed of the videocard.

¶ The speed of the harddisk.

¶ Freespace.

¶ The number of programs running at the sametime.

Importance of Computers

Computersarenow partof our lives,theyplay importantrolein business,education,healthcareetc.

¶ Education: Computersprovideaninvaluabletool in education,primarily in theacquisitionand

analysisof datausedfor research. Fieldssuchasscience,writing composition,mathematicsand

historyall benefitfrom accessto the Internet. It providesinformation. In short,for learningand

researchwork.

¶ Healthcare: Diseases can be easily diagnosed with the help of computers and can also know about  

its cure.

¶ Business and Banking: Almost all banks and businesses are using computers to keep the record of  

all the money transaction and other calculations. Also, for advertisement.

¶ Communication: For sharing ideas through the internet andemail.

¶ Weather Predictions: Weather predictions are also possible by the experts usingsupercomputers.

¶ Daily Life : We operate washing machines, microwave oven and many other products using  

software.

¶ For performing complex calculationquickly.
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¶ For entertainment: E.g. playing games and watchingmovies.

¶ Computer is used for keepingrecords.

So,we cansaythattodaycomputersareplayingvery importantrole in our lives. Now is thetime when

we cannotimaginetheworld without computers. Sotherefore,it hasbecomenecessaryfor everyoneto

havethebasicknowledgeaboutcomputers.

Limitations of a Computer

It is obvious that the computer has a variety of capabilities. Similarly, this man-made machine has some  

its own limitations as well. Such limitations are given below:

¶ The computer can do only what you tell it to do-you cannot expect the computer give you  

something which you did notask.

¶ It cannot generate information on its own: the computer will work only if you operate it and give the  

instructions. It cannot give you information unless you feed it requireddata.

¶ It will give wrong information if you feed it with wrong data- the computer cannot identify what the  

correct data and what the wrong dataare.

¶ It cannot correct wrong instruction- if you give the computer wrong instruction, it will not be able to  

do anything to rectify it. The only thing it can do is to stop functioning till you correct themistake.
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Chapter 2 - Parts of PersonalComputers

Computers have two main parts. Theseare:

¶ Hardware

¶ Software

Hardware

Hardware is the physical and tangible components of a computer. It is the part of the computer that can be  

seen and touched. The term hardware is sometimes substituted withperipherals.

Main Hardware Components of computer

The hardware has four main components. Theseare:

¶ SystemUnit

¶ Monitor

¶ Keyboard

¶ Mouse

Components ofcomputer

SystemUnit

The system unit is the plastic or metallic box that sits under your monitor or desk and is covered with  

slots, buttons and lights. Itôs the component of the computer that houses the motherboard,central

processing unit (CPU) and the power supply unit. Itôs the control unit of thecomputer.
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Anything outside of and connected to the system unit is called a peripheral. A peripheral is a device that  

extend their services to enhance the performance of the computer. You can add dozens of peripherals and  

accessories to make computers more useful and fun. Common peripherals include printers, scanners,  

external hard drives, CD-ROM drives, and digital cameras. Many peripherals are considered to be input  or 

outputdevices.

Inside the system unit are these parts illustrated in the picturebelow:

Labeled SystemUnit

NB:

V Motherboard: The motherboard is the main circuit board in the computer that connects theparts

of the computer. Itôs a sheet of plastic that holds the circuitry to connect the various components  

of a computersystem.

V Central Processing Unit (CPU): it is the primary hardware device that interprets and runsthe

commands you give to a computer. The CPU is the brain of the computer. It does all the work: it

calculates, it processes, it keeps things running smoothly. A CPUôs speed is measured in megahertz  

(MHz) and gigahertz (GHz). Common CPUs include: Intel Pentium III, Intel Pentium 4,etc.

V The CPU Speed is the rate at which at which the CPU can perform a task.

V Arithmetic Logic Unit (ALU) is the part of the central processing unit responsible for performing  

all logicaloperations.
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Ports at the back of the SystemUnit

Monitor

Monitor is the output device that displays the information on the computer to the user. It is a device that  

converts computer output into displayed text and graphics. The monitor is also called the screen or  

Visual Display Unit (VDU). The monitor is like a television(TV).

Types of Monitors

1. Cathode Ray Tube (CRT): Cathode Ray Tube (CRT) monitor is a type of monitor that looks like the  

old type TV which is very heavy with a longback.

Cathode Ray Tube(CRT)

2. Flat Panel Display: Flat Panel Display is also called Liquid Crystal Display(LCD)
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Flat PanelDisplay

NB:

¶ Most monitors are coloured (display more than one colour). A monitor which displays output only  

in one colour is calledmonochrome.

¶ A pixel is the smallest unit that can be displayed on thescreen.

Keyboard

The computer keyboard is a wide rectangular object that is equipped with buttons on which thereare

letters (alphabets), numbers and other characters and symbols. The keyboard is like a typewriter and is  

available in the following models:

¶ Standard Model which has 83 or 84keys

¶ Traditional Model which has 101keys

¶ Enhance Model which also has 104 keys andmore.

¶ Ergonomic Model

The keyboard is sometimes called QWERTY Keyboard. The name QWERTY is derived from the first  

six letters in the top- left alphabetrow.

QWERTY Keyboard

NB: An ergonomic keyboard is a computer keyboard designed with ergonomic considerations to  

minimize muscle strain and a host of relatedproblems.
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Parts of a Keyboard

¶ Functionkeys

¶ Typing (Alphanumeric)keys

¶ Modifier (Control) and Toggle keys

¶ Arrow (Navigation)keys

¶ Numeric keys

¶EditingKeys  

Etc.

Parts of a Keyboard

Function Keys

Function keys are keys programmed to perform specific tasks, commands or operations. Function keys  

are labeled F1, F2, F3, F4, F5, and so on, up to F12. Function keys act as shortcut; performcertain

functions like refreshing the computer. F5 and F1 are defaults for refresh and help respectively.

Alphanumeric (Typing) Keys

Alphanumeric keys are also known as typing keys. It consists of alphabet and numerickeys.

¶ Alphabet Keys: Alphabet keys include letters of the alphabets generally laid out in the same  

pattern as that of the typewriter. They comprise the alphabets Aa - Zz.

¶ Numeric Keys: Numeric Keys are handy for entering numbers quickly. The keys are grouped  

together in a block like a conventional calculator, which is named Numeric Keypad. It comprises  

the numbers, 0 - 9.

Modifier (Control) Keys

Modifier keys are special keys on a keyboard that temporarily modifies the normal action of another key  

when pressed together. By themselves, most modifier keys usually do nothing when pressed. Modifier  

keys are also called Control Keys. E.g. Shift, Alt or Ctrl keys.

Arrow (Navigation) Keys
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Navigation keys are keys used to move around in documents, webpages and in editing text. E.g. Arrow  

keys, Home key, Page Up key, Page Down key, Delete key, Insert key,etc.

ToggleKeys

Toggle Key is a key which is designed for people who have vision impairment or cognitive disabilities.  

When Toggle Keys are turned on, computer will provide sound cues when the locking keys (Caps Lock,  

Num Lock or Scroll Lock) arepressed.

Mouse

The mouse is a handheld pointing device that allows you to control the actions of the cursor. It is a funny  

looking object that frankly looks like a real mouse. Originally, computers came with keyboard without  

mouse. But in 1988, Dong Engelhardt invented themouse.

Types of Mice

¶ The Standard Mouse: The standard mouse has two buttons, namely, left click and right click  

buttons and a roller ball on the underside. Others have additional button called the Scroll Wheel for  

scrolling through pages and menus. Standard Mouse is also called Mechanical Mouse.

¶ Optical Mouse: Optical mouse is one of the latest innovations which operate by using an infrared  

sensor. You can identify an optical mouse by the tell-tale red glow emanating from its underside.

¶ Cordless mouse: A cordless mouse, also called a wireless mouse, is a mouse that connects to a  

computer without the use of wires. Instead, the mouse uses wireless technologies, like Bluetooth or  

infrared radio waves. Usually, a USB receiver is plugged into the computer and receives signals  

from the cordless mouse. Cordless mice need batteries to work.

Parts of the Mouse

¶ Left click button or primarybutton

¶ Right click button or secondarybutton

¶ Scrollwheel
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Parts of a Mouse

NB: Underneath the mouse is either a roller ball or an infrared , depending on the type of mouse.

Other components of the computer hardware are printers. Scanners, microphones, joysticks, trackballs,  

light pen,etc.

Hard Drive Maintenance

¶ Hard Drive Repair and Fragmentation: Over time, small errors and fragmentation can degrade the  

performance of a hard drive. These problems can be corrected by a hard drive utilityprogram.

¶ Hard Drive Backups: Should be performed to give you an extra copy of your files if your hard  

drive becomesdamaged.

¶ Virus Protection: Software should be installed on every computer to protect against malicious  

computerviruses.

¶ Compression: Increases the space on a hard drive by compressing or squeezing together, its files.

Software

Software is the collection of instructions that enable the user to interact with a computer, its hardware or  

perform tasks. In other words, it is the set of instructions that tells the computer how to respond to the  

users of computers and control thehardware.

Types of Software

¶ SystemSoftware

¶ Application Software

SystemSoftware

System software is the software / program / set of instructions that is used to control and coordinatethe

operations of the computer. It is the set of instructions that controls and coordinate how thecomputer

operates and allocates hardware resources. It is also a collection of programs designed to operate, control  

and extend the processing capabilities of thecomputer.
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Types of SystemSoftware

¶ OperatingSystem

¶ SystemUtilities

¶ Device Drivers

Operating System(OS)

An operating system is a software program that loads automatically and controls just about everythingon

your computer.

Hereôre what an operating systemdoes:

¶ Controls Your Computerôs Hardware: Windows controls the different devices of your computer  

system. Itôs what makes your printer print, what makes graphics and text appear on your monitor,  

and what makes your mouse point andclick.

¶ Runs Your Computerôs Programs: An operating system is what runs all your programs. Without  

an operating system, your word processor, Web browser (Internet), and games wouldnôt work. An  

operating system lets your programs talk to your hardware, so, for example, your word processor  

can print things to the printer.

¶ Organizes Files: Operating system stores, retrieves, and copies information in files and folders on  

your computerô.

¶ Managing multi programming.

¶ Managing resources of the computerefficiently.

¶ Starting up thecomputer.

¶ Opening, executing and running applications.

¶ Formattingdisks.

¶ Backing up the contents of a harddisk.

Examples of OS for Computers:

¶ MS-DOS, Microsoft Windows OS, Macintosh (Mac) OS, Linux OS, Unix OS, Chromium OS,  

Solaris,etc.

Examples of OS for Handheld Devices:

¶ Symbian, Android, iOS, Window CE,etc.
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NB: MS- DOS is a text-based operating system that stands for Microsoft Disk Operating System. It  

was one of the earliest PC operating systems that displayed boring lines of text on the screen instead of  

icons and pictures. You performed tasks in MS-DOS by typing textcommands.

Utility Software

Utility Software is system software designed to help analyze, configure, optimize or maintainthe

computer, its devices or its software. E.g. Antivirus Software, Backup Software, Data Compression  

Software,etc.

Hereôre what a Utility Software does:

¶ Viewing files

¶ Compressingfiles

¶ Diagnosingproblems

¶ Scanningdisks

¶ Defragmentingdisks

¶ Uninstallingsoftware

¶ Backing up files anddisks

¶ Checking for viruses

¶ Displaying screensavers

Device Drivers

A device driver is software that enables the operating system to communicate with thehardware

components of the computer. It links devices to the operatingsystem.

Importance of SystemSoftware

¶ Operating system software controls the basic input and outputdevices.

¶ For communication among people through the internet.

¶ The operating system helps us to start or boot ourcomputer.

Application Software

Application software is the software / program / set of instructions that is used by the user to perform  

specific tasks or operations on the computer such as creating a document, spreadsheet, sending emails,  

etc. Application software is mostly and simply called application. Examples of applicationsoftware:

¶ Word Processing Programs e.g.MS-Word

¶ Browsers e.g. Firefox, Chrome, Internet Explorer, Opera,etc.

¶ Games e.g. Zuma, Mortal Combat,etc.

¶Media players e.g.VLC  

Etc.

How do you getsoftware?

1. Purchase Software: Software can be purchased at a retail computer store or online and comes in a  

box containing all the discs (CD, DVD or Blu-ray), manuals, warranty, and otherdocumentation.
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2.Free software: Freesoftwareis softwarethatdoesnot requireyou to buy it beforeusingit. The

following arethecategoriesof freesoftware:

¶ Shareware: Sharewareis softwarethatgivesyou a few daysto try thesoftwareafterwhich you'll

beaskedto buy thesoftware,entera codeor to registertheproductbeforeyou cancontinueto use

it.

¶ Freeware: Freewareis freesoftwarethatneverrequirespayment,aslongasit is not modified.

¶ Open SourceSoftware: Opensourcesoftwareis completelyfreesoftwarethatdoesnot require

paymentandallowsyou to modify theSourceCode(program)or view how it wasmade.

Software whether purchased or free can be downloaded to a computer over the Internet. Once  

downloaded, setup files are run to start the installation process on thecomputer.

Importance of ApplicationSoftware

¶ Application software enables users to perform a specific task in our everydayactivities.

¶ To facilitate communications: For communication among people through theinternet.

¶ It is used for keeping records by storing the file for futureuse.

¶ As a productivity/business tool: Application software is used accounting purpose that is, business  

andfinancial

¶ packages.

¶ To assist with graphics and multimedia projects.

¶ To support household activities, for personal business, or for education

¶ For advertisement on radio andtelevision.

NB: Firmware is sometimes described as a type of software. Firmware is programmed information  

that is responsible for the operation of certainhardware.

Relationship between Hardware and Software
Hardware and software are mutually dependent on each other. Both of them must work together to make a  

computer produce a useful output. Software cannot be utilized without supportinghardware.

¶ Hardware without set of programs to operate upon cannot be utilized and isuseless.

¶ To get a particular job done on the computer, relevant software should be loaded into thehardware.

¶ Hardware is a one-time expense. Software development is very expensive and is a continuing  

expense.

¶ Different software applications can be loaded on hardware to run differentjobs.

¶ Software acts as an interface between the user and thehardware.

If hardware is the 'heart ' of a computer system, then software is its 'soul'. Both are complimentary to  

eachother.

Differences between Hardware andsoftware
¶ Hardware is tangible (i.e. can be seen and touched) but software is intangible (i.e. cannot be seen  

andtouched)

¶ Hardware cannot be affected by virus but software can be affected by virus
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¶ Hardware cannot be transferred from one place to another but software can be transferred  

electronically from one place to another vianetworks

¶ Hardware cannot be duplicated (backed up) but software can be duplicated (backedup)

¶ Hardware can only be replaced when damaged but software can be reinstalled when there's a  

backup.

Summary

Å Hardware: A computer item you can physically see ortouch.

Å A typical computer hardware includes the system unit, monitor, keyboard andmouse.

Å Software: A computer program that tells computer hardware how tooperate.

Å An operating system loads automatically and controls just about everything on yourcomputer.

Å An application program helps you accomplish a certain task such as writing a letter, browsing the  

Internet, or playing agame.

Å A programming language is a vocabulary and set of grammatical rules for instructing a computer to  

perform specifictasks.

Å Main components visible from the outside of the system unit may include the floppy drive, CD-

ROM or DVD.

Å Main components inside the system unit may include the motherboard, CPU (CentralProcessing

Unit), Random Access Memory (RAM), ROM-BIOS, expansion slots and cards, and PCMCIA  

cards in laptops.

Å Ports on the back of a computer include: keyboard, mouse, serial or COM, printer or parallel, USB,  

video or monitor, line in, line out, microphone, joystick or game, phone or modem, Ethernet or  

network, etc.

Å Computer performance is determined by CPU speed, amount of memory or RAM, the type and  

speed of the video card, the hard disk speed, free space, and fragmentation, and the number of  

programs running at the sametime.
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Chapter 3 - Information (Data) ProcessingCycle

What is Information ProcessingCycle?

Information Processing Cycle is a sequence of events that describe how data is processed, transformed or  

changed into information. It refers to the series of identifiable steps the computer goes through to accept  

and process data into information, store the information for future use, and/or share it with others. It is  

likened to the milling of corn into corn dough as shown in the picturebelow:

Grinding [Milling] of Corn into Corn Dough

Grinding of Corn into Dough Picture ïThe Corn (Data) is poured into a cone shaped container on  

top while the man (User) seated by the Grinding Machine gradually feeds the grinder (Processor) with  

the grains (Input ). The Dough (Output ) will be received by a container (Storage) after it has been  

processed.

In short, the corn (Input ) is grinded (Processed) into Dough (Output ) and kept in a container (Storage).  

Remember that, all these were done with the help of an operator (User).

Stages of Information ProcessingCycle

The stages of the Information Processing Cycle are also the basic operations performed by the computer.  

These stages or operations are normally four (4). Theseare:

¶ Input

¶ Processing

¶ Output

¶ Storage
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Information Processing Cycle

NB: A fifth stage known as distribution or communication is sometimesadded.

Input

Input is the first stage of the cycle. Input is any data or instruction you enter into a computer. Data could  

be in the form of text, pictures, music, pictures, etc. this stage can be broken down into three (3)stages:

1. Acquisition (Collection) of Data

2. Entry ofData

3. Validation of Data

After the data has been acquired, it is entered into the system upon which the data is validated so that  

correct results are given at the end of the cycle. Input devices are used in this stage.

Input Devices

Input device is a device by which data is fed into the computer. It is any hardware device that sends data  

to a computer, allowing interaction and control thecomputer.

¶ Examples of input device are; Keyboard, Mouse, Microphone, Camera / Webcam, Scanner,Light

Pen, Touchscreen (Finger), Stylus, Digitizer, Barcode Code Reader, Trackball, Biometrics (Finger  

Scanner), Joy Stick,etc.
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Input Devices

Process

Processis thestagewherethecomputerperformssomeoperationson thedataenteredto makethedata

usable. At this stage,theoperationstransformthedatainto information. Processingdevicesareusedto

performtheoperations.

Processing Devices

A processing is a hardware device that is responsible for transforming inputs (data) into outputs  

(information).

¶ Examples of Processing Devices: Central Processing Unit (CPU), Graphic Processing Unit  

(GPU), Motherboard, Network Card, Sound Card, TV Card, modem,etc.

Central Processing Unit(CPU)

The Central Processing Unit (CPU) is a device that interprets and runs the commands that you  

give to the computer. It is the control unit of a computer. The CPU is the main device that does  

all processing. Hence referred to as the processor. The CPU requires a lot of memory to enable  

it to function properly.

Central Processing Unit (CPU)
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Componentsof the CPU

¶ Arithmetic and Logic Unit (ALU) : An Arithmetic Logic Unit (ALU) is a combinationaldigital

electroniccircuit thatperformsarithmetic andbitwiseoperationson integerbinary numbers.

¶ Control Unit : Thecontrolunit (CU) is a componentof a computer'scentralprocessingunit (CPU)

thatdirectstheoperationof theprocessor. It tells thecomputer'smemory,arithmetic/logicunit and

inputandoutputdeviceshowto respondto aprogram'sinstructions.

¶ Registers: Registeris oneof a smallsetof dataholdingplacesthatarepartof thecomputer

processor. A register mayholdaninstruction,a storageaddress,or anykind of data.

¶ Memory Unit : Memoryunit is theamountof datathatcanbestoredin thestorageunit.

NB: Process is the interpretation and manipulation performed on data and instructions to produce a  

result(information).

Output

Output is any data that has been processed into information. Output is the stage where theprocessed

information is transmitted to the user. The computer at this stage will display the information to the user  

on the monitor in the form of a report, which may be printed out. The output can also be given in the form  

of audio and video as well. Output devices are needed to perform thisaction.

Output Devices

Output device is a device by which processed data (information) is obtained from the computer. It is any  

peripheral that receives data or information from a computer for display, projection or physical  

reproduction.

¶ Examples of Output Devices: Monitor, Printer, Speaker, Headphone, Projector, Television (TV),  

etc.

Output Devices
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Storage

This is an area in or an attachment to a computer that can hold data and information for future use. After  

the data has been processed and the output displayed to the user, the output can also be stored.

Storing the information serves purpose, which is, you may not have to repeat the entire cycle again. Often  

the storage is done in both digital (softcopy) and hardcopy formats. At the same time, backup of the  

digital format is also maintained which can be retrieved in case of system crash. The devices used in this  

stage are called storagedevices.

Storage Media / Devices

A storage media is any hardware capable of holding information either temporarily or permanently and a  

storage device is a device that read and write the information from the storagemedia.

¶ Examples of Storage Media: Hard Disk (HD), Floppy Disk (FD), CD / DVD ROM, Pen drive,  

Memory Card, Tape Cassette, Zip Diskette,etc.

StorageDevices

Distribution

Distribution is the stage where information stored can be distributed or sent to another place or someone  

through email messaging, fax messaging, post office mailing, etc. This is termed communication and  

some people call this stage Communication. The devices used in this stage are called communication  

devices.

Communication Devices:

Communication devices are devices that are used to transfer (send and receive) information.

¶ Examples of communication devices are mobile phones, computers, modem, router, fax machine,  

satellite, etc.
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NB: Information Processing Cycle is not always a cycle, that is to say, it is not always that information  

has to move from input to processing, then to output and then to storage; and then to data stage for the  

process tocontinue.

Information Processing Cycle
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Chapter 4 - Keyboard and MouseSkills

Keyboard Skills (Keyboarding)

Whether you are writing alphabets or numeric data, you need a keyboard. The keyboard is the main way  

to enter data or information into thecomputer.

NB: Typing is the act of pressing the keys of the keyboard with the fingers to send alphabets, numbers  

and symbols to thecomputer.

Arrangement of Keys on theKeyboard
To use the keyboard, you need to know how the keys are arranged on the keyboard. As you learnt earlier,  

the keys on the keyboard consist of alphabets (letters), numbers and other characters including special  

keys.

The typing keys are arranged in three rows,namely:

Upper Row Keys(URKs)

Home Row Keys(HRKs)

Bottom Row Keys(BRKs)

Learning to Type
Learning to type will take a lot of self-discipline and patience. It is important that you do not get  

frustrated. You need to view the process as a skill you are attempting to master. It takes practice to  

achieve good technique. It is also important that you establish the foundation of having the correct  

technique rather than speed. Speed and accuracy are results of establishing a good technique. Here are  

some tips totyping:

¶ Memorize the letters by not looking at your hands whiletyping.

¶ Good posture helps your form. Keep your feet flat on floor, hips touching the back of chair, back  

straight, and sit up tall.
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¶ Additionally, the way you position your arms, wrist, and fingers will help deter any discomfort from  

typing. Remember to keep your fingers curved, arms close to body, and wrists straight and not  

touchingkeyboard.

¶ Strike the keys with the proper finger, and then return those fingers to home row keys.

How to Position Fingers on theHRKs

As a beginner in typing, it is very important to position your fingers on the middle row of your keyboard

which is known as Home Keys. Start with your left hand placed on the keyboard as shown below with  

your little finger on key 'A', ring finger on 'S', middle finger on 'D' and index finger on 'F'  

respectively.

With your right hand, place your index finger on 'J', middle finger on 'K', ring finger on 'L' and  

little finger on the next key. Your thumb (s) must rest on the spacebar. Press the enter key with the  

little finger of your right hand. At this position, stretch fingers upward to type the URKs and downward  

to type the BRKs. Always put your fingers back on the Home Keys after pressing keys on the Upper  

and Lower Rows.

QWERTY Keyboard Picture ïLook at the colour code as shown above. Pay attention to how the hands  

are positioned. Keys of one colour are typed by the corresponding home row key finger. For example, the  

left handôs little finger is above the home row key ñAò and handles all the keys of the same color: A, Q,  1, 

Z, Shift, Tab, Caps, and ̀ (the back-quotekey).

Improving Your Typing Speed
Typing is an art that requires constant improvement. The best way to improve your typing speed is by  

using a typing softwareapplication.

¶ Examples of typing software applications are: Typing Tutor, Mavis Beacon, Ktouch, Typing  

Master Pro., Mac typing software, Rapid Typing, TypeSmart typing tutor,etc.

How to Use Mavis Beacon TypingProgram

1. Open Mavis Beacon Typing Program by double clicking on the Mavis Beaconicon.
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2. Click onñRunò.

3. If this is your first time, Sign In by typing your first and last name and selecting your age group. If  

itôs not your first time, click on your name on the ClassList .

4. Click on ñEnter Classroomò.

In the Classroom

1. Follow the directions that Mavis gives you on thescreen.

2. Use the head phones to hear both music and the praise that Mavisgives.

3. To move to the lesson or the next set of instructions, either press ñEnterò on the keyboard or click  

on ñStart Lessonò on thescreen.

4. Move at your own pace.

5. Remember, to type well, you need to work on both your speed and youraccuracy.

Finishing

1. Before you sign off, print a certificate to keep a record of how well youdid:

¶ Using the mouse, click on ñInfoò at the bottom of the screen. A menu will appear.

¶ Click on ñProgressò in this new menubox.

¶ Click on ñPrint Certificateò at the bottom of the Progressbox.

¶ Pick up your certificate at theprinter.

2. Close the program by clicking ñQuitò at the bottom of the Mavis Beaconscreen.

3. When it asks you if you really want to quit, selectñYes.ò

Mavis Beacon TypingProgram

NB: Typing Speed is the measure of correct number of words that a typist can type in one minute. The  

unit for measuring typing speed is Word per Minute (WPM).
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MouseSkills

A mouse is a palm-sized device used to control the movement of an object on the computer screen called  

a cursor or pointer. The cursor (on the screen) acts as our virtual finger inside the computer screen,  

allowing us to press buttons, to select items from menus, and to interact with other objects on the  

computer screen. We move the cursor or pointer on the screen by moving the mouse (in our palm) over a  

flat surface, such as a mouse pad or a clear part of adesk.

NB: A mouse pad is a special surface, usually made of rubber, plastic or fabric for placing and moving  

a computer mouse. The mouse pad enhances speed, precision and comfort for the user. It also reduces  

collection of dust or dirt under themouse.

MouseButtons (Parts)

Thetypical mousewill havetwo buttons,thoughsomemayhaveadditionalbuttonsor a wheel. To

interactwith objectson thescreen,we movethecursoror pointerovertheobjectandclick a button

(usuallytheleft button)on themouse.

Cursor

The cursor is an arrow on the screen that moves as you move the mouse. The cursor, though majority of  

the time it is an arrow, but sometimes it can be a busy cursor, an I -cursor, a pointing finger, or a  

blinking vertical line . The mouse controls the motion of thecursor.

Types ofCursors

The mouse turns movements of the hand backward, forward, left and right into equivalent electronic  

signals that in turn move the pointer. Clicking or hovering can select files, programs or actions  

(operations) from a list of names, through small images calledicons.

Positioning theMouse

The mouse rests on the mouse pad (or desk) next to the keyboard with the cord pointing away from you  

toward the back of the desk. Right-handed people usually position the mouse on the right side of the

keyboard. Left-handed people sometimes keep this position but may be more comfortable moving the  

mouse to the left side of thekeyboard.

Holding the Mouse

Rest your wrist on the mouse pad or desk, with the palm of your hand resting on the back portion of the

mouse. Hold the sides of the mouse with your thumb and last two fingers, keeping your wrist on the  

surface of the desk or mouse pad. Place your index finger on the left button, middle finger on the right  

button.
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Moving the Mouse

Slide the mouse around on the mouse pad or desk. Watch the screen to see what happens to the cursor. If  

you run out of room to move the mouse, you can lift it up and set it down a few inches over asneeded.

The cursor will not move while the mouse is in theair.

Operations of the Mouse

Different ways of operating the mouse causes specific actions to happen on the Graphic User Interface  

(GUI) . E.g. click, drag, drop, point andselect.

1.Clicking the Mouse: Clicking the mouse button is one way of sending commands to the computer  

(another is using the keyboard). Click simply means pressing and releasing any button of amouse.

Below are the various ways of clicking the mouse:

¶ Left Click or clicking is the pressing and releasing of the left mouse button once without moving  

the mouse. It is usually performed to select or deselect an object on the computer screen. The secret  

is to keep your hand relaxed on the mouse as you press down and release the button. The left button  

is the main button and the most important button of the mouse. Left click is also called single click.  

Sometimes it is just refer to usclick.

¶ Right Click means pressing and releasing the right button of the mouse. This normally brings out a  

menu with different options depending on the site or application.

¶ Double Click means pressing and releasing the left button twice in quick successions (i.e.  

simultaneously). In other words, it's the act of pressing the mouse button twice quickly without  

moving themouse.
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2.Selecting means pressing the left button on a file, folder, icon or program. Text can also be selected  

by highlighting.

3.Highlighting is the process of placing the mouse cursor at one end of a text or object, hold down the  

left button and drag to the end of the text or object.

4. Dragging means pressing and holding the left button on a selected item while moving themouse.

5. Pointing means moving the mouse pointer until it rest on item of yourchoice.

6.Scrolling means moving the scroll wheel forward and backward in order to display hidden parts of a  

document or a Pop-Up Menu. It is the process or act of moving different portions of a document,  

webpage or menus on the screen in order to view different parts of them.

7.Dragging and Dropping is a way to move certain objects (e.g. icons, files, folders, etc.) on the  

screen of a computer.

To move (drag and drop) an object:

1. Place the cursor overit.

2. Press and hold down the left mouse button.

3. Then move the mouse while still holding down the left mousebutton.

4. When you have "dragged" the object to the location you want, let go of the mousebutton.

NB: A screen/tooltip is a small informationaltext box / pop-up thatappearswhena mousepointer

is movedoveranicon / button/ link. It providesfurtherinformationon theitem or controlbeingpointed

to.

Becoming Comfortable Using a Mouse: TheSolitaire

Itôs important to become comfortable with the mouse. To do this, weôll use a computer game called  

Solitaire. This will probably be the most entertaining lesson in the book, because your assignment is to  

master dragging and dropping by playing thegame!
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Access Solitaire by clickingon:

StartŸ All ProgramsŸ AccessoriesŸ GamesŸ and then Solitaire.

Launching Solitaire
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Launching and usingSolitaire

Summary

¶ Point: Move the mouse so that thepointer( ) is over theobject.

¶ Click : Point to the object and press and release the left mousebutton.

¶ Double-click: Point to the object and click the left mouse button twice in rapidsuccession.

¶ To Drag-and-Drop: Pointto theobjectyou wantto draganddropandclick andhold downthe

mousebutton. While youôrestill holdingdownthemousebutton,dragtheobjectto thedesired

locationon thescreen,andthenreleasethemousebutton.

¶ To Display anObjectôsShortcut Menu: Pointto theobjectandclick theright mousebutton.

¶ To Closea Menu without SelectingAnything : Click anywhereoutsidetheshortcutmenuwith the

left mousebuttonor pressthe<Esc>key.

¶ To Usea Keystroke Combination: Pressonekey while holdingdowntheotherkey. For example,

pressthe<Tab>keywhileyouôreholdingdownthe<Alt> key.
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Chapter 5 - Manipulative Keys

What are Manipulative Keys?

Manipulative keys are special keys on the keyboard which are not used to type alphabets, numbers and  

symbols. They are rather used to manipulate data in the document. They are also keys that are used to  

send instructions to the computer through the keyboard. E.g. Shift, delete, backspace, Tab, insert,etc.

Manipulative Keys

Types of ManipulativeKeys

Shift Key: The shift key is a modifier key used to type capital letters and other alternative 'upper'  

characters. Most keys on the keyboard have two symbols on them, top and down. To type the top key,  

press and hold the shift key and press the identified key. The keyboard has two shift keys.

Functions:

¶ Shift + alphabet key will type the alphabet in uppercase (capital) when the caps lock is off.

¶ Shift + alphabet key will type the alphabet in lowercase (small) when the caps lock is on.

¶ Shift key + arrow keys is used to select series of text.

¶ Shift + keyboard key with two (2) characters will type the character at the top. e.g.: Shift + 2 = @;  

Shift + 5 = %; Shift + 8 = *.

¶ Shift key is also used to play games,etc.

Caps Lock Key: Caps lock is a toggle key. It's the key used to produce alphabetic upper-case letters.  

When pressed, light will be indicated on the top right corner of the Keyboard and when pressed again, the  

light turnsoff.
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Functions:

¶ When turned on, all alphabets will be typed in capital letters(uppercase).

¶ When turned off, all alphabets will be typed in small letters(lowercase).

Enter Key: Enter key also known as 'return key'. It is a 'carry out my order key' and it is the same as  

clicking on 'OK ' in a dialog box. You can find two enter keys on akeyboard.

Functions:

¶ Enter is used to execute or process acommand.

¶ Enter is also used to end a paragraph and start a new one i.e. moving the cursor to the nextline.

Escape Key: Escape is located at the top left corner of the Keyboard. The escape is the 'wait, I have  

changed my mind' key and is the same as clicking the 'OK' on a dialog box. It is shortened asEsc.

Functions:

¶ Escape is used to close dialogbox.

¶ Escape is also used to stop the loading of awebpage

Tab Key: The Tab key is used to move the cursor to the next 'Tab Stop'. Tab is the abbreviation for  

TABulator. To tabulate (tabulating) means putting something into a table or chart.

Functions:

¶ Tab is used to align text and in the creation of paragraphs in wordprocessing.

¶ Tab is also used to highlight options in a dialogbox.

¶ Tab is also used to move from one cell to the other in spreadsheet.

Insert: Insert sometimes displayed as 'ins', is a key that allows text to be 'inserted' in a document

Functions:

¶ Insert Mode: When insert is enabled, the text inserted in a document will not overwrite any other  

text.
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¶ Overwrite Mode: When insert is disabled, text will be overwritten i.e. erased and replaced.

Delete Key: The delete key is shortened as'Del'.

Functions:

¶ Delete is used to erase text to the right of the insertionpoint.

¶ Delete key is also used to erase or remove items such as files and folders from thecomputer.

Backspace Key: The backspace key behaves the opposite of the delete key when used to edit text.

Functions:

¶ Backspace is used to erase to the left of the insertion point.

¶ Backspace is also used to go back one page in a window or webbrowser.

Spacebar Key: Spacebar is the long horizontal key at the center bottom of theKeyboard.

Function: Spacebar is used to create spaces between words and other characters in a document.

Control Key : Control is also a modifier key. It is abbreviated asCtrl.

Function:

Control is pressed with other keys to perform specific actions. When using a Ctrl key, press and hold the  

Ctrl before pressing other keys. E.g. Ctrl + B = Bold; Ctrl + C = Copy; Ctrl + F = Find,etc.

Ctrl does not do anything when pressedalone.

Alternate Key: Alternate or Alt Key is another modifierkey.

Function:
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¶ Alt key does not do anything like Ctrl when pressed alone. It needs another key to make things  

happen. E.g. Alt + F4 = Close Window; Alt + Tab = Switch between windows, Ctrl + Alt + Del =  

Task Manager,etc.

Num Lock Key: Num Lock is also a togglekey.

Function: Num Lock is used to activate and deactivate the numerickeypad.

Page Up Key: PgUp key is used to scroll up pages in a document. It is also used to move up onescreen.

Page Down Key: PgDn is used to scroll down pages in a document. It is also used to move down one  

screen.

Windows Key: The Windows key is a standard key on most keyboards on computers built to use  

windows operating system. It is labeled with a Windows logo, and is usually placed between the Ctrl and  

Alt keys on the left side of the Keyboard. Windows key (also known as Windows logo key, start key,  

logo key, flag key, super key, command key or flag, home).

Functions:

¶ Windows key is used to display the startmenu.

¶ Windows + D are used to minimize thedesktop.

¶ Windows + E are used to launch WindowsExplorer.

Home Key: The home key is found on the keyboard usually above the Endkey.

Functions:

¶ The home key is used to return to the beginning of the line, document, page, cell or screen of where  

your cursor positioned.E.g.

¶ Ctrl + Home - will go to the very beginning of thetext.
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¶ Shift + Home - highlights all text from current position to the start of theline.

¶ Ctrl + Shift + Home - highlights all text from the current position to the beginning of the text or  

page.

¶ While browsing, pressing the Home Key will move to the top of thepage.

End Key: The End key moves the cursor to the end of the line, document, page, cell or screen of where  

your cursor ispositioned.

Functions

¶ End - Goes to the very end of the line, paragraph ordocument.

¶ Ctrl + End - Goes to the very end of the page, document or text.

¶ Shift + End - highlights all texts from the current position to the end of the line,

¶ Ctrl + Shift + End - highlights all texts from the current position to the end of the text or page.
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Chapter 6 - Health and safety in using ICT Tools

What is ICT Tool?

ICT tool is a device or equipment that makes it possible for information to be sent and received from one  

place to another with ease. Examples of ICT tools are Computers, Mobile phones, Public address systems,  

Televisions, Radios, Microphones, Calculators, Cameras, modems, Pen (Flash) Drives, etc. Computers  

such as desktops, laptops, notebooks, iPads, tablets, phablets and smart phones are the most widely used  

technology (ICT) tools in the world today. Continuous use of ICT tools can cause lots of health problems  

to the user.

Health Hazards of ICT Tools

Hazard is anything that serve as a source of danger to the health of those exposed to it or useit.

¶ Backache and Waist Pain: Sitting behind a computer for a long period of time can cause backache  

and waistpain.

¶ Eyes Problems: Long exposure to television and monitor may affect your sight or vision. The light  

rays from the television and monitor can cause irritation in theeyes.

¶ Hearing Problems: You can over work your eardrums by listening to loud music from ICT tools  

such as Public-Address System, speakers, headphones etc., which may weaken your eardrums,  

induce ringing in your ears and eventually damage yourhearing.

¶ Radiation Exposure: Some ICT tools such as mobile phones are believed to be emitting radiation  

which is very harmful to our health. Long term exposure to scanning machines, ultra- sound  

equipment and others can kill some cells and causecancer.

¶ Straining of the Body: Usingmobilephonesfor hoursandtyping on theKeyboardfor a long time

canleadto a strainin thefingers,wristsandthebackof thehand. Theneck,shoulderandthearms

canalsobeaffectedby strain.

Safety Precautions in using computers and other ICTTools:

¶ Adopt correct sittingposition

¶ Take regular break from working on yourcomputer.

¶ Position monitor to avoid glare (not directly in front of thewindow)

¶ Blink your eye anytime when you are using thecomputer.

¶ Repair monitor whose pictures cannot be seen properly.

¶ Use screen shield or filters for monitors.

¶ Use Uninterruptible Power Supply (UPS) and other electricity guard(stabilizer).

¶ Do not use damagesocket.
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Taking Care of ICT tools

A computer and other ICT tools represent a significant investment, so itôs a good idea to know how to  

take care of them. Regular maintenance and care will ensure you get many years of good service. Check  

out the tips below:

¶ Keep liquids away from your laptop: Keep your drinks away from your computer. Even if you are  

careful, someone else might spill yourdrink.

¶ Keep food away from your laptop: Don't eat over your laptop, the crumbs can fall between the  

keys and provide an invitation to small bugs or damage the circuitry. Worse yet, the laptop will look  

dirty if there are crumbs onit.

¶ Ideally keep the computer in a clean and dust free room: Donôt put your laptop on the floor or  

the bed. The fans that suck in air to cool down internal components can also suck up dirt, clogging  

up the inside and reducing performance. Cover the computer when not inuse.

¶ Keep magnets away from your computers: The hard drives of computers can be wiped out or  

damaged by running magnets overthem.

¶ Having antivirus software available is the best defense against a virus. Regularly scan your  

computer with certified, up-to-date anti-virus/ anti-spywaresoftware.

¶ Avoid placing heavy materials, such as books, on top of your laptop: This can push the LCD screen  

into the keyboard and will eventually damage it. Also, the CD-ROM insert will be squished and,  

eventually, willbreak.

¶ Avoid answering calls when chargingphone.

¶ Do not over loadsocket

¶ Avoid over staying in front of television.

¶ Minimize the volume of the radio and other ICT tools

Ergonomics

The term "ergonomics" is derived from two Greek words: ergon, meaning work, and nomoi, meaning  

natural laws. Ergonomics is a science that deals with designing and arranging things so that people can  

use them easily andsafely.
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Ergonomics is also a design of workplace or equipment for comfort, efficiency, safety and productivity.  

The purpose of ergonomics is to make working conditions and equipment safer and moreefficient.

¶ Keep your arms and wrist stable.

¶ Keep your elbows and hand distance from your body.

¶ Sit back in your chair comfortable andrelax.

¶ Keep your fingers close to thekeyboard

¶ Keep your foot flat on the floor never close your legs.
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Chapter 7 - Turning ON / OFF the Computer

One thing a computer definitely needs to work is electricity. A desktop computer must always be  

connected to a power outlet, while a laptop may operate on its own internal battery for a few hours. In any  

case, without power the computer is prettyuseless.

The PowerButton (s)
A desktopcomputerhastwo powerbuttons. Oneis on theMonitor for turningon themonitorandthe

otheris on thefront of theSystemUnit for turningon thesystemunit. Thelaptop,becauseits systemunit

andmonitorarebuilt in oneunit, hasonly onepowerbuttonwhich is mostlyat thetop right cornerof the

Keyboard.

Booting

Booting is the process of pushing and releasing the power button of the computer to load the very first  

software that starts and control the computer. In other words, booting is a process of turning on the  

computer. Alternatively, it is referred to as boot up. When a computer is booted or is on, itôs normally  

termed running. Without an operating system, a computer can not be booted. Hence, a computer user  

needs an operating system to boot acomputer.

Types of booting

¶ ColdBooting

¶ WarmBooting

Cold Booting

Cold bootingis theprocessof switchingon thecomputerfrom themainswitch. It involvesthepressingof

thepowerbuttonson thesystemunit andthemonitorto on thecomputer.

How to Turn On your Desktop Computer (Cold Booting)

1. Ensure that the monitor, keyboard, mouse and other device connectors are connected to the System  

Unit.

2. Remove all attached secondary storage devices like flash drive andmodems.

3. Now turn on the main powersupply

4. Press the power button on the SystemUnit.

5. Press the power button on theMonitor.

6. Observe the booting process of thecomputer.

During the boot process, the computer will perform a self-diagnostic known as a POST. POST stands for  

Power- On Self-Test. POST is a test the computer must complete to verify all hardware are working  

properly before starting the remainder of the bootprocess.
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After the POST, the computer will display the Boot Screen, Welcome Screen and Desktop. Actually,  

the welcome screen only appears on computers protected by passwords and computers being used by  

multiple users with accounts on the computer.

Warm Booting

Warm booting is the process of restarting the computer. It is also known as restarting. It involves  

clicking on the restart on the turn off computer button.

How to Restart your Computer (Warm Booting)

1. Click on theStart Button . The Start Menu appears on thescreen.

2. In the Start Menu, click on the Turn Off Button. Instantly, a shutdown windows dialog box  

appears.

3. In the shutdown windows dialog box, click on the down arrow. A small drop-down menuappears.

4. In the drop-down menu, click the restartoption.

5. SelectOK.

You canalsorestartyour computerby usingthekeyboardshortcutof restartingthecomputer. This is by

pressingCtrl + Alt + Del simultaneouslyon thekeyboard. During bootingprocess,you would seelight

on theSystemUnit andheara noiselike a fanor avacuumcleaner.

Reasons for restarting a computer

¶ When computer does not respond to commands from theuser

¶ When some new programs are installed on thecomputer

¶ When default settings of the computer arechanged

¶ When some new hardware devices are installed on thecomputer

¶ When some programs are uninstalled from thecomputer

¶ When there is computer hardware or software problem

After starting or restarting a computer and the problems of the computer are not fixed, the computer can  

be restarted into SafeMode.

SafeMode

Safe Mode is a troubleshooting option for windows that start your computer in a limited state. Only the  

basic files and drivers necessary to run the windows arestarted.

How to Restart your Computer in Safe Mode

1. Restart the computer from the start menu. (As doneabove)

2. While the computer is restarting, keep on pressing the F8 key until the various options to start the  

computerappears.

3. Use the Arrow Keys to move the cursor on the Safe Modeoption.

4. Press the Enter Key. Computer Restarts in SafeMode.

After restarting in Safe Mode, the words óSafe Modeô appear on the corners of the screen to identify  

which Windows mode you are using. When the existing problem(s) does not reappear in Safe Mode, you  

can eliminate the default settings and basic device drivers as possiblecauses.
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Log on to a Computer

Whenyou startthecomputerandWindowsdisplaysa WelcomeScreencontaininglinks to eachof the

computer'sactiveuseraccounts. Onewill haveto log on to his or heraccount. Theprocessof startinga

computersessionis calledloggingon.

To log on,onewill haveto selecthis or heruseraccountandif theaccountis passwordprotected,enter

hisor herpasswordto log onto thecomputer.

Windows provides two main types of user accounts such as administrator andstandard.

¶ The Administrator account is for the person who needs to make changes to anything on the  

computer as well as manage user accounts. An administrator can install programs and hardware,  

make system-wide changes, access and read all non-personal files, create and delete user accounts,  

change other peopleôs accounts, change the own account name and type, change the own picture,  

and create, change, or remove the ownpassword.

¶ The Standard user account is for the person who needs to manage personal files and run programs.  

The standard user can change system setting that do not affect other users or the security of the  

computer.

¶ The guest account is disabled by default and needs to be turned on. You can also create a user  

group, which is a collection of user accounts that all have the same securityrights.

Turning Off a Computer

After turningon andusinga computer,thecomputershouldnot beleft on whennot in use. Thereis the

needto switchoff thecomputerto saveelectricity.

Turning Off is theprocessof switchingoff or shuttingdowna computerusingthe turn off dialog box.

Therefore,it is alsoknownasSwitching Off or Shutting Down.

How to Turn Off / Shut Down the Computer (windowsXP)

.

1. Close all programs/application

2. Click on the Start Button

3. Select Turn Off Computer

4. Click on the ShutdownMenu

5. Press on the power button of the monitor to turn it off.

6. Switch off the main powersupply/source.
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How to Turn Off / Shut Down the Computer (windows8)

¶ Click on Windows key

¶ At the top right corner of the screen, click on the Power Button Options

¶ And select Shut Down

Buttons on Turn Off Dialog Box

¶ Turn Off

¶ Restart

¶ StandBy

¶ Hibernate
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Turn Off: To Turn Off, shut down or Power Off a computer is to remove power from a computer's main  

components in a controlled way. After a computer is shut down, main components such as CPU, RAM  

modules and HDD are powered down, although some internal components, such as an internal clock,  

may retainpower.

Restart: Restart briefly Turns Off the computer and instantly turn the computer on again. There are many  

instances in which you may need to restart your computer, including the installation of new software,  

Windows updates, or the need to correct issues withperformance.

Standby: Standby turns (cuts) off power to monitor and hard drive. It is also called the Sleep Mode. This  

uses very little power, your PC starts up faster, and youôre instantly backed to where you left off. You  

donôt have to worry that you'll lose your work because Windows automatically saves all your work and  

turns off the PC if the battery is too low. Use sleep when youôre going to be away from your PC for just a  

little while like when youôre taking a coffee break. For a lot of PCs (especially laptops and tablets), your  

PC goes to sleep when you close your lid or press the powerbutton.

Hibernate: Hibernate is powering down a computer while retaining its state. Upon hibernation, the  

computer saves the contents of its RAM to a hard disk. Upon resumption, the computer is exactly as it  

was before enteringhibernation.

Hibernate uses less power than sleep and when you start up the PC again, youôre back to where you left  

off (though not as fast as sleep). Use hibernation when you know that you won't use your laptop or tablet  

for an extended period and won't have an opportunity to charge the battery during thattime.

NB:

¶ Standby and Hibernate commands will not be displayed together on the same dialog box in  

some older OS like WindowsXP.

¶ A Dialog Box is a secondary window that allows users to perform a command, asks users a  

question, or provides users with information or progressfeedback.

¶ When a computer is shutdown incorrectly , it may lead to damage of files.

Summary

¶ Desktop: Work area on which you see yourprograms.

¶ Start Menu: Let you open programs available in your computer:

¶ Task Bar: Let you launch and monitor running programs.

¶ Notification area: A portion of the taskbar that provides a temporary source for notifications and  

status.

¶ Task Buttons: Currently opened programs/applications.

¶ Desktop Icons: Icons that belongs to and leads you to important parts of the computer.

¶ Shortcut Icons: Easy way to accessprograms.

¶ Windows Gadgets: Popularmini-programs.
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Chapter 8 - Introduction to Desktop

Desktop

The desktop is the on-screen work area where you can access everything you need to operate your  

computer. It is the large background area of the screen after booting the computer. It is also the monitorôs  

Graphical User Interface that appears after booting a computer.

Desktop

You can customize the desktop by adding 'shortcuts' of your favorite programs, documents, folders and  

files. You can also change the look of the desktop to fit your mood and personality. The desktop is one of  

the elements (features) of the Graphical User Interface(GUI).

Graphical User Interface (GUI)

Graphical User Interface is an interface that allows a computer user to communicate with the computer  

using graphics (such as icons, menus, dialog boxes and windows) and which are manipulated by  

pointing devices (such as mouse, Touchpad, stylus, light pen, etc. and often to a limited extent by a  

keyboard as well).

NB: Menu is a list of options from which a user can select an action to perform a desiredaction.

GUI , makes computers easier to operate by using pictures and icons to represent files and programs. GUI  

interface consists of the following elements or features: dialog box, icons, menu, window, tabs,  

cursor, etc. GUI stands in sharp contrast to Command Line Interface (CLI) that existed beforeit.
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Command Line Interface(CLI)

Command Line Interface is interface that enables a computer user and the computer to communicate  

using text and is manipulated solely by akeyboard.

Operating System that uses the CLI is the Disk Operating System (DOS) and the most familiar example  

of a CLI is Microsoft Disc Operating Software (MS-DOS).

The first windows OS to use GUI was Windows 95. Since then, Windows OS such as Windows 2000,  

Windows XP, Windows Vista, Windows 7, Windows 8 (or 8.1), Windows 10 and above useGUI.

Features (elements) of theDesktop

¶ TheIcons

¶ Taskbar

¶ The FreeSpace

Icons

Icon is a small picture button on the desktop that represents programs, applications, folders, documents,  

etc. By default, Windows OS displays Recycle Bin, My Computer, My Documents and InternetExplorer.

Recycle Bin: Recycle Bin is a temporary storage for files that have been deleted in a file manager by the  

user, but not yet permanently erased from the file system. It is a location where deleted files arestored.

The Recycling Bin also allows users to recover files that have been deleted in Windows.

My Computer: My Computer is an icon on the desktop of a computer that allows you to access, explore  

and manage the contents of your computer's local drives, USB disks, CD/DVD drives and otherfiles.

My Computer Icons

The picture above shows examples of the My Computer icon in Microsoft Windows XP, Windows 7 and  

Windows Vista, as well as the "This PC" icon in Windows 8, 10 and above. Although the name has  

changed from "My Computer" to "This PC", the icon still has the samefunctionality.

My Documents: My Documents is a Microsoft Windows folders that store computer documents and  

other files associated with programs on your computer. For example, when saving a file in Microsoft
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Word, the default folder is My Documents. Saving all of your personal files into the My Documents  

folder makes them easier to backup andlocate.

NB: Microsoft has changed "My Documents" to "Documents" in the most recent versions of  

Windows.

Internet Explorer (IE): Internet Explorer is one of the first graphical- based web browsers that are used  

to surf the internet. Initially called Microsoft Internet Explorer (MSIE), Internet Explorer (IE) has long  

held the title of most popular browser in use, despite strong competition from the likes of Mozilla Firefox,  

Apple's Safari, Opera and GoogleChrome.

My Network Places: You candouble-click theMy NetworkPlacesicon to browsethroughtheon the

network. If youôreconnectedto theInternet,theMy NetworkPlacesicon will appearon your desktop,

sincetheInternetis actuallya networktoo

Other icons that may appear on the desktop are shortcuts of programs, files andfolders.

Shortcut Icons: Shortcut Icons are icons on your desktop that represent (are links to) folders, files and  

programs and with little arrows in the left corner. Shortcuts are normally added (created) on the desktop  

by users for easy access to files, folders andprograms.

Creating a shortcut of an Application on the desktop

1. Click on Start Button.

2. Select All Programs.

3. Locate the application (e.g. Point to accessories and select WordPad).

4. Right click on the application (e.g.WordPad).

5. Move mouse pointer to Send To on the command menuand

6. Click on Desktop (createshortcut).

Creating a shortcut of a folder or file on thedesktop

1. Locate the folder or file.

2. Right click on the folder or file.

3. Move mouse pointer to Send To on the command menuand

4. Click on Desktop (createshortcut).

Program Icons: Programiconsareiconsplacedon thedesktopby applicationsoftwareinstalledon the

computer. Theyareusedto openor launchtheinstalledapplicationsoftware.
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File Icon: File is a datastoredelectronicallyby a computerasa document,worksheetor program. This

storeddatawhendisplayedon thedesktopis representedby anicon calledfile icon. File icon is usedto

accesstheelectronicallystoreddata.

Folder Icon: Folder is a container in which files and other folders are kept. Folder icon is icon which  

contains group of files, documents and/orprograms.

Folder Icons

The folder icon is used to access the files and other folders in the folder. A folder is represented by a  

yellow icon.

NB: All icons (default and shortcuts) can be deleted without affecting thecomputer.

Taskbar

The taskbar is a long horizontal bar that usually appears at the bottom of the screen. The taskbar contains  

(from left toright):

¶ StartButton

¶ Quick LaunchToolbar

¶ Launched Programs Area

¶ Notification Area

¶ Clock(Time)

Parts of a Taskbar

Start Button: The Start button is on left-hand side of the taskbar that allows you to open menus, view all  

installed programs and start applications. You can also use the start button to find files andprograms.

When you click the Start Button, a menu called Start Menu will appear. The Start menu is your  gateway 

to the applications on your computer. The Start Menu is a user interface element that provides a  central 

launching point for computer programs and performing other tasks. The left side of the Start menu  lists 

programs, while the right side allows access to common Windows folders (My Documents, for  

example). It also provides access to Help and Support, Search, andRun.

To explore the Start Menu:
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1. Click the Start Button.

2. Move the mouse pointer to each option and view the various cascading menus.

3. Click (or roll your mouse pointer over) All Programs.

4. Move the mouse pointer to the right and view other cascading menus.

5. To exit the menus, click outside the menu area or press Esc Key on your keyboard.

Quick Launch Toolbar: Is a bar which contains icons for Internet Explorer, Windows Media Player,etc.

Launched Programs Area: Is an area on the taskbar that displays the icons of all windows and  

applications that have been launched and are currently running. It allows you to easily switch between  

open windows andapplications.

Notification Area : Notification Area is the area on the right-hand side of the taskbar that contains  

several icons, depending on programs and applications that have been installed. Other icons appear in the  

Notification Area detailing the status of your activity. For example, when you're printing a document, a  

printer icon appears. Microsoft also uses the Notification Area to remind you when software updates are  

available for download.

Clock: The clock displays the time on the computer. It is located at the extreme right-hand corner of the  

taskbar, near the NotificationArea.

FreeSpace

Free space is the space on the desktop without icons. It is also an area where icons will appear when  

programs are installed or shortcuts created. It is used for the free movement of the mouse pointer and for  

file related operations such as copying or movingicons.

DesktopBackground

As said earlier, you can change the look of the desktop to fit your mood and personality by changing the  

wallpaper. Changing the desktop wallpaper of a computer is termed Customizing the Desktop. Below  

are the various ways (approaches) of changing the desktop background under WindowsXP:

Approach 1 (Through Control Panel)

1. Click on the Start Button

2. Click on Control Panel

3. Click on Appearances and Themes

4. Click onDisplay

5. Click the Desktoptab

6. Click your preferredbackground

7. Click OK

Approach 2 (Through the Desktop)

1. Right-click an empty area on your desktop

2. Click onProperties
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3. Click the Desktoptab

4. Click your preferredbackground

5. Click the OK button

Approach 3 (Directly through an image)

1. Navigate to the image you wish to use as Desktopbackground

2. Right-click on the desiredimage

3. Click on openwith

4. Click windows picture and fax viewer

5. Right-click on theimage

6. Click on Set as DesktopBackground

Importance of Taskbar

¶ It provides access to all installedprograms.

¶ It shows openedprograms.

¶ It provides shortcuts to some installed applications orprograms.

¶ It displays the system date andtime.
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Chapter 9 - Launching Applications

What is Application?

Application is the software designed to be used by the computer user to perform specific tasks or  

operations on the computer such as creating a document, spreadsheet, sending emails, etc. Application  

software is mostly and simply calledapplication.

Launching Applications

Launching application means opening a program or application for use. Basically, we have two (2) ways  

of launchingapplications:

1. Launching an application using the start menu.

2. Launching an application from the desktop. Under this, wehave:

¶ Double click method

¶ Right click method

¶ Enter keymethod

Start Menu method

1. Click on the Start Button located on theTaskbar.

2. Select All Programs from the startmenu.

3. Double click on the application you want to launch from the Pop-Up Menu.

Launching Application Using Start Menu
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Double Click Method

1. Locate the icon of the applicationon.

2. Double click on the icon to launch theapplication.

Right Click Method

1. Locate the icon of theapplication.

2. Right click on theicon.

3. Click on open to launch theapplication.

Enter Key Method

1. Locate the icon of the application you want to launch.

2. Click on the icon to highlight or selectit.

3. Press the ENTER key to open theicon.

NB:

¶ All Programs is a menu that lists all programs available on yourcomputer.

¶ Installation is the process of preparing and setting up software on acomputer.

¶ Uninstalling is the process of removing a program or application properly from acomputer.

¶ A computer is said to be running when a user is using a program orapplication.

Multitasking

The computer has been designed in such a way that it can allow the user to do more than one  

tasks or processes at the same time. This is achieved by launching more than one application to  

do thetasks.

Multitasking is the working with more than one application at the sametime.

A simple example of multitasking is listening to music while creating (typing) a document or  

browsing theinternet.
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Chapter 10 - Managing Windows

What is Window?

A Window refers to a rectangular area of the screen within which you may view programs, folders and  

files. Itôs the portion of the desktop screen in which a program with all its content is displayed. At the top  

of a window interface is the Title Bar. The title bar displays the name of the program or window  

(Window Title) and contains the tools for resizing and closing a window known as the ControlBox.

Control Box

The Control Box is in the upper right-hand corner of the interface and consists of tools for sizing and  

closing a window or program. The title bar contains three buttons. The button with the flat piece (_) is  

the Minimize button. The button in the middle is the Resize button which also has two buttons,  

Maximize (one square) and Restore (two squares) on it. The last button has an X on it and is called the  

Closebutton.

Control Box

Minimize Button

The minimize button drops programs or windows on the Taskbar, where it will only be represented byan

icon. It hides a program or window from the screen but keeps it running in the computer's memory, ready  

for quick use. You can minimize a program you're not using so that it is still running but is out of sight.

How to Minimize

¶ Click theMinimize Button to minimize the window/program. The window/program shrinks to  

an icon located in the Windows taskbar. The window/program is still open and running. It's just  

hidden from view, tucked away and ready for futureuse.

It's easy to redisplay a minimized program or window when you're ready to use it again byrestoring.

How to Restore a Minimized Window

¶ Find and click the window/program icon that you have minimized in the taskbar. The  

window/program springs back to life and appears on thescreen.

Function/Use of the Minimize Button

It is used to drop an opened window to the taskbar so that you can work on otherwindows.
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ResizeButtons

The resize button will either make the program or window large enough to fit the screen (the single  

square) or small enough to where you can see it and other programs or windows that you haveopened

simultaneously (the two squares).

Maximize

Maximize Button: Enlarges the window so that it fills the entire screen. This lets you see more of the

window's contents. The Maximize button only appears when the window isn't maximized (doesn't fill the  

entirescreen).

How to Maximize

¶ Click theMaximize Button of a program/window that you have launched. The  

window/program maximizes, filling the entirescreen.

You can change a maximized window back to its original size by clicking the Restore Button. The  

Restore Button appears in place of the Maximize Button whenever a window is already in a maximized  

state.

RestoreButton

When a window is maximized (fills the entire screen), clicking the Restore Button returns the window to

its previoussize.

How to Restore

¶ Click theRestoreButton of a program/window that you have maximized to restore the  

window/program back to its previoussize.

NB: A double click on the Title Bar maximizes or restores a window/program depending of the state  

of the window/program.

Functions/Uses of ResizeButton

¶ The maximize button is used to enlarge the window to take its maximum size.

¶ The Restore button resizes the window to take its minimumsize.

CloseButton

The close button will close a program or window, just as if you went to FILE | CLOSE on the menuor

FILE | EXIT on the menu. It closes window or program when you're finished working with it, removing  

it from the screen and the computer's memory. Let us launch theWordPad.

To close awindow:

¶ Click the WordPad icon window's CloseButton . The WordPad programcloses.
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OpenedWindow

ClosedWindow

NB: If a program has more than one window open, you can close all of its open windows by holding  

down the Shift key when you click the Close button for any window.

Function/Uses of the closeButton

¶ It is used to close window and exit the applicationwindow.
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Moving a Window

When you have several programs or windows open, you may find that one window covers the other  

windows. When this happens, you can simply move a window to a new location on the screen. In this  

case, let us launch WordPad programagain.

Here's how to move a window:

1. Position the mouse pointer over the title bar of the window or program (e.g.WordPad).

2. Click the title bar and move the mouse while still holding down the mouse button. [Yep, it's that  

drag and drop stuff you learnedearlier].

3. Release the mouse button to drop the window to a newlocation.

Moving a window

Changingthe Sizeof a Window

After movinga window,you mayneedto fine-tunethesizeof a window to meetyour own specificneeds.

To dothis,launcha program. E.g. WordPad

1. MakesuretheWordPadprogramappearsasa windowanddoesn'tfill theentirescreen.

2. Positionthemousepointerover theright borderof theWordPadwindow until it changesto two

arrows( ) pointing in the directionsthat you candragthe window'sborder,in this case,left or

right.

3. Click andhold downtheleft mousebuttonanddragthemouseto theright to movethewindow

border. [NB: As youdragthemouse,thewindowstretches].

4. Whenthewindowis thesizeyouwant,releasethemousebutton.
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Changing the size of a window

Making a Window Active

As earlier said, computer screen can contain many programs or windows. Each window has its boundaries  

and the windows can be placed on top of each other. Every opened window is represented on the taskbar  

by a window tab or taskbar button(icon).

To do this you need to have more than one window or application launched. That's to say, the window  

will be displayed on top of all the other opened windows and will respond to inputs and command from  

the computeruser.

Making a Window Active

Click the Title bar of thewindow

OR

Click any visible portion of thewindow

OR

Click the taskbar icon of the window(program)

OR

Use the shortcut keys Alt + Tab of thewindow.
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Switching betweenWindows

Whenyou haveseveralprogramsor windowsopenedandrunningsimultaneously,you canonly work in

onewindow at a time. Thewindow you'reworking with is theactivewindow andalwaysappearson top

of theotherwindows. Switchingbetweenwindowsis like makingawindowactive.

Here's how to switch between windowsrunning:

1. Make sure the WordPad program is still opened.

2. Start a new program (e.g. calculator) by clicking the Start button and selecting: All ProgramsŸ  

AccessoriesŸ Calculator

3. Click the title bar of the WordPad. [The WordPad program appears in front and its icon on the  

taskbar is depressed.]

4. Click any portion of the Calculatorwindow.

5. If you can't see the Calculator window at all, it's because the Calculator window is completely  

covered by the WordPad window. In this case, you will have to click the Calculator icon on the  

taskbar.

Switching betweenwindows

Using Alt + Tab keys

Yet another method of switching between windows is the most famous keystroke combination in  

Windows:

¶ Press and hold down the Alt key, press and release the Tab key, but don't release the Alt key. The  

task window lists all the windows and programs that are currentlyrunning.

Move on to the next step to see how you can retrieve a program or window from the tasklist.

¶ While still holding down the <Alt> key, press and release the <Tab> key until the WordPad  

program is selected, then release the <Alt> key. When you release the <Alt> key, the selected  

window or program is activated and displayed in front of all otherwindows.

Summary

¶ Be able to identify a windowôs title bar, menu, minimize, maximize, and closebuttons.

¶ Minimizing, Maximizing and Restoring aWindow
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¶ Maximize a window so that it fills the entire screen by clicking its Maximize button or by double-

clicking its title bar.

¶ Restore a window to its previous size by clicking its Restore button or by double-clicking its title  

bar.

¶ Minimize a window so that it only appears as an icon on the taskbar by clicking the windowôs  

Minimize button.

¶ Restore a minimized window by clicking its icon on thetaskbar.

¶ Close a window by clicking its Close button, or by pressing <Alt> + <F4>.

¶ Close all open windows by holding down the <Shift> key while you click the Close button of any  

window.

¶ To Move a Window: Click and drag the window by its title bar. Release the mouse button to drop  

the window in the desired location on thescreen.

¶ To Change a Windowôs Size: Point at the windowôs borders or corners until the pointer changes to  

a double-arrow(like).

¶ Click and hold down the mouse button and drag the border or corner to a new location until the  

window is the size youwant.

¶ You can only work on one window at a time. The window youôre working on is the active window  

and appears in front of all the inactivewindows.

¶ To Switch between Open Programs: There are three ways to switch between openprograms:

1. Click on the programôs icon on thetaskbar.

2. Click on any visible part of the window that you want to appear infront.

3. Press and hold down the <Alt> key and press the <Tab> key to display the task list. Pressthe

<Tab> key until the program you want is selected, then release the <Alt>key.
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Chapter 11 - Common KeyboardSymbols

We are using the symbols available in the computer keyboard in our daily life. But we may not be aware  

of the name of the all symbols used in the keyboard. The symbols can be grouped into two. Theseare:

¶ PrimaryCharacters

¶ SecondaryCharacters

Primary Characters

These are symbols on the keyboard that does not involve the application of Shift Key to type them. They  

are typed with onefinger.

Below is a list of the special symbols and punctuations available in a computer keyboard and their names  

that do not require the application of Shift Key to typethem:

Symbol Name

. Full Stop / Period / Dot

, Comma

ó Apostrophe / SingleQuote

; Semi- Colon

` BackQuote

/ Slash / ForwardSlash

\ Back Slash

[ Open Bracket

] CloseBracket

= Equal

ï Minus / Hyphen / Dash
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Below is a list of the special symbols and punctuations available in a computer keyboard and their names  

that require the application of Shift Key to typethem:

Symbol Name

& And / Ampersand

? Question Mark

@ At

" Double Quotation Mark / Inverted Commas / Quote

: Colon

+ Plus

% Percent

* Asterisk / Multiplication

^ Exponential / Caret/circumflex

! Exclamation Mark / Bang

( Open Parenthesis

) CloseParenthesis

{ Open Brace / Curly Bracket

} Close Brace / CurlyBracket

# Hash / Pound / Number Sign / Sharp

_ Underscores

$ Dollar

> Greater than

< Lessthan

~ Tilde/ Dwindle

| Pipe /Bar
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Chapter 12 ïIntroduction to Word ProcessingApplications

Word ProcessingApplication

Word Processing Application is software used to create word-based documents (such as letters, reports,  

memos and any word-based document) on the computer that can be printed out onto paper using a printer.  

Word Processing Applications are simply called Word Processors. A word processor provides  

components such as paper, pen (typewriter), eraser and adictionary.

Examples of Word Processors

¶ Notepad

¶ WordPad

¶ Microsoft Office (MS-Word)

Other examples are Writer, WordPerfect, WordStar, Pages, AbiWord, KWord, Jarte, Kingsoft Writer,  

Bean, Calligra Word, Groff, JW Pee, LyX, Ted, WordGraph, Able Word, WriteMonkey, Focus Writer,  

RoughDraft, Judoom, AEdit, etc.

Notepad and WordPad are integrated features of all versions of Windows OS. They are features found in  

Windows Accessories. So, you do not have to install Notepad or WordPad after installing any Windows  

OS.

Microsoft Word is a word processing program that allows for the creation of both simple and  

sophisticated documents. The program is equipped with templates and wizards to help you create useful  

documents such as resumes; letters and fax cover sheets. There are also features that allow you to add  

professional looking graphics to your documents. Other Word Processing Applications are Word  

Perfect, Office Suite, AbiWord, Polaris, OpenOffice,etc.

With the exception of WordPad and Notepad, all other examples of word processors including MS-

Word are application software that must be installed on the computer after installing any Windows OS.

MS-Word can't be installed separately. It is part of Microsoft Office Suite software which contains other  

applications such as MS-Excel, MS-Power Point, etc. Microsoft Office suite software is in many  

versions. Some of the versions are Microsoft Office XP, Microsoft Office 2003, Microsoft Office 2007,  

Microsoft Office 2010,etc.

NB:

V A collection of separate windows applications sold as a group is calledsuite.

V The default extension for the following file formats are: Notepad/WordPad - .txt and MS Word -

.doc/.docx.
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Launching Word ProcessingApplications

Steps to follow to launch Notepad or WordPad

1.    Click theStartButton . [Remember that the Start button resides in the bottom-left corner  

of the computer screen. The Start menu popsup].

. [A menu listing the different program categories popsout2. Point to All Programs  

above the Startmenu].

3. Point toAccessories . [Another menu shoots out to the side of the All Programsmenu.

The program you may want to launch; WordPad or Notepad is in the Accessories menu. Can you  

find them?]

4. Click the Notepad or WordPad. [The program clicked appears on the screen in its ownwindow].

Steps to follow to Launch MS-Word from the Start Menu

1. Click theStartButton to open the StartMenu.

2. Click on All Programs . [A menu listing the different program categories pops out  

above the Startmenu].

3. Point to Microsoft Office Suite. [The Microsoft Office Suite menu pops out above the Start menu.  

The Microsoft Office Word is part of the menu. Can you find it?]

4. Click on Microsoft Office Word. [Microsoft Office Word will finally open in its ownwindow].

Parts of Word Processors

LabelledMS-Word
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Title Bar
The title bar is a horizontal bar at top of the window interface that displays the name of the application  

being used and the title of the file being worked at as well as the tools to be used to manage the window.  

In this particular example, the name of the application is Microsoft word and the title of the file is  

Document1 (NB: The document has not been named so it has the default name of Document1).

In the upper right-hand corner of the Interface you will notice a set of 3 buttons. The button with the flat  

piece (_) on it is the minimize button. The button in the middle is the resize button and may have one  

square or two squares on it. The last button has an X on it and is called the closebutton.

Title Bar

Labeled Titled Bar

NB: By double click on the Title bar, you can restore or maximize thewindow.

Functions of the Title Bar

¶ Window title- shows the logo, name of application and the title of afile.

¶ Control menu (box)- resize andmove.

¶ Minimize- drops window on taskbar.

¶ Maximize- enlarging awindow.

¶ Close- endingapplication.

Menu Bar
The menu bar is horizontal bar that appears below the title bar. menu options. When you click on any of  

these options (File, Edit, View, Insert, Format, Tools, Table, Window or Help) a drop-down menu of  

commands will appear below it.

Menu Bar

Below are brief descriptions of each of the above menu bar options:

¶ File: This menu has all the commands related to the file operation like creating a new document,  

saving, opening, printingetc.

¶ Edit : This menu has all the commands related to the editing the document like cut, copy, paste,  

deleteetc.
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¶ View: This menu has all the commands related to the controlling of the view to the document like  

print layout, web layout, zoometc.

¶ Insert: This menu has the commands related to inserting objects, date & time, page number,  

footnotes, header & footeretc.

¶ Format: This menu is related to formatting of the document like text formatting, column &  

paragraph formattingetc.

¶ Tool: This menu has all the options related to the word processing tools namely, spelling &  

grammar checking, word count, thesaurus, macro, protectionetc.

¶ Table: This menu has all the commands related to inserting & modifyingtables.

¶ Window: This menu has all the commands related to working in thewindows.

¶ Help: This menu has all the commands related to getting help for MS-Word.

Standard Toolbar
Standard toolbar contains quick access tools used for frequent operations such as open, save, copy, cut,  

paste andprint.

Standard Toolbar

Labelled StandardToolbar

Below is a list of the tools offered on the Standard Toolbar and their functions:

¶ New: Creates a new, blankdocument.

¶ Open: Opens a document previously created and saved in Word.

¶ Save: Saves the active document to a specifiedlocation.

¶ Print : Prints activedocument.

¶ Print Preview: Displays what the document will look like when you printit.

¶ Spell Checker: Checks active document for spelling and grammaticalerrors.

¶ Cut: Cuts the selected text and places it on theclipboard.

¶ Copy: Copies the selected text and places it on theclipboard.

¶ Paste: Pastes the contents of the clipboard to a new location.

¶ Format: Painter Copies the formatting of the selected text to a new textselection.

¶ Undo: Undoes the last documentchange.

¶ Redo: Redoes the last action that wasundone.

¶ Insert Hyperlink : Creates a hyperlink from the selected text. That is, inserts a website in a  

document.

¶ Web Toolbar: Shows webtoolbar.

¶ Tables Toolbar: Shows tablesôtoolbar.
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¶ Insert Table: Inserts a table.

¶ Insert Excel: Worksheet Inserts an ExcelWorksheet.

¶ Text Columns: Changes the number of text columns perpage.

¶ Drawing: Shows drawingtoolbar.

¶ Document Map: Changes the view of thedocument.

¶ Show/Hide: Shows and hides non-print characters.

¶ View: Magnifies or reduces the document contents by the specified zoompercentage.

¶ Office Assistant: Helpfunction

Formatting Toolbar
The Formatting toolbar offers shortcut buttons to help format a document quickly. It consists of tools used  

to select and change the appearance of text in adocument.

Format Toolbar

Labelled Formatting Toolbar

Below is a list of Formatting toolbar buttons and a brief description of each.

¶ Font Style: Changes the style of the selectedtext.

¶ Font Type: Changes the typeface of font for the selectedtext.

¶ Font Size: Changes the point size of the selectedtext.

¶ Bold: Makes the selected text dark (bold) to help emphasize thetext.

¶ Italic : Makes the selected text slanted forward (italic) to help emphasize thetext.

¶ Underline: Underlines the selected text to help emphasize thetext.

¶ Align Left : Aligns the selected text/paragraph(s) to the left margin. It creates a straight line of text  

on the left-hand side of the page.

¶ Center: Centers the selected text/paragraph(s). It puts text in the middle of a pagehorizontally.

¶ Align Right : Aligns the selected text/paragraph(s) right. It creates a straight line of text on the right-

hand side of thepage.

¶ Justify: Justifies the selected text/paragraph(s). It creates a straight line of text on both the left and  

right-hand sides of thepage.

¶ Numbers: Creates a numbered list or numbers the selectedparagraph(s).

¶ Bullets: Creates a bulleted list or adds bullets the selectedparagraph(s).

¶ Decrease: Indent Decreases the space (indentation) between the left and right margin of selected  

paragraph(s).
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¶ Increase: Indent Increases the space (indentation) between the left and right margin of selected  

paragraph(s).

¶ Borders: Creates a border around the selectedtext/paragraph(s)

¶ Highlight : Allows you to select (highlight) specifiedtext.

¶ Font Color: Allows you to change the color of thetext.

Drawing Toolbar
The Drawing toolbar is located at the bottom of the window, between the Horizontal Scroll bar and the  

Status bar.

Drawing Toolbar

Labeled Drawing Toolbar

The Drawing Toolbar holds buttons/tools used in creating drawings. It also offers tools for inserting  

organizational charts and ready-made pictures and Clip Arts from their differentlocations.

Click Drawing Toolbar for more!!!

View Toolbar

These change the layout view of the document to normal, web layout, print layout and outlineview.

View Toolbar

Labeled ViewToolbar

StatusBar
At the bottom of the Word interface is the status bar. This bar displays information about your document  

such as the page that is currently displayed on the screen (Page 1), the total number of pages in the
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document (1/1, i.e. 1 of 1) and the line in which the cursor is currently positioned (Ln 1). The right side of  

the status bar shows whether keys such as OVERTYPE are active or inactive.

Status Bar 1

Status Bar 2

Other Parts of Word Processors

¶ Ruler: This is a bar marked off in units that is displayed across the top of the document window. It  

is used to set page margins, column widths, paragraph indents andtabs.

¶ Insertion Point: This is the location where the next characterappears.

¶ End-Of-Document Marker: This indicates the end of thedocument.

¶ Scrollbars: These are used to view parts of thedocument.

¶ Task Pane: This provides easy access to commonly used menus, buttons andtools.

¶ Help: This provides quick access to Help topics on how to useword.

¶ Office Assistant: This links to the Microsoft Office Helpfeature.

Finding Help

1. Click on Help on the Menu Bar.

2. Click on show the Office Assistant.

3. Click on the Office Assistant.

4. Type a question (e.g. How do I open a document) in the QuestionBox.

5. Click on search to startsearching.

6. Click Open a file in the list of alternative Help results.

7. Read the information

8. Click Close button on the Help window.

The Ribbon

The Ribbon is the set of toolbars at the top of the windows in office programs designed to help you  

quickly find the commands that you need to complete a task. The ribbon replaced the toolbars and menus  

in Office XP such as standard, format, view and drawing toolbars with Tabs.

The tabs are seven: Home, Insert, Page Layout, References, Mailings, Review, and View. Each tab is  

divided into groups. The groups are collections of features designed to perform functions. Commonly  

used features are displayed on the Ribbon. To view additional features within each group, click on the  

arrow at the bottom right of each group. The ribbon was introduced in Office2007.
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The Ribbon

Below are the tabs on the Ribbon and their functions

¶ Home: Clipboard, Fonts, Paragraph, Styles, andEditing.

¶ Insert: Pages, Tables, Illustrations, Links, Header & Footer, Text, and Symbols

¶ Page Layout: Themes, Page Setup, Page Background, Paragraph,Arrange

¶ References: Table of Contents, Footnote, Citation & Bibliography, Captions, Index, and Table of  

Authorities

¶ Mailings: Create, Start Mail Merge, Write & Insert Fields, Preview Results,Finish

¶ Review: Proofing, Comments, Tracking, Changes, Compare,Protect

¶ View: Document Views, Show/Hide, Zoom, Window,Macros

To remove the ribbon, right click on the blue section beside the tabs (after the view tab) and thechoose

Minimize the Ribbon. To view again, do thesame.

Quick Access Toolbar

The quick access toolbar is a customizable toolbar that contains commands that you may want to use  

frequently. It is normally on top-left corner of the ribbon. You can add items to it by:

1. Right click on any item in the Office Button or the Ribbonand

2. Click on Add to Quick Access Toolbar and a shortcut will be added to the Quick AccessToolbar.

Importance of Word Processor

¶ It helps to create the documents fast than the traditional typewriter.

¶ Typing errors can be easily corrected, as the text can be pre-viewed on thescreen.

¶ It helps in automatic checking of spelling and grammar errors in the document.

¶ Graphics, diagrams, charts, and tables can be easily inserted in the document to make it more  

communicative.

¶ The documents can be saved in the computerôs memory for futureuse.
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Chapter 13- Creating Word Documents

What is a document?

A document is usercreatedwork on thecomputer. Word documentis text-baseddocumentcreatedwith

Word ProcessorsuchasMicrosoft Word. Actually, word documentcanalsocontainpictures,tablesand

charts.

NB: Word Processing is the production, storage and manipulation of text on a computer using word  

processor software, such as Microsoft Word. Examples of Word processing processes include  

composing, editing, formatting and printing text.

Creating Document

Beforeyou cancreatea word document,you first haveto launcha word processorsuchasMicrosoft

Word. WhenMicrosoft is launched,a newblankdocumentis providedfor theuserto begintyping to

createaworddocument.

NB: New Blank Document is an empty paper that does not contain any text or picture.

Launching MS Word
To launch a new blank document, if the icon (shortcut) of MS-Word is on the desktop, follow these  

steps:

1. Move the mouse cursor to the icon of MS-Word on thedesktop

2. Double click on the icon to launch anMS-Word.

OR

1. Move the mouse cursor to the icon of MS- Word on thedesktop

2. Right click on theicon

3. Select Open from the Pop-Up Menu

MS-Word icon

If the icon (shortcut) is not on the desktop, follow these steps to open a new blank document using the  

Start Menu as explained in the previous chapter. Thatis:

1. Click theStart Button to open the Start Menu.

2. Click onAll Programs . (A menu listing the different program categories pops out  

above the Startmenu).

3. Point to Microsoft Office Suite. (The Microsoft Office Suite menu pops out above the Start menu.  

The Microsoft Office Word is part of the menu. Can you find it?)

4. Click on Microsoft Office Word .
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How to launch a new blank document if Microsoft Word document is alreadyopened

1. Click File from the Menu Bar or Office Button .

2. In the left column, you click New option. [A prompt should open that presents you with several  

options].

3. Select Blank Document.

OR

¶ Click the New tool on the Standard Toolbar to open a new blankdocument.

OR

¶ Use the shortcut keys, Ctrl + N (Depress and hold Ctrl , Press and release 'N' ) to open a blank  

document.

New Blank Document

Insertion Point
After launching a new blank document, the user can now enter text in the document area using the  

keyboard. Remember the text you type will appear at the location of the blinking vertical bar called  

insertion point.

Insertion Point is the blinking vertical bar in the document area that marks the location where textwill

appear whentypingbegins.It is the mouse pointerchanges that fromanarr ow to anI -beam shape  

as you work within a file.
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Moving the insertionpoint

To move the insertionpoint:

¶ Use your mouse to move your insertion point anywhere within thefile.

¶ Use your keyboard's arrow keys to move your insertion point up, down, left, or right.

¶ Hold the Control key (Ctrl ) and press the up or down arrow keys to jump up or down a paragraph  

at atime.

¶ Press the Page Down key to jump down the document one page at a time.

Special features of some WordProcessors

While typing you can make use of some special features of some word processors to aid you type

accurately and faster. Examples of these special features are explainedbelow:

¶ Spacing: During typing, remember to press the spacebar ones any time you want to create a space  

between words.

¶ Erasing: Press the backspace key to erase to the left of the insertion point or press the delete key to  

erase to the right of the insertion point.

¶ Word Wrap : As you type in MS-Word , the insertion point moves to the right and when it reaches  

the end of the line, the insertion point moves automatically to the next line. That is what is termed as  

Word Wrap .

NB: Word wrap is a feature of word processors that automatically move the insertion point to the next  

line when the insertion point reaches the end of themargin.

¶ Paragraphing: Press enter to end or begin a paragraph. By pressing enter, the insertion point moves  

from its current line to the next line to create aparagraph.

¶ Page Break: When the user fills a page, with text, pictures, graphs and charts, the insertion point  

automatically moves to the next page. This feature is called Page Break. Page break ends the  

current page of a document and begins at top of the next page. The user can intentionally insert page  

break without filling the pageby:

Clicking on Insert from the Menu Bar and select PageBreak.

OR

Use the shortcut, Ctrl + Enter on thekeyboard.

¶ Auto Complete: As you type, the computer provides word suggestions tips when you have not  

finished typing the word. This feature is called Auto Complete. When a user is provided with auto  

complete word suggestion tip, the user presses Enter on the keyboard to accept suggested word tip  

or continue typing to reject Auto completetip .

NB: Auto Complete is a feature of word Processors that provide suggestion tips of complete words as  

the user types thewords.

¶ Punctuations: Strictly observe typing instructions and rules in using punctuations so that you can  

create a near perfectdocument.
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SavingDocument

At some point you may have a finely tuned sentence or several paragraphs of ideas, facts, or figures that  

you would regret losing if power failure shuts your computer off. To keep your work, you have to save it,  

and it's never too early to do that.

SaveCommand

1. Click File from the Menu Bar or Office Button .

2. In the left column, you click Save. [A smaller window, called a dialog box, opens. You use this box  

to tell Word where you want to store the document on yourcomputer].

3. Move the cursorto Save and click it or press Enter Key.

Save As Command

1. Click File from the Menu Bar or Office Button .

2. In the left column, click Save As. [A smaller window, called a dialog box, opens. You use this box  

to tell Word where you want to store the document on your computer and the names you wantgive

thedocument].

3. Type the new name into the space for óFile Nameô.

4. Move the cursor to Save and click it or press Enter Key

Shortcut (Ctrl + S)

1. Depress and hold Ctrl , press and release'S'.
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2. In the left column, click Save or Save As. [A smaller window, called a dialog box, opens. You use  

this box to tell Word where you want to store the document on your computer and the names you  

want give thedocument].

3. If you select Save As (in step 2), type the name into the space for ófile nameô. If you select Save (in  

step 2), move to step 4.

4. Move the cursor to Save and click it or pressEnter.

After you save your document, and you continue to type, you should save your work as you go by using  

the shortcut, Ctrl + S.

Saving ondesktop:

1. Click File from the Menu Bar or Office Button .

2. In the left column, click Save / SaveAs.

3. If you select Save As (in step 2), type the name into the space for ófile nameô. If you select Save (in  

step 2), move to step 4.

4. Select Desktop from the dialogbox.

5. Move the cursor to Save and click it or pressEnter.

ClosingDocument

When you are through with the document and have saved your work, close thefile.

1. Click File from the Menu Bar or Office Button .

2. In the left column, you click onClose.

OR

¶ Click on the Close Button on the top right corner of thewindow.

Tip : To find your document after you close it, look in the Recent Documents list. Click a document in  

the list to openit.
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Chapter 14 - Editing Word Document 1

What is editing?

After typing a document, you will often discover that you need to make some changes to your text.  

Perhaps you want to rephrase or even delete asentence.

Editing is the process of correcting mistakes and making changes to the content of a document.

Editing is done with the use of tools that are found on the Standard Toolbar, Menu Bar or Office  

Button. Examples of these tools are; undo, redo, cut, copy, paste, etc. To be able to edit a document,  

you need to open thedocument.

Opening Document

Using the Menu Bar to Open a Document

1. Launch MS- Word.

2. Click File from the Menu Bar or Office Button .

3. In the left column, click on Open [A dialog box will bedisplayed].

4. Locate the document to beopened.

5. Single-click on the document (file icon), then

6. Click the Openbutton

OR

Double click on a selected document to openit.

Backstage

OR

Using the shortcut, Ctrl + O to Open a Document.

1. Launch MS- Word.

2. Press on Ctrl + O [A dialog box will bedisplayed].

3. Locate the document to beopened.

4. Single-click on the document (file icon), then

5. Click the Openbutton

OR

Double click on a selected document to openit.
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NB: The process that is used to recall a document previously saved is termedOPEN.

Ways of Editing Documents

¶ InsertingText

¶ Moving Text

¶ DeletingText

¶ Undo

¶ Redo

¶ Spelling and GrammarCheck

Inserting Text  

To Insert Text,

1. Move the Insertion Point (the blinking bar) to where you want to insert thetext.

2. Click to place the insertionpoint.

3. Start typing the text.

Moving Text

When a user clicks within a selected text by holding down the left mouse button, and then transfers the  

cursor to a different location within the same document, the text will bemoved.

To Move Text

1. Select thetext.

2. Click within the selected text and drag to the location where you want the text to be moved within  

the samedocument.

3. Then release themouse.

Deleting Text  

To DeleteText

1. Select (highlight) the text to bedeleted.

2. Press the Delete key or the Backspacekey.

OR

1. Without highlighting, move the insertion point, to the beginning of the text to bedeleted.

2. Press the Delete key several times, until the text isdeleted.

OR

1. Without highlighting, move the insertion point, to the end of the text to bedeleted.

2. Press the Backspace key several times, until the text is deleted.

Undo

Undo is simply a tool that is used to reverse action(s) already taken during the creation and/or editing of a

document. In other words, itôs a feature that lets you delete the last change made to your document. Word  

remembers up to 300 actions in a document and allows you to undo any or all of them as long as you  

haven't closed the document first.
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Steps toUndo:

1. Click Edit on the Menu Bar

2. Click Undo from the Pop-Up Menu

¶ Click Undo on the StandardToolbar

¶ Use the shortcut, Ctrl + Z

¶ Click Undo on the Quick AccessToolbar

OR

OR

OR

Quick Access Toolbars (word 2003 and 2007)

IMPORTANT:

You cannot choose to undo one action in the middle of the list. To undo something, you did several  

steps back, you will have to undo everything you did after that action. If you only want to undo one action  

in the middle of your document, select it and delete it or type the corrected text over it.

Redo

Redo is a tool that is used to restore action(s) of the undo command / tool during the creation and/or  

editing of a document. The redo feature allows you to reverse the lastundo.

Steps toRedo

1. Click Edit on the Menu Bar

2. Click Redo from the Pop-Up Menu

¶ Click Redo on the StandardToolbar

¶ Use the shortcut, Ctrl + Y

¶ Click Redo on the Quick AccessToolbar

OR

OR

OR
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Quick Access Toolbars (word 2003 and 2007)

Notice the small list arrow next to the Redo button. When you click it, a list of the actions you have  

undone appears. Remember, you cannot choose to redo one action in the middle of the list. To redo  

something, you did several steps back, you will have to undo everything you did after thataction.

Spelling and Grammar Checker

Spelling and Grammar Checker is a feature of word that allows you to check and correct spelling,  

grammatical and consistency mistakes in documents.

Most word processing applications come with an in-built dictionary that can verify any word that you  

type for spelling, grammar and consistency errors. These grammars, spelling and consistency errors  

may not all be correct, so you can choose to ignore these error markings and keep typing or you can  

correct the mistakes and/or add the corrections to the Word'sdictionary.

Spelling Mistakes

Word puts a red wavy line under possible spelling mistakes. If you click on the suspected misspelling,  

Word gives you one or more suggestedcorrections.

Misspelling Example

How to Use the Spelling MistakeChecker

1. Place your I-beam over the misspelled word andright-click.

2. Select the correct spelling from the list of options that is displayed by word.
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Spell CheckOptions

Grammatical Mistakes

Word also puts a green wavy line under possible grammarmistakes.

To work on suspected grammaticalmistakes:

1. Place your I-beam over the misspelled word andright-click.

2. Select the correct grammar from the list of options that is displayed by word.

Grammar Dialog Box

Consistency Checker

Blue wavy line that appears under text in a document indicates that the consistency checker has detected  

an inconsistency that you may want to look andcorrect.

To correct this:

1. Right click the underlined word or phrase. [A menu will appear].

2. Select the correct spelling or phrase from the list of suggestions. [The corrected phrase will appear  

in the document].
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ConsistencyChecker

Spelling and Grammar Dialog Box

Spelling and grammar dialog box can also be used to correct spelling, grammatical and consistency errors  

in documents.

Spelling and Grammar DialogBox

Spelling Checker Options

¶ Select Error Box to display theerror.

¶ Select Bold-Faced Suggestion to replace the incorrectly spelled word in the document. Suggestions  

Box is the box that gives you some suggestions relating the error in the error box.

¶ Select Ignore and Word ignore all future instances of this spelling in thisdocument.

¶ Select Ignore Once to ignore reported error only once.

¶ Select Ignore All to ignore an error which has occurred several times in atext.

¶ Select Change to change all errors in the errorbox.

¶ Select Change All to change all errors which are the same as the one reported in the errorbox.

¶ Select Add To Dictionary and Word adds the underlined word to the dictionary so it won't be  

flagged as an error in any other document youcreate.

¶ Select Auto Correct to add the correct spelling to your list of words that Word automatically  

corrects as you type. Auto Correct is a feature of word processors that automatically correct  

misspelled words and in correct capitalization as you type. Corrections can be rejected or reversed  

by clicking on the Undo button on the standard toolbar immediately after the automaticcorrection.

¶ Select Language to specify a word as part of another language, preventing Word from seeing this  

word as amistake.
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¶ If you select Spelling, the Spelling and Grammar dialog boxappears.

Grammatical CheckerOptions

¶ Select Ignore and Word ignores the grammatical mistake it believes to exist.

¶ Select Grammar and the Grammar Dialog Box appear. Grammar button is used to check  

grammatical errors as well asspelling.

¶ Select About This Sentence and the Office Assistant will offer you reasons as to why Word  

believes this to be a grammaticalerror.

Spelling and Grammar Dialog BoxOptions

¶ Click Ignore Once to ignore this one instance of the grammatical error in yourdocument.

¶ Click Ignore Rule to ignore this grammatical error and all other grammatical errors of this type in  

thedocument.

¶ Click Next Sentence to take you to the next grammatical error listed in your document.

¶ Click Change to replace the error with what is in the Suggestionbox.

¶ Click Explain to open the Office Assistant, which will offer you reasons for this error.

Resaving EditedDocument

To Resave an EditedDocument:

1. Click File from the Menu Bar orOffice Button .

2. In the left column, you click Save.

OR

¶ Click Save on the Standard Toolbar

OR

¶ Use the shortcut, Ctrl + S

Difference between Save and SaveAs

Save and Save As option do the same work of saving a document but the difference between both options  

is that the Save As command every time gives you the Save As dialog box and you can save the file with  

different names also. But the Save option will give you the Save As dialog box when you are saving the  

document for every first time. Other times it will save the document with the previous name without  

giving any dialogbox.
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Chapter 15 - Formatting Word Document

What is formatting?

Formatting is the process of changing the appearance of text in a document. Formatting is done with the  

use of tools that are found on the Format Toolbar or Format Menu. Examples of these tools are; font type,  

font size font style (bold/italic/underline),etc.

SelectingText

Whenever you want to edit or format text, you must select it first. Selecting is the process of a user  

placing the cursor at one end of a text, holds down the left mouse button and drag to the other end of the  

text.

How to SelectText

1. Position the Insertion Point before or after the text that you want to select.

2. Click and drag the left mouse button across the text you want to select and then release the mouse  

button.

OR

1. Position the Insertion Point before or after the text that you want to select

2. Press and hold the Shift Key

3. Press the Arrow Keys until the text isselected

OR

How to select a single line of text:

1. Move the I -beam to the left margin until it becomes a right-slanted white arrowpointer.

2. Position the arrow pointer to the left of the line you want to highlight.

3. Click once to highlight a singleline.

How to select an entiretext:

1. Position the insertion point at the beginning or at the end of the text that you want to select.

2. Click and drag up or down to select as many lines as you want to edit.
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OR

¶ Use the shortcut, Ctrl + A, to highlight or select entiretext.

NB: Double clicking on a word in a word processing program selects theword.

Differences between Selecting andHighlighting

¶ Selecting is the process of placing the mouse cursor at one end of a text, hold down the left button  

and drag to the end of the text. It also means pressing the left button on a file, folder, icon or  

program.

¶ Highlighting is the process of placing the mouse cursor at one end of a text, hold down the left  

button and drag to the end of the text to add colour on the background of or emphasis thetext.

The words selecting and highlighting are sometimes used interchangeably but they are not the same.  

Some of the differencesare:

Selecting Highlighting
1. Meant for Formattingpurposes 1. Laying emphasis on points

2. Background vanishes afterformatting 2. Background stays afterhighlighting

3. Temporaryaction 3. Permanent / long lastingaction

4. Not dependent oncolour 4. Dependent oncolour

5. Involves one steps toaccomplish 5. Involves multiple steps toaccomplish
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Formatting Tools

Font Type

Font type refers to how the font (or texts) will appear when a user typed them. Examples of font types:

Examples of FontTypes

Changing the Font type of Text

1. Highlight the texts you want to change its Font Type

2. Click the Font Type list arrow and

3. Select the font Type of your choice from the Font Type list.

Selecting FontType

1. Click the Font list arrow on the Formatting tool bar. [A list appears with all the fonts that are  

available on yourcomputer].

2. Scroll up/down the Font list and

3. Select the font type you want to use.

NB: A font is a set of letters, numbers and symbols that share a unified design or a design of letters,  

numbers and symbols that are displayed in a wordprocessor.
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Changing FontType

Font Size

Font size simply refers to how bigger (larger) or smaller font (or texts) appears when typed. Font size is

measured in points. The lowest point in the font list menu is 8 and the highest is 72. If you want to type  

any font size that is not on the font list menu, you need to type in the font size you want. E.g. 6 or 99

Changing Font Size of Text

1. Select a text

2. Click the Font Size list arrow . [A list of font sizesappears].

3. Select font size from the Font Size list. [The font for the selected text will change to the font size  

chosen].

Selecting font Size to type with:

1. Insert the insertion point where you want to begintyping.

2. Click the Font Size list arrow . [A list of font sizesappears].

3. Select font size from the Font Sizelist

4. Starttyping
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Font Sizelist

Examples of FontSizes

Font Style

Font style refers to emphasizing a font (or texts) in a document by making the texts darker and heavier  

(bold), slanted (italics) or by addingunderlining.

Bold

This is selected when the user interns to make the texts darker and heavier. It's represented bythe

alphabet B on the formatting toolbar and BOLD in the formatmenu.

To Bold

1. Select (highlight) the text you want to Bold.

2. Click theBold button on the Formatting toolbar.

3. Click inside the page to remove thehighlight.

4. The selected text will appear in Bold.

Typing in Bold

1. Insert the insertion point where you want to begintyping.

Page107



ICT fo r J H S

2. Click on the Bold button on the Standard Toolbar.

3.Begin typing and the text will appear in Bold as you type  

e.g.

Example of Bold Text

Italics

Italic is selected when the user intends to slant (make it slope to the right) a text. It is represented by the

alphabet I on the formatting toolbar and Italic in the formatmenu.

To Italic

1. Select (highlight) the text you want to Italic.

2. Click theItalic button on the Formatting Toolbar.

3. Click inside the page to remove thehighlight.

4. The selected text will appear in Italics.

Typing in Italic

1. Insert the insertion point where you want to begintyping.

2. Click on theItalic button on the StandardToolbar.

3.Begin typing and the text will appear in Italic as you type.  e.g.

Example of Italic Text

Underline

Underline simply put a line under (or underlines) a selected text. It is represented by u (an underline u) on

the formatting toolbar and underline in the format menu.

To Underline

1. Select (highlight) the text you want to underline.

2. Click the Underline button on the Formatting toolbar.

3. The selected text will appear in Underline.

Typing in Underline

1. Insert the insertion point where you want to begintyping.
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2. Click on the Underline button on the Formatting Toolbar.

3.Begin typing and the text will appear in Underlineas you type.  

e.g.

Example of UnderlinedText

You can apply two or all commands: Bold, Italic and/or Underline formatting to text by using the same  

method, except you would click the Bold, Italics and/or Underline buttons as donebelow:

Font Styles

To remove Bold / Italics / Underline

1. Select (Highlight) the text.

2. Click the Bold / Italics / Underline button on the Formatting toolbar.

3. The Bold / Italics / Underline style is removed from the selectedtext.

Shortcuts

¶ Bold ïCtrl + B

¶ Italic ïCtrl + I

¶ Underline ïCtrl + U

Usingshortcuts

¶ Select thetext.

¶ Click on Ctrl + B/Ctrl + I /Ctrl + U to Bold/Italic/Underlinerespectively

Font Color

The use of colour can add emphasis to your words and make your document easier to read.

To change the font colour, follow the stepsbelow.

1. Highlight the text you want to change fontcolour.

Page109



ICT fo r J H S

2. Click the down arrow next to thecolor icon. [It is usually displayed as the letter "A" with a  

redunderline].

3. Select the colour you want from the pop-up font color menu.

NB: Moving your cursor over the various font colors. A live preview of the color will appear in the  

document.

Typing in Colour

1. Insert the insertion point where you want to begintyping.

2. Click on the arrow next to thecolor icon on the Formatting Toolbar

3. Select the colour you want from the pop-up font color menu.

4. Begin typing and the text will appear in Colour as you type.

Font Colour Menu

E.g.

Highlighting Colour

Text Highlighting Colour tool is used to highlight points in text for easyidentification.

To highlight text with color, follow the stepsbelow.

1. Select the text you want to highlight withcolour.

tool.2. Click the down arrow next to the Text Highlighting Color

3. Select the colour you want from the pop-up highlight color menu.
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NB: Moving your cursor over the various colors. A live preview of the color will appear in the  

document.

Highlight Color Menu

E.g.

Text Case

Have you ever realized after typing a long paragraph that you accidentally left the caps lock on and all of  

your letters are in uppercase? Fortunately, you will not have to retype the text to correct thismistake.

Word offers a quick solution by allowing you to choose the correct option from the Change Case dialog  

box.

1. Select the text you want to change thecase.

2. Click the ChangeCase command in the Font Group on the HomeTab.

3. Select one of the Text Case Options from thelist.

Text CaseOptions

Text Case Options

¶ To capitalize the first letter of a sentence and leave all other letters as lowercase, click Sentence  

case.
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¶ To exclude capital letters from your text, clicklowercase.

¶ To capitalize all of the letters, clickUPPERCASE.

¶ To capitalize the first letter of each word and leave the other letters lowercase, click Capitalize  

EachWord .

¶ To shift between two case views (for example, to shift between Capitalize Each Word and the  

opposite, cAPITALIZE eACH wORD), click tOGGLE cASE.

OR

¶Select the text and pressing Shift + F3. 

Font Effects

¶ Superscript: Itôs a text that is raised above other text on the same line and is reduced in font size.

¶ Subscript: Itôs a text that is lowered beneath other text on the same line and is reduced in fontsize.

¶ Strikethrough

¶ Shadow

¶ Outline

¶ Emboss

¶All caps  

Etc.

Resaving Document Using the ñSave AsòCommand

After formatting a document, the document can be resaved in the name of your choice. To save a  

document Using the ñSave AsòCommand:

1. Click File from the Menu Bar or Office Button .

2. In the left column, click Save As. [A smaller window, called dialog box, opens. You use this box to

tell Word where you want to store the document on your computer and the names you want give the  

documents].

3. Type the new name in to the space for óFile Nameô.

4. Move the cursor to Save and click it or press Enter Key
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Chapter 16 - Threats to Computers

Computers are vulnerable to many threats. The main and most serious threat to computers areviruses.

Computer Virus

A computer virus is a program or a code that is loaded onto your computer without your knowledge and  

against your wish. In fact, it is a malware when executed, replicates by producing itself or infecting other  

programs by modifying them. Viruses infect computer programs as well as data files and boot sector of  

the harddrive.

All computer viruses are man-made. A simple virus can make copies of itself over and over again. Even  

such a simple virus is dangerous because it will quickly use all available memory and bring the system to  

a halt. An even more dangerous virus is capable of transmitting itself across networks and by-passing  

securitysystems.

No matter how careful you are, you can pick up computer viruses through normal webactivities.

Viruses do not only attack computers. They also attack phones, phablets, tablets andiPads.

Types ofViruses

¶ Retro: Retro is a virus designed to attack anti-virus software designed to delete them. It can  

circumvent or disable Antivirussoftware.

¶ Boot Sector Viruses: Boot sector viruses are viruses that infect the boot sector and make the  

computer or media unbootable. Once the Boot sector becomes infected, it will infect any other  

media such as floppy disks drive, zip drive, etc. it comes into contact with. Boot sector is the part of  

the hard drive that actually starts the operatingsystem.

¶ BIOS Viruses: BIOS stands for Basic Input /Output System. It is an area of the memory that  

controls everything including input and output devices. It controls devices such as keyboard, mouse,  

CD ROMs, hard drives, video cards,etc.

¶ File Viruses: They're the most common type of viruses. They infect existing files (sometimes  

replacing them), causing the virus to load into memory whenever you execute an infectedfile.

¶ Worms: A worm is a special type of virus that can replicate itself and use memory but cannot attach  

itself to other programs. While regular viruses spread on the local device, worms spread quickly  

through existingnetworks.

¶ Trojan Horses(Trojans): Trojansarevirusespretendingto benormalapplicationsoftwarewhile

performingtheir destructivebehaviorsbehindthescenes. E.g. is a gamethatdeletesfiles while the

gameis played.

Other viruses are resident viruses, overwrite viruses, direct action viruses,etc.
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How Computers get infected byViruses

¶ Accepting without reading the ad, pop ups or prompts before proceeding. E.g. While browsing the  

Internet, an ad, a pop up or prompt appears that says, "Your computer (or phone) is infected with a  

virus, download this to clear the virus". Without fully understanding the pop-up or prompt, you  

quickly "accept".

¶ Downloading any infected software such as programs, utilities, games, updates,etc.

¶ Opening email attachments: As a general rule, do not open email or attachment you were not  

expecting to receive. Computers can get infected throughthat.

¶ Inserting or connecting an infected disk, disc or drive: Any disk, disc or drive are writable media  

and are susceptible to virus attacks.

¶ Not running latest updates: Many updates, especially those associated with Microsoft Windows are  

security oriented. Always keep your operating system and programs up todate.

¶ Pirating software, music or movies: Stop downloading pirated software, books, music or movies.  

You may run the risk of downloading a virus as those files and programs sometimes containviruses.

¶ No Antivirus Scanner in your computer: If you are running a computer with Microsoft Windows,  

it's highly recommended you have some form of Antivirus software and Spyware or malware  

protection. This software can remove any existing viruses, spyware or malware and also help  

prevent futureinfections.

Effects of computer viruses

Some computer viruses are programmed to harm your computers by damaging programs, deleting files or  

reformatting the hard drive. Others simply replicate themselves or flood network traffic, making it  

impossible to perform any Internet activity. Even less harmful viruses as said earlier, can significantly  

disrupt your system performance, sapping computer memory and causingcrashes.

Symptoms and Effects of Viruses in a Computer

1. Slow computerperformance

2. Computer notstarting

3. Erratic computerbehavior

4. Unexplained dataloss

5. Frequentcrashes

6. Unexplained memory usedup

7. Pop upads

8. Computer restarts for no reason

9. Hijacked accounts and sendingmessages

10. Lockdown warnings

11. Anti-virus software won'twork

12. Corruption of programs

13. Corruption of operatingsystem
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Virus protection / removal

¶ Use virus protection program / antivirus

¶ Donôt open email that is suspicious

¶ Scan all storage media and files before openingthem

¶ Scan all programs or applications before installingthem

¶ Avoid opening email attachment that are notfamiliar

¶ Download from trustedwebsites

¶ Scan email attachments before openingthem

¶ Avoid copying files and programs from untrustedsources

Antivirus Software

An antivirus is computer software that is designed to detect, prevent and remove malicious software and  

files from computers. It is sometimes referred to asAnti-Malware.

Antivirus were designed to detect and remove viruses hence the name. Nowadays, antivirus also provide  

protection from other threats such as browser hijackers, ransomware, keyloggers, backdoors, rootkits,  

trojans, worms, adware, spyware,etc.

Antivirus softwarework silently in thebackgroundandreceiveupdatesautomatically. Theyprovidescan

enginesthatusevirus definitionsto examinefiles andprogramsto determinewhethertheyareinfectedby

viruses. Thevirusdefinitionsarethekeyto identifyingknownviruses.

Computers are always vulnerable to new malware or virus attacks. This is the reason you should always  

use Antivirus software that update itself and definitionsfrequently.

Examples of anti-virus software:

1. Avast 2. Norton 3.Avira 4.McAfee 5. Kaspersky

11. TheShield

6. AVG 7.

12. CMSecurityESET    8.Dr. Web 9. Panda 10.BitDefender
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Other Threats to Computers

¶ Electricity

¶ Rodents

¶ Dust

¶ Liquids or humidity

¶ Excessive Heat

¶ Attempting to correct problems on yourcomputer

Electricity (Power Faults)

Desktop Computers need power from a direct source to operate. Laptops and notebooks operate with  

batteries which need to be recharged when it runs down. Electric power especially from the direct source

is not always reliable. Fluctuations and frequent electric power failures and faults are threats that can  

damage computers.

Someothersimilarpowerrelatedproblemsarebriefedbelow:

¶ Brownout: Lowervoltagesatelectricaloutlets.

¶ VoltageSpikes: Temporaryvoltageincreasesarefairly common.

¶ FrequencyShifts: While infrequent,if the line frequencyvariesfrom thenormal60 Hertz(or 50

Hertz in somecountries),thepowersupplyon thecomputercanbeaffectedandthis, in turn, can

reflectbackinto thecomputercausingdataloss.

UPS, voltage guards and regulators are used to protect computers and other appliances from electric  

faults.

¶ UPS stands for Uninterruptible Power Supply. UPS is used to ensure constant supply ofelectric

power to the computer system and also used to sustain power for some time when the mains  

goes off. In other words, it's a gadget that provides emergency power to the computer when  

electric powerfails.

Uninterruptible Power Supply (UPS)Gadgets

¶ Voltage Regulator (Stabilizer) is a gadget designed to maintain a constant voltage level from a  

source of electricity. It is used to protect the computers and other electronic appliances from power  

fluctuations.
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Voltage RegulatorGadgets

Dust

Dust can cause short circuit and damage the computer when it settles on the circuit board. So, there is the  

need to protect the computer from dustby:

¶ Covering the computer with Dust Cover.

¶ Not setting up a computer in a dusty environment.

¶ Keeping computer laboratoryclean.

Computers protected with Dust Covers

Rodents

Rodents such as mice and rats can attack and chew cables inside and outside the computer especially  

desktop computers. To prevent the computer from rodents, do not eat or litter the computer laboratoryor

the computersetup.

Rodent ChewingCables

Liquids

Liquids in the form of water and drinks can also damage the computer. A drop of liquid in a computer can  

break the circuit board and render the computer useless. Avoid drinking near the computersetup.
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Chapter 17 - Managing Files

This chapter explains how to manage files by opening, renaming, moving (cutting and copying), deleting  

and retrieving (restoring)files.

File management is organizing and keeping track of files and folders, helping you stay organized, so  

information is easilylocated.

File System

A file system is a method for storing and organizing computer files and the data they contain to make it  

easy to find and access them. There are two file systems used by the windows suchas:

¶ FAT (File Allocation Table)

¶ NTFS (New Technology File System) file systems. The FAT filing system

Window Explorer

Window explorer is a tool used to manage files, folders and programs on thecomputer.

How to Use WindowsExplorer

¶ Click on the start button on thetaskbar.

¶ In the search area of the start menu, type windows explorer and press the enterkey.

¶ The windows explorer program will open the default folder for saving files, which is called

documents.

¶ Files and folders of similar contents then can be moved from one folder into another using drag  

and drop action of the mouse or copy or cut and pastecommands.

Files

A File is a data stored electronically by a computer as a document, worksheet or program. This stored  

data when displayed on the desktop is represented by an icon called file icon. File icon is used to identify  

and access the electronically storeddata.

A Closer Look at Files

There are three parts to a file. Theseare:

¶ File icon (picture)

¶ The file name, which can be up to 255 characters. [NB: File names cannot contain the following  

characters: \ / : * ? "<> |]

¶ The file extension, which is three characters long and tells Windows what type of file it is. It is  

preceded by a period or full stop (.) E.g. .doc, .docx, .pdf, .jpg, .png, .mp3, .mp4,etc.

NB: File extension can be disabled from beingdisplayed.
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Parts of a file

Creating a file

There are many ways to create a file on your computer. Microsoft Windows offers a way to createa

blank file, without having to open an application, by using the contextmenu.

1. Navigate to the folder or desktop, you would like to create your file. For example, My Documents.

2. Right click an empty section of the folder window or desktop.

3. Select "New" from the contextmenu.

4. Select the type of file you'd like to create.

5. Enter a name for the newly createdfile.

6. Press Enter key or click on any freespace.

Creating aFolder
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Opening a file

1. Locate the file to beopened.

2. Double-click the file to open the file in the program that createdit.

OR

1. Locate the file to beopened.

2. Right click thefile.

3. Select Open from the Pop-Up Menu.

Ways of ManagingFiles

¶ Renaming

¶ Moving (copying, cutting andpasting)

¶ Deleting

¶ Restoring from Recycle Bin

¶ Emptying RecycleBin

Renaming a file

Renaming means changing the name of a file. Files can be renamed in the followingways:

¶ Using the right click button(Rename).

¶ Using the right click button(Properties).

¶ Using the left click button.

To rename using the right mousebutton:

1. Locate the file you want to rename.

2. Right click thefile.

3. Select 'Rename' from the Pop-Up Menu.

4. Type the new name. [NB: You may have to delete the highlighted old name before typing the new  

name].

5. Press Enter key or click on any freespace.
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Renaming a File

To rename using the right mouse button(Properties):

1. Locate the file you want to rename.

2. Right click thefile.

3. Select 'Properties' from the Pop-Up Menu.

4. SelectGeneral.

5. Type the new name. [NB: You may have to delete the highlighted old name before typing the new  

name].

6. Press Enter key or click onOk.

To rename using the left mousebutton:

1. Locate the file you want to rename.

2. Click to select thefile.

3. Left click on the name of thefile.

4. Type the new name. [NB: You may have to delete the highlighted old name before typing the new  

name].

5. Press Enter key or click on any freespace.
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NB: A file name can contain up to 255 characters, including spaces. File names cannot contain the  

following characters: \ / : * ? "<> |

Reasons for renaming a file

¶ To reflect the content of thefile

¶ When two or more files have the samenames

¶ Itôs less confusing whenshared

¶ Easy to find fileslater

¶ Easy to searchfor

Moving (Copying / Cutting) a file

1. Locate the file you want to Move.

2. Right click thefile.

3. Select 'Copy'/ óCutô from the Pop-Up Menu.

4. Locate the folder or disk you want to place the fileinto.

5. Right click thefolder

6. Select 'Paste' from the Pop-Up Menu.

OR

1. Locate the file you want to Move

2. Click the file to selectit

3. Click 'Copy' / óCutôfrom the Standard Toolbar

4. Select the folder or disk where you want to place the file into.

5. Click Paste from the standard Toolbar.

Copying or moving a file from one drive (e.g. Local Drive) to another (e.g. Floppy Disk)

1. Right-click thefile

2. Select Send To Floppy disk (or any other drive) from the Pop-Up Menu.

Drag and Drop Method

Hold down the Ctrl key while you drag the file to the desired location (you might have to open another  

My Computer window if you want to copy it to another folder or disk).

NB:

¶ To copy a file is to make a duplicate of a file:

¶ To cut is to remove a file from one place to anotherand

¶ To drag and drop file from one drive to a window on the same drive is equivalent to a moving  

operation.

Reasons for moving a file

¶ To secure files.

¶ Get filesanywhere.

¶ To creates a backup by copying afile.
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¶ Save time in creating newone.

¶ Reclaim space by moving it to anotherdisk.

Deleting a File

Deleting a file is a process of clearing or removing a file from the computer. To delete:

1. Locate the file.

2. Right click on the file to bedeleted.

3. Select 'Deleteô from the Pop-Up Menu.

4. Click Yes from the pop-up menu (if prompted).

OR

1. Select the file you want to Delete.

2. Press on the Delete key on thekeyboard.

3. Click Yes from the pop-up menu (if prompted).

Reasons for deleting a file

¶ To create a space on the diskspace

¶ When file is infected by virus

¶ Removing duplicatefile

¶ When the file is notneeded

¶ Making sensitive information unavailable

Restoring a DeletedFile

Just like a wastebasket, the Recycle Bin stores all of the files you have deleted. If you change your mind  

and decide you need a deleted file, it's easy to find and retrieveit.

To Restore a DeletedFile

1. Right-click on the deleted file to berestored.

2. Select Restore from the shortcutmenu.
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Restoring a DeletedFile

OR

1. Double Click on the file in the Recycle Bin to selectit

2. Click Restore from the Pop-Up DialogBox

Emptying the RecycleBin

1. Right-click theRecycleBin and

2. Select Empty Recycle Bin from the shortcutmenu.

Emptying the RecycleBin
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Chapter 18 - Intellectual Property (IP)

Intellectual Property (IP)

Intellectual Property (IP) is the property that is as a result of the creativity of the mind of a person.

Intellectual Property Right (ILR)

Intellectual Property Right is the exclusive right given to inventors for their Intellectual Property. It is also  

the exclusive right given to inventors on the production, sale, hiring, etc. of the things they haveinvented.

Types of Intellectual Property Rights(IPRs)

¶ Trademark

¶ Patent

¶ TradeSecrete

¶ Copyright

Trademark

Trademark is formally registered name, word, logo, symbol or image that is used to identifythe

manufacturer or distributor of products or services. The symbol for trademark is Tm or ®.

Patent

Patent is an exclusive right given to inventors to manufacture, use or sell inventions for limited period of  

time.

Trade Secret

Trade Secret refers to the right to elements such as distinctive formula, design, pattern or strategy which  

may not be disclosed or used by other organizations to gain businessadvantage.

Copyright

As earlier on defined, copyright is the legal right given to inventors of original works on the use,

production, reproduction, rental and sale of their works. In other words, itôs the right that does not  

allow individuals to copy intellectual property of the original owner. It controls the production of  

intellectual propertyright.

Copyright and copyright laws are used to protect original works of inventors from unauthorized  

reproduction, sale, rental and use of part or entire work. To use, reproduce, rent or sell, part or entire  

copyright material, you need the permission of the inventor, creator or originator.

Remember that before an inventor will be protected by copyright in Ghana, the invention must be  

registered at the Ghana Copyright Office. The symbol for Copyright is ©.
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Product Protected byCopyright:

¶ Poems, plays and stories.

¶ Paintings, sculptures, maps, and other architecturalmodels.

¶ Music albums and audio recordings in the form of cassettes andCDs.

¶ Movies, films and audio-visual recordings on cassettes andDVDs.

¶ Information broadcast by television and radiostations.

¶ Others are books, games, application software, pictures, podcast, logo,etc.

Copyright Laws

Copyright law is the law that protects original workers of inventors from unauthorized copying,rental,

sale ordistribution.

CopyrightInfringements

Copyright infringement is an act of reproducing, copying, imitating, selling, distributing,using,

exhibiting, etc. a copyright product or material without permission from the inventor. It is simply the act  

of breaking the copyright law. E.g.

¶ Piracy: Piracy is the unauthorized copying and distribution of copyrighted materials. A personwho

is copying and distributing without authorization is a PIRATE. Pirates produce the counterfeits of  

the original materials and sell them at lowprices.

¶ Plagiarism: Plagiarism is the taking of someone's work or idea and claiming it as your own. It is a  

criminal act and is punishable under the copyright laws of Ghana.

So Bluetoothing music, video, application, game or picture to someone without the permission of the  

inventor is copyrightinfringement.

Reasons for Copyright Protection(Laws)

¶ To encourage people to be innovative and invent newthings.

¶ To ensure that inventors gain financial benefits from their hard work.

¶ To increase the revenue of the Nation as it is easy to tax copyrightedmaterials.

¶ To protect the works ofinventors.

¶ To promote development because new things will always beproduced.

Consequences of Breaking CopyrightLaws

¶ Fine, imprisonment or both on the culprits / offenders.

¶ Confiscation of items.

¶ Discourages people from inventing newthings.

¶ Inventors lose financial rewards from theirinventions.

¶ Government loses revenue in the form of taxes andlevies.
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Chapter 19 - The Internet

The world is now a global village. The Internet and other Networks have brought people and countries  

much closer to oneanother.

What is the Internet?

The Internet is the global system of interconnected computer networks that use the Internet Protocol Suite  

(TCP/IP) to link billions of devices worldwide. It is a network of networks that consists of millions of  

networks of local to global scope, linked by a broad array of electronic, wired, wireless and optical  

networkingtechnologies.

Internet is simply a global network connecting millions of computers that communicate using wire or  

wireless technology. It is the largest network in the world and it is also called theNet.

With the Internet, it's possible to access almost any information, communicate with anyone else in the  

world, and do much more. You can do all of this by connecting a computer to the Internet, which is also  

called goingonline.

Network

A Network is the collection of two or more computers and hardware components that are linked together  

such that they can communicate using wire or wirelesstechnology.

NB:

V Wired Network is a network that uses network cables or wires to connect the computers in the  

network. It's also called Cable Network.

V Wireless Network is a network that does not use wires or cables to connect computers in a  

network. It uses wireless technologies such as GPRS, EDGE, Wi -Fi, WiMax, HSPA, infrared  

and Bluetooth to connect the computers in thenetwork.

The Main Types ofnetworks

¶ International Network (Internet)

¶ Local Area Network(LAN)

¶ Wide Area Network(WAN)

The International Network (Internet)

Internet as defined earlier is a global network connecting millions of computers that communicate using  

wire or wirelesstechnology.

Local Area Network (LAN)

Local Area Network (LAN) is a network of computers that are geographical close together (in a single  

building) such as school building, computer laboratory, office building,etc.
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Wide Area Network (WAN)

Wide Area Network (WAN) is a combination of two or more Local Area Networks (LANs). The  

computers are farther apart and are connected by telephone lines or radiowaves.

Other Types ofNetworks

¶ Wireless Local Area Network (WLAN) is a network that is geographical close together (in a  

single building) that uses wireless technology. That is, no wires or cables are used to connect the  

computers. It uses radio waves to connect thecomputers.

¶ Personal Area Network (PAN) is the network around a person for his/her personal use. PAN  

involves the use of USB cables, Bluetooth or Infrared in connecting the computers for  

communication.

¶ Home Area Network (HAN) is the network of digital devices in a user's home. Devices may  

include computer, printer, mobile devices, game consoles, remote control,etc.

¶ Campus Area Network (CAN) is a network within a limited geographical area such as university  

campus, company, government agency,etc.

¶ Metropolitan Area Network (MAN) is a network that spans a city or a metropolitanarea.

¶ Botnet is a network of zombie computers that perform large scale malicious acts on the internet.

¶ Intranet is a restricted private network within an organization that is only used by authorizedusers.

¶ Extranet is a private network of an organization or company or bank that can be accessed by  

customers. It uses Internet technology to securely share part of a business's information or  

operations with suppliers, vendors, partners, customers or otherbusinesses.

Advantages of an Intranet

¶ Commercial or confidential data is kept secured within theorganization.

¶ E-mails remain private and may also beencrypted.

¶ High bandwidth. No connection limits unlike theInternet

¶ Reliable. The organization will have dedicated IT personnel to keep things runningsmoothly.

¶ Information specificity tailored to the organization or staffôs needs can bepublished.

Advantages ofExtranets

¶ A cost-effective method to share and trade information and all other data effectively at any time to

the authorized people (internal and external) such as the customers, partners, investors, suppliers  

who are included within the built-upextranet.

¶ A platform for companies to conduct business-to-business deals. Can assist in strengthening  

relationships between two or moreorganizations.

¶ Useful when the staff of the company works outside the office, from their homes, or sales sites so  

that they can still be in with the company network with the accesspermission.

Services on the Internet

¶ World Wide Web(WWW)
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¶ Electronic mail(E-mail)

¶ File Transfer

¶ Onlinechat

¶ Blogging

¶ Social networking

¶ Podcast

¶ Websearch

¶ Internet television (OnlineTV)

¶ Internet radio (Netradio)

¶ Online shopping or e- commerce or InternetBanking.

World Wide Web (WWW) or Web

The World Wide Web (usually called the Web for short) is a collection of linked documents or pages

stored on web servers which is distributed across the world through the Internet . Web is a worldwide  

network that makes electronic information available to users. WWW is not the same as theinternet.

WWW is just a sub network within theInternet.

The web is based on Hypertext Transfer Protocol (HTTP) and the latest Secured Hypertext Transfer  

Protocol (HTTPs). Web developers use artificial web language called Hypertext Markup Language  

(HTML) to create Web pages for websites and store the Webpages on special storage computers called  

servers. Each webpage of a website stored on the web server has an address called Uniform Resource  

Locator (URL) or Website address. Computer users use web browsers to access the information on the  

web pages stored on webservers.

The purpose of a website can be almost anything: a news platform, an advertisement, an online library, a  

forum for sharing images, or a place for socialnetworking!

¶ How does the Internet work? When you visit a website, your computer sends a request over  

wires or wireless to a server. A server is where websites are stored, and it works a lot like your  

computer's hard drive. Once the request arrives, the server retrieves the website and sends the  

correct data back to your computer. What's amazing is that this all happens in just a fewseconds!

Electronic Mail

E-mail is the service on the internet used to send and receive digital messages on the internet. E-mail  

does not require both sender and receiver to be online at the same time before sending or receiving  

messages.
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Remember that you need to sign-up (register) for an e-mail account and obtain an e-mail address and  

password before you can use e-mail services such as STMP, POP, etc.

File Transfer

File transfer is a service on the internet used to transfer files from one location to another. There are two  

actions during file transfer. These are downloading anduploading.

¶ Downloading means to receive data or files from the Internet onto a localcomputer.

¶ Uploading means to send data or files from a local computer to somewhere on theInternet.

Online Chat

Online chat is any real-time communication between two or more persons over the internet. During online  

chat, both sender and receiver of message must beonline.

Types of Online Chat

¶ Internet Relay Chat (IRC) is a real- time text messaging designed for group or conference  

communication. Chat Rooms are used inIRC.

¶ Chart Rooms: is an area on the web where many people come together to communicate online. The  

conversations are in real time and are visible to everyone in the chart room. It is a site on the  internet 

where users communicate in realtime.

¶ Instant Messaging (IM) is an online chat service that involves text-based messages betweenusers.

E.g. WhatsApp, Telegram, etc.

¶ Voice over Internet Protocol (VoIP) is a real- time voice conversation between two or more  

persons on theinternet.

¶ Video Conferencing is a meeting in which the participants are in different places but are connected  

by video and audio links. It is a real-time voice and video conversation between two or more  

persons on the internet. Skype is the most popular software used in video conferencing. Devices  

associated with video conferencingare:

Input Devices suchas: Output Devices suchas:

¶ Videocamera

¶ Webcam

¶ Microphones

¶ CD/ DVD player

¶ Cassette player

¶ Computermonitor

¶ Television(TV)

¶ Projector

¶ Loudspeakers

¶ Headphones
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Web Search

Web Search is the use of web search engines to search the web for information. E.g. bing.com,  

google.com, yahoo.com,etc.

Blog

Blog is a page on the internet where people visit and write comments on a subject. It is like a website.

Podcast

Podcast is a multimedia file distributed over the Internet for, playback on portable media players such as  

iPod and personalcomputers.

Internet Television

Internet Television or Online TV is a service on the internet that enables digital distribution of television  

content on theinternet.

Internet Radio

Internet Radio is a service on the internet that transmits audio streaming from radio stations on the  

internet.

Online Shopping

Online shopping or Electronic commerce (E - commerce) or internet banking is the use of computers for  

transactions involving money on the internet. When using this service, users can sell items, buy items,  

send and receive money safely. E.g. tonaton.com, ebay.com, amazon.com, olx.com,etc.

Terms Relating to Internet andNetwork

¶ Server is a computer that is designed to run services to other computers called clients in a network.

¶ Web Server is a computer used to store web pages of websites for the World WideWeb.

¶ Client is a computer that is used to access shared information on a server in a network such as the  

internet.

¶ Home Page is the first page or main web page of a website. It is also called IndexPage.

¶ Uniform Resource Locator (URL) is the line of text used to open web pages of websites on the  

web. It's also known as Website Address. E.g. microsoft.com, ghanaweb.com, facebook.com,  

twitter.com, youtube.com, wikipedia.com, webopedia.com, dictionary.com, reference.com,etc.
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Server andClients

Protocol (Communication Language)

Protocol is themodeof communicationbetweencommunicationdevices. Internet Protocol (IP) is the

formatof communicationbetweencomputerson the internet. Examplesof internetprotocolsareHTTP,

FTP,SMTP,etc.

¶ Hypertext Transfer Protocol (HTTP) is the protocol used to transmit web pages of websites.

¶ File Transfer Protocol (FTP) is the Protocol used in file transfer service on theInternet.

¶ Simple Mail Transfer Protocol (SMTP) is the protocol used to send and receiveemails.

¶ Transmission Control Protocol / Internet Protocol (TCP/IP) is a combination of two protocols.  

The TCP establishes connection between two computers and ensures properly delivery of data.  

Whereas IP is used to deliverdata.

Internet Protocol Address

InternetProtocolAddress(IP Address)is a sequenceof numbersusedto identify computersandwebsites

on theinternet. e.g. 72.14.207.99, 69.171.229.11, etc.

Web Browser

A web browser is software that allows you to find and view information on the internet. It is software  

used to search the web to retrieve and present information on web pages to the users. E.g. Internet  

Explorer (default on Windows), Chrome, Firefox, Opera, Safari, Netscape, UC, Maxthon,etc.
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How to Launch a Browser

1. Click the "Start MenuButton" to display the "Start Menu"

2. Point to"All Programs" .

3. Point (select) browser of yourchoice.

4. Click on the selected browser (e, g. Internet Explorer) to launchit.

OR

¶ Double click the shortcut icon of a browser on thedesktop.

OR

¶ Right click on the shortcut icon of a browser on the desktop and then select (click) "open" from the  

pop-up options.

OR

¶ Simply click thebrowser icon on the "Quick Launch Bar".

Internet Explorer Browser

Features of a browser

1.Title Bar displays the name of the displayed web page, name of web browser and the control box. As  

you can see from the above picture, the name of the web page is 'Welcome to MSN.com' and the name of  

the browser is 'Microsoft InternetExplorer'.

2. Menu Bar consists of menu of commands that controls the operations of the web browser. E.g.File

Edit, View, Favorites,etc.

3.Standard Toolbar consists of buttons used to send commands to web pages. Standard Toolbar is also  

called Navigation Toolbar. E.g. Back, Forward, Close, Refresh, Home, Search,etc.
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Internet Explorerôs Standard Toolbar

Tools on the Standard Toolbar of I.E. Browser

¶ Back moves back to the previously viewed webpage

¶ Forward instructs the web browser to move forward by one webpage

¶ Stop instructs the browser to stop loading a webpage

¶ Refresh reloads the content of a webpage

¶ Home instructs browser to display the home page of displayed website. A home page is the  

first page that is displayed on awebsite.

¶ Search searches the web for specific information

¶ Favorites show favorite web pages that the userbookmarked

¶ Mail opens Microsoft Outlook so that the user can read and composeemails

¶ Print sends print command to printer to print displayed webpage.

4.AddressBar is the location where website address is typed before the web  

pages of the website are displayed by the web browser. Webpage is the displayed page by the web  

browser.

5. Horizontal Scroll Bar is used to move to the left and righ t of a webpage.

6. Vertical Scroll Bar is used to move up and down a webpage.

7. Status Bar displays the operations of the webbrowser.

Launching a WebPage

.

1. Launch a web browser (seeabove).

2. Delete the existing address in the address bar

3. Type the address of the web page you want to browse or view.

4. Press the Enter key on yourkeyboard.

Remember that when you launch a website using a website address or URL, you have in effect launched a  

webpage because a website is made up of webpages.
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Uses or Importance of the Internet

The internet is usedfor:

¶ Teaching andlearning

¶ Sending and receiving e- mails

¶ Browsing the WWW for anyinformation

¶ Downloading software, music andvideos

¶ Listening to music and watching videos(entertainment)

¶ Engaging in onlinebanking

¶ Watching television and listening to radio

¶ It is used in Search ofinformation.

¶ It is used for communicating with oneanother.

¶ It is used for teaching andlearning.

¶ It Is used for onlineshopping.

¶ It is used for watchingmovies.

¶ It is used for playinggames.

¶ It is used for customer supportservices.

¶ It is used for social networking.etc

Advantages of the Internet

¶ Information on almost every subjectimaginable.

¶ Powerful searchengines

¶ Download and update programs andsoftware.

¶ Ability to do research from your home versus researchlibraries.

¶ Information at various levels of study. Everything from scholarly articles to ones directed at  

children.

¶ Message boards where people can discuss ideas on any topic. Ability to get wide range of opinions.  

People can find others that have a similar interest in whatever they are interestedin.

¶ The internet provides the ability of emails. Free mail service to anyone in theworld.

¶ Platform for products like SKYPE, which allow for holding a video conference with anyone in the  

world who also has access.

¶ Friendships and love connections have been made over the internet by people involved in  

love/passion over similarinterests.

¶ Things such as Yahoo Answers and other sites where kids can have readily available help for  

homework.

¶ News, of all kinds is available almost instantaneously. Commentary, on that news, from every  

conceivable viewpoint is alsoavailable.

Disadvantages of the Internet

¶ There is a lot of wrong information on the internet. Anyone can post anything, and much of it is  

garbage.
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¶ There are predators that hang out on the internet waiting to get unsuspecting people in dangerous  

situations.

¶ Some people are getting addicted to the internet and thus causing problems with their interactions of  

friends and lovedones.

¶ Pornography that can get in the hands of young children tooeasily.

¶ Easy to waste a lot of time on the internet. You can start surfing, and then realize far more time has  

passed than you realized. Internet and television together of added to the more sedentary lifestyles  

of people which further exacerbate the obesityproblem.

¶ Internet has a lot of "cheater" sites. People can buy essays and pass them off as their own far more  

easily than they used to be able todo.

¶ There are a lot of unscrupulous businesses that have sprung up on the internet to take advantage of  

people.

¶ Hackers can create viruses that can get into your personal computer and ruin valuabledata.

¶ Hackers can use the internet for identitytheft.

¶ It can be quite depressing to be on the internet and realize just how uneducated so many people have  

become in today'ssociety.

Summary

¶ The Internet is the largest computer network in the world, with millions of computers all over the  

world connected to eachother.

¶ Web pages are stored on Web servers, which are always connected to the Internet so that people  

can view their Web pages 24 hours a day.

¶ Some of things you can do using Internet include sending and receiving e-mail, browsing the World  

Wide Web, posting and reading newsgroup messages, chatting with other Internet users, and  

downloadingsoftware.

¶ To connect to the Internet, you need an Internet Service Provider (ISP), a Web browser program  

and a phone line and modem or other connection to theInternet.

¶ To Connect to the Internet: Double-click the Internet Explorer icon on the desktop or click the  

Internet Explorer icon on the Quick Launch toolbar. If necessary, enter your user name and  

password and click Connect.

¶ To Display a Specific Web Page: Type the Web address in the Address bar and press<Enter>.

¶ Sometimes a Web page may not be available for viewing. This can be caused by a Web server  

being down where the Web page is stored, by Internet congestion, or by the Web page no longer  

existing. Try returning to the Web pagelater.

¶ A hyperlink is a link to another Web page or file. The pointer changes to a hand pointer whenever it  

is positioned over ahyperlink.

¶ To Use a Hyperlink: Click the hyperlink with thepointer.

¶ To Go Back to the Previous Page: Click the Back button on thetoolbar.

¶ To Stop the Transfer of Information: Click the Stop button on thetoolbar.

¶ To Refresh a Web Page: Click the Refresh button on thetoolbar.
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¶ Hacker is a person who overcomes security and gain unauthorized access to computers software  

and networks to steal and blockinformation.

¶ Home page: It is the first page that appears when a websiteopened.
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Chapter 20 - Technologies Used to Access theInternet

As said earlier, the internet can be used to access information, communicate with someone, share files,  

etc. But this cannot be done without an access to Internet. There are various technologies used to access  

the Internet. The technologiesare:

¶ Dial-Up

¶ Broadband

¶ Wireless Internet Service Provider(WISP)

¶ Mobile Internet

Dial-Up Internet Service

Dial-up Internet access is a form of internet access that allows connectivity to the internet through a  

standard telephone line. It is also known as Integrated Services Digital (ISD) Network. It requires that  

you join an ISP in order to link a telephone line to a modem or router and to have access to the dial-up  

gateway.

If you are looking for an inexpensive (cheap) internet service, dial-up is the way to go. Because dial-up is  

cheap, it has the slowest type of access you canget.

Broadband Internet Services

Broadband Internet service truly is the most used form of Internet access because of its high access  

speeds. It is offered in four different forms: DSL, fiber-optic, cable, wireless andsatellite.

Digital Subscriber Line (DSL)

DSL internet service makes its connection by utilizing unused telephone wires that cause no interruption  

to your telephone service. The speed you experience with a DSL connection varies with your distance  

from the switching station. A DSL modem and an Ethernet card are required for installation. A splitter  

may also be required. A splitter is a frequency filter that separates the high frequencies used for sending  

data upstream and receiving data downstream from the low frequency range used forvoice.
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Cable (Coaxial Cable)

The broadband cable connection is provided by the local Cable TV Providers. Here the cable Internet  

connection speed varies with the number of users on the service at a specific point in time. Cable Internet  

connection is good for homes. It's not usually a viable solution for businesses because of limitations  

which include the wiring, congestion and delay (i.e. slows down when a lot of people are usingit).

Fiber-Optic

The technologies that weôve talked about so far use electricity and copper wires to transmit the signal.  

Then along comes fiber optics. In its simplest terms, the signal is light and the medium is a special type of  

flexible glass or clear plastic cable. Glass allows light to travel quite well, right? Fiber-optic is the newest  

and fastest broadband service or Internet connection thusfar.

WirelessBroadband

TheISPwill connectto theInternetthrougha cabledconnectionandthenbroadcastthatconnectionusing

radiowaves. You, asthecustomer,would havesomesortof antennaandmodemsetupthatwould let you

communicatewith theISP.

SatelliteBroadband

The last and slowest broadband service is provided by satellite. Satellite Internet service requires special  

modem that is connected to a computer and a satellite dish. Satellite Internet connection can be a one-way  

connection (only for downloading) or a two-way (for both downloading and uploading). Satellite  

connection needs a clear, unobstructed view of the southern sky to receive the signal and it is available  

everywhere.

Satellite Internet

Wireless Internet Service Provider(WISP)

A wireless Internet service provider (WISP) is an Internet service provider with a network based on  

wireless networking. Technology may include commonplace Wi-Fi. It requires several piecesof
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equipment such as a wireless card or antenna, and a wireless router. WISP does not require a cable  

between you and your ISP.

Mobile PhoneInternet

A mobile phone is a hand-held device used to send or receive voice calls and texts over a radio wave. The  

mobile phone has a very wide variety of uses. Some of whichare:

¶ VoiceCalls

¶ TextMessages

¶ MultimediaMessages

¶ InternetServices

¶ Short - range Communication (Infrared, Bluetooth, hotspot,etc.)

Not all mobile phones can do the above. The mobile phones that do the above computer-based services  

are called Smart Phones. Smart phones are able to do the above services by the help of a small microchip  

placed underneath the battery of a mobile unit called Subscriber Identity Module (SIM).

Smart phones, apart from providing Internet access to itself, can also provide access to other devices such  

as computers through a process calledtethering.

NB: Tethering refers to the ability of a smart phone to share Internet connection with other devices  

such as a computer. It is the use of mobile phones as modems to connect to computers and other devices  

that can be used to surf theInternet.

This is done through the use of Universal Service Base (USB) cable, Bluetooth or Wi-Fi hotspot.

Wi-Fi Router

Mobile Internet works with radio waves, similar to wireless broadband. Most people donôt realize that  

their cell phones are actually a type of a radio.

There are several different ways that data can be sent over the cell signal. Youôve heard the terms  

General Packet Radio Service (GPRS), Enhanced Data rates for Global Evaluation (EDGE), 2G,  

High-Speed Downlink Packet Access (HSPA) or 3G+, 4G and more recently, LTE. Each of those  

methods has a different way of sending data. 2G is an older, slower method and LTE is the newer faster  

method. Service providers sometimes call mobile Internet as Wireless Mobile Broadband.
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Internet Service Provider(ISP)

An Internet Service Provider (ISP) is a company that is able to provide you with access to the Internet.  

Your ISP makes the Internet a possibility. In other words, you can have shiny computer with a built-in  

modem but without a subscription with an ISP, you won't have a connection to the Internet. Therefore, an  

ISP is your gateway to the Internet and everything else you can doonline.

Examples of Internet Service providers in Ghana include:

¶ MTN Ghana

¶ Vodafone Ghana

¶ Airtel Ghana

¶ Glo Ghana

¶ ZipïNet

¶ Africa online

¶ Network Computer Systems (NCS)

¶ Surfline

¶ Busy Internet (now Busy)

Summary

In summary, devices that may be used when connecting or accessing to the internet are computer,  

Modem, Mobile phone, Telephone, Satellite, Router, I -pad, etc.

¶ A broadband or digital modem is much faster than a standard modem, with speeds up to 6,000K bps.  

Broadband modems include ISDN, DSL, andCable.

¶ A gateway is a network that allows entry into anothernetwork.

¶ Router is a hardwaredevicethatallowsyou to connectseveralcomputersandotherdevicesto a

singleInternetconnection,which is knownasa homenetwork. Many routersarewireless,which

allowsyouto createahomewirelessnetwork,commonlyknownasaWi-Fi network.

¶ Modem is a connectiondevicethatallowsyou to connectyour computerto theinternet. It converts

digital informationinto analogueinformationandtransmitsit overthephone.

Examples ofModems
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Chapter 21 - Basic Storage Media, Devices andMemories

RelatedTerminologies

¶ Storage device is any mechanism capable of reading and writing information from and on a storage  

medium. In other words, itôs the mechanism that is used to record and retrieve items to and from a  

storage medium. Some storage devices are storage media. They can read, write andstore.

¶ Storage medium (plural is media) is any physical material capable of holding information either  

temporarily or permanently and at the same time information can be retrieved from it. One  

commonly used storage medium is a disc, which is round, flat piece of plastic or metal with or  

without a magnetic coating on which items can be read andwritten.

¶ Memory is a place in storage media / devices where information is read, written, stored and  

retrieved by the CPU. The medium and the device, together, form thememory.

¶ Storage holds items such as data, instruction and information. Storage is mostly non-volatile which  

means that items in storage remains even when power is removed from thecomputer.

Memory versusStorage
Memory holds data and instructions temporarily while they are being processed by the CPU. Storage  

mostly holds items such as data, instruction and information for future use.

Think of storage as a schoolbag used to hold books and memory as the top of your desk. When you need  

to work with a book, you remove it from the schoolbag (storage) and place it on your desk(memory).

When you are finished with the book, you return it to theschoolbag.

NB: From the above, one can say, storage medium, storage device and memory mean different  

things but they can sometimes be usedinterchangeably.

Storage involves two processes:

¶ Reading (retrieving) : Reading is the process of retrieving information from a storagedevice.

¶ Writing (storing): Writing is the process of storing information on a storagedevice.

Main Storage Memory (Devices)

A computer has two main storage devices. Theseare:

¶ Primary Storage Memory (Device): It is an area in a computer in which data is stored for quick  

access by the computerôs processor. It is any storage device that can stores volatile data ina

computer. This Primary Storage has a limited capacity but it is very important as the processing unit  

of the computer can act directly only on instructions and data on the primary storage. Primary  

storage is also known as Main memory, Main Storage, Internal Storage or simply Memory.

E.g. Random Access Memory (RAM), cache,etc
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¶ Secondary Storage Memory (Device): It is any non-volatile storage device that is internal or  

external to the computer that allows permanent data storage. A Secondary Storage device is also  

known as Auxiliary Storage Device or External Storage Device. E.g. Hard Disk Drive (HDD),

Random Access Memory(RAM)

RAM is a hardware device that allows information to be stored and retrieved on a computer. RAM  

commonly called ñmemory", is considered primary storage, since it stores data that is directly accessible  

by the computer's CPU at a very high speed. Itôs the working environment of thecomputer.

RAM Chips

Dataremainin RAM aslong asthecomputeris running. Whenthecomputeris turnedoff, RAM losesits

data. Whenthecomputeris turnedon again,dataareonceagainloadedinto RAM. Becauseof this,RAM

is considereda volatile memory, which meansthat thestoredinformationis lost whenthereis no power.

ThisalsomakesRAM a temporary storagedevice.

In short, the RAM is the main memory and allows you to temporarily store commands and data. The CPU  

reads data and command RAM to perform specific tasks. RAM is made up of chips (integrated circuit),  

which can be expanded. RAM is like a notebook. You can read from it and write into it

Types of RAM

¶ Dynamic RAM (DRAM) is by far the most widely used. It stores each bit of data using a transistor  

and capacitor pair.

¶ Static RAM (SRAM) : The term static refers to the fact that it maintains its current state without  

having to be refreshed on a regularbasis.

NB: Cache (pronounced cash) is a small-sized type of volatile computer memory that provides high  

speed data access to a processor and stores frequently used computer programs, applications and data.  

Memory cache helps speed the processes of the computer by storing frequently used instructions and data.  

When the processor needs an instruction or data, it first searches in thecache.

Read Only Memory (ROM)

The ROM is the memory that retains its contents even after the computer is turned off. ROM is non-

volatile or permanent memory that is commonly used to store commands such as the commands and  

programs. The programs which are needed to start up your computer (E.g. to boot the computer) are  

stored in ROM. ROM is like a textbook. You can read from it but you cannot write into it.
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Read Only Memory (ROM) Chips

Differences between Primary and Secondary Storage Memories(Devices)

Primary Storage Devicese.g.

RAM

Secondary Storage Devicese.g.

HDD
1 They arevolatile They are not volatile

2 They areexpensive They are not expensive

3 They are small in capacity They have largecapacity

4 They hold data used by thecomputer They hold data used by theuser

5 These are semi-conductormemories These are magnetic and opticalmemories

6 They are the mainmemories They are used as backupmemories

7 They are working memory of thecomputer They are used for storage of data incomputers

8 Faster than secondarymemories Slower than primarymemories

9 Computer canôt run without primary  

memories

Computer may run without secondarymemories

Types of Storage Media /Devices

¶ Magnetic media / Devices

¶ Optical media / Devices

¶ Flash media / Devices

Magnetic Storage Media / Devices

Magnetic storage media is any physical material capable of holding information magnetically. On the  

other hand, Magnetic Storage device is any device that manipulates magnetic fields on a medium in order  

to record audio, video or other data. Several types of magnetized media are used in computer systems,  

including hard disk drives, floppy disks and magnetic tape. It is a form of non-volatile storage.

Hard DiskDrive

A Hard Disk Drive (often shortened as Hard Disk, Hard Drive or HDD) is a non-volatile storage  

device that stores digitally encoded data on rapidly rotating rigid (i.e. hard) platters with magnetic  

surfaces.

It stores all programs and data in the computer. Hence the hard disk is referred to as the Memory Bank of  

a computer. The hard disk memory is permanent so that the programs and data are not lost whenthe
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computer is turned off. Hard drives are secondary storage devices since they are not connected directly  

to the CPU. They are not as fast aRAM.

Types of HardDisk

¶ Internal Hard Disk Drive: It is placed inside the system unit and stores the operating system of the  

computer as well as other programs and userfiles.

Internal Hard Disk Drive

¶ External Hard Disk Drive looks and works almost like the internal one but is connected outside  the 

system unit through a cable. The external hard disk drive is portable and can be carried from one  

computer toanother.

External Hard Disk Drive

Parts of Hard DiskDrive

¶ Platter: Platter is a circular, metal disk that is mounted inside a hard disk drive to store data.Each

platter can store data on both sides of the platter. The more the platters, the larger the storage  

capacity of thedrive.

¶ Spindle Motor : The Spindle motor is the motor that turns the platters. Many hard drive failures  

occur due to spindle motor not functioningproperly.

¶ Actuator : An actuator is an electronic device controlled by a motor that moves the hard drive head  

arm.

¶ Read/Write Heads: The heads convert the information, which is in the form of bits to magnetic  

pulses when it is to be stored on the platter and reverses the process whilereading.

¶ Logic Board: The logic board is an intelligent circuit board integrated into the hard disk unit. Drive  

Bay: Drive Bay is an enclosure designed to protect the hard drive from the outside air, dust and  

other contaminants.

¶ Ribbon cable: The ribbon cable is the flexible wire that link read/write heads to the logic board.
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Parts of the HDD

Floppy Disk Drive(FDD)

A Floppy Disk Drive is a computer disk drive that enables a user to save data to removable diskettes. A 5  

1/4" floppy disk was capable of storing between 360KB and 1.2MB of data, and the 3 1/2" floppy disk  

was capable of storing between 360KB and 1.44MB of data.

Floppy Diskettes

Today, due to their extremely limited capacity, computers no longer come equipped with floppy disk  

drives. This technology has largely been replaced with CD-R, DVD-R and flashdrives.

Optical Storage Media / Devices

Optical storage media is any physical material on which data is written and read with a laser. On the other  

hand, Optical storage device is any device that manipulates laser beam on a medium in order to record  

audio, video or other data. Optical Storage, stores data on a disc as a number of data dots (that is óburnô  

onto the surface of the disk through a process is known as óburningô) that can be read using light (usually  

a laser beam). Each dot represents 1ôs and 0ôs (Bits of information). Data is read by shining the laser  beam 

onto the surface of thedisc.

In order to read/write data on a disc you need a 'discdrive'.

Page146



ICT fo r J H S

Optical Disc Drive

CD / DVD

A Compact Disc (CD) is a small,portable,roundmediummadeof mouldedpolymerfor electronically

recording,storing,andplayingbackaudio,video,text,andotherinformationin digital form.

On theotherhand,a DVD standsfor Digital Versatile Disc. It looksalmostidenticalto a CD. A single

DVD canstoreasmuchinformationasseveralCDs. A DVD drive canalsoplay thesame,greatmovies

thatyoucanwatchonaDVD player. DVD driveshavereplacedCD drivesin computers.

CD-R / DVD-R

CD-R stands for Compact Disc-Recordable. The information you write or burn to a CD-R is permanent  

and canôt be changed or erased. So CD-Rs are used to create musical CDs that you can listen to in a stereo  

system.

Re-writable DVD drives, that can record or burn information to special type of DVD are available in the  

market. If you have a DVD-RW drive you can permanently store information on a DVD-R. The  

information you write or burn to a DVD-R is permanent and canôt also be changed or erased.

DVD-R stands for Digital Versatile Disc-Recordable. You can also use DVD-R to create musical and  

video DVDs that you can listen to andwatch.

CD-RW / DVD-RW

Unlike CD-R, a CD-RW (Compact Disc-ReWritable) can be written to many times. You can also  

modify and erase information on a CD-RW many times, if you have a CD-RW drive, of course.

On the other hand, unlike DVD-R, a DVD-RW (Digital Versatile Disc-ReWritable) can also bewritten

to many times. You can also modify and erase information on a DVD-RW many times, if you havea

DVD-RW drive, of course.

CD ROM andDVD-ROM

CD-ROM stands for Compact Disc-Read Only Memory . What this means is that you can only read  

information from a CD-ROM; you canôt add new information in a way. A CD-ROM drive lets you  

install programs, run CD-ROM based programs, and play audioCDs.

DVD-ROM , on the other hand, stands for Digital Versatile Disc-Read Only Memory. What this also  

means is that you can only read information from a DVD-ROM; you canôt add new information in a way.

NB: Other optical discs are DVD-RAM and Blue-Ray Disc.
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Optical Storage Media

Initially, CDs were read-only, but newer technology allows users to record as well. CDs will probably  

continue to be popular for music recording and playback. A newer technology,the

Digital Versatile Disc (DVD), stores much more in the same space and is used for playing backmovies.

Flash Memory /Media

Flash memory is an electronic (solid state) non-volatile storage medium that can be electrically erased and  

reprogrammed. It stores and retains data without any external power source on a chip. Inside the flash  

chip, data is stored in cells protected by floating gates. Tunneling electrons change the gateôs electronic  

charge in a flash {hence the name), cleaning the cell of its contents so it can be rewritten. Examples are  

flash drives, flash cards and memory cards (SDcards).

FlashDrive

A flash drive is a portable removable and rewritable storage device that uses an integrated circuit memory  

chip to store data. It is often the size of a human thumb and it connects to a computer via a Universal  

Serial Bus (USB) port. Itôs also known as pen drive; memory stick or datastick.

Flash drive will only work when plugged into the USB connector and draws power from the supply  

provided by the connection. The device will not work unless connected to a computer or any other device.  

Flash drives are an easy way to transfer and store information and they are available in sizes ranging from  

1 GB to 1TB.
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Flashcard

Flash card arecommonlyusedasthe film for digital camerasandcanalsobereadby PDAs,tablets,

smartphonesandotherphones. Therethreedifferent typesof flashcards: compactflashcards,smart

mediacardsandmemorystick.

Other storagedevices

SDCards

Secured Digital (SD) card is an ultra-small non-volatile flash memory card for portable devices such as  

mobile phones, cameras, audio players,etc.

Adapter Plug and SDCards

Performance of the StorageDevices

To increase the performance of the storage devices, storage system has been divided in to the several units  

suchas;

¶ PrimaryMemory

¶ SecondaryMemory

¶ Cache memoryAccordingly,

The performance of the computer goes up if the collective memory (Primary, secondary, and Cache) is  

high.

StorageCapacity

Storage capacity is the amount of information that can be stored on a storage device. Storage capacity is  

measured in bytes. A byte is a group of 8 bits. A bit can hold only one of these two values, 0 or 1. The  

smallest unit of data the computer can take isBit .
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0 1 bit
1 1 bit

0110 4 bits

01101011 8 bits or 1byte
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Bit is an abbreviation of the expression BInary digiT. It is called binary, since it is derived fromthe

binary number system. A sequence of 8 bit is known as 1 byte as you can see in the abovetable.

¶ 8bits ééééééééé...é.1 bytes

¶ 1024byteééééééé...é...1 kilobyte (KB)

Note; 1024 bytes can be rounded to one thousand (1000) bytes for the sake of simplicity.

¶ 1000KB ééééééééé.1 Megabyte (MB) óIs roughly 1million bytes.ô

¶ 1000MB ééééééééé.1 Gigabyte (GB) óroughly 1billionbytes.ô

¶ 1000GB ééééééééé. 1 Terabyte(TB).

Importance Features of StorageMedia

¶ Some on them havecracks.

¶ They havesectors.

¶ They have dataarea.

¶ They have silver coatedsurfaces.

¶ They are non-volatile / Store datapermanently.

¶ Capacity reckoned in terms of bytes / megabytes / terabytes.

¶ It has addressable units.

¶ It is accessed sequentially or randomly.

¶ Made of plasticmaterial.

¶ Data are recorded on sectors with tracks.

¶ Each track is sub-divided intosectors.

Reasons for Storing Information / Documents

¶ For future use

¶ For safe keeping

¶ To save time of creating the same information in thefuture

¶ For easyaccess

Uses and importance of storageDevices

¶ They are used for making Back-Up copies of important information. (NB: Back-Up means copy of  

any information on a computer stored on storagedevices).

¶ Storage devices make it possible to produce and distribute commercialsoftware.

¶ For storinginformation.

¶ Storage devices are used for transferring or sharing information betweencomputers

¶ They are used for storing software and information that you do not need to useimmediately.

¶ Use for securing information anddata.
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Ways to Protecting StorageMedia

¶ Keeping storage media in a protectivejack.

¶ Keeping storage media away from magneticfield.

¶ Write-protect storage media.

¶ Keeping storage media away from magneticfield.

¶ Keeping storage media away fromdust.

¶ Keeping storage media in a protectivecase.

¶ Keeping storage media from hotenvironment.

Difference between Hard Disk and Flash Drive (Pendrive)

Hard Disk Pen Drive

1 Much greater storagecapacity Less storage capacity

2 Usuallyfixed Removable

3 Heavy in weight Lighter inweight

4 Faster Slower

5 It is larger (less portable) It is much smaller (moreportable)

Difference between Hard Disk and Optical Storage

Hard Disk Optical Storage

1 Much greater storagecapacity Less storage capacity

2 Usuallyfixed Removable

3 Heavy in weight Lighter inweight

4 Durable Breakable

5 Faster Slower

NB: Formatting a disk refers to preparing a disk for use or preparing a disk to acceptdata.

Summary

Å Computers function based on the binary system, where on is represented by a one (1) and Off is  

represented by a zero(0).

Å A Bit is the smallest memory unit. Bit stands for binarydigit.
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Å Eight bits make one Byte. A byte equals one character (letter, number, or symbol).

Å 1,024 bytes make one Kilobyte (K or KB) which is equivalent to a one-page, double-spacedletter.

Å 1,048,576 bytes make one Megabyte (M or MB) which is equivalent to anovel.

Å 1,073,741,824 bytes make one Gigabyte (G or GB) which is equivalent to an encyclopediaset.

Å 1,099, 511,627,776 bytes make one Terabyte (T or TB) which is equivalent to a small bookstore.

Å RAM : Stands for Random Access Memory. This is computerôs main memory, which is used to  

process information. You can read from and write to RAM. RAM is volatile, and any data  

disappears when you shut off computer.

Å ROM: Stands for Read Only Memory. This is the computerôs low-level memory, which is used to  

perform its most basic functions. You can read from, but not write to ROM.

Å CD-ROM: Stands for Compact Disc-Read Only Memory. A CD-ROM drive lets you install  

programs, run CD-ROM based programs, and play audio CDs. A CD-ROM holds about 650MBof

information.

Å CD-R: Stands for Compact Disc-Recordable. Lets you permanently write or burninformation.

Å CD-RW: Stands for Compact Disc-ReWritable. Can be written to and modified manytimes.

Å DVD Drive

Å DVD: Stands for Digital Versatile Disc. A DVD disc looks like a CD-ROM but can store much  

more information.

Å Recordable and ReWritable DVDs: There are several competing, non-compatible formats out there,  

including DVD-R /DVD-RW and DVD+R/ DVD+RW.

Å Ripping: is the process of coping information from a CD orDVD.

Å Floppy disks are slow and can only store 1.44MB. They are all butobsolete.

Å Zip and Jaz drives are removable storage devices that have features of both floppy and harddisks.

Å Formatting a disk prepares it for use, so that it can be read and use by the computerôs operating  

system. Formatting a disk erases everything onit.
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Chapter 22 - Basic Input Devices and their Functions

What is an Input Device?

An input device is any hardware device that sends data to a computer, allowing interaction and control the  

computer. E.g. Keyboard, Mouse, Microphone, Camera / Webcam, Scanner, Light Pen, Touchscreen  

(Finger), Stylus, Digitizer, Barcode Code Reader, Trackball, Biometrics (Finger) Scanner, Joy Stick, etc.

Types and Functions of InputDevices

Keyboard

The computer keyboard is a wide rectangular object that is equipped with buttons on which there are  

letters (alphabets), numbers, and other characters and symbols. The keyboard is like a typewriter. It  

consists of a series of keys that can be pressed to input commands or letters. The keyboard is sometimes  

called QWERTY Keyboard .

The name QWERTY is derived from the first six letters in the top- left alphabet row. The QWERTY  

layout was originally designed for typewriters and was meant to prevent typewriter keys from jamming.  

QWERTY is considered inefficient because it slows typing speeds. Because of the slowness of the  

QWERTY keyboard, DVORAK Keyboard (layout) wasinvented.

DVORAK keyboard is designed so that the middle row keys include the most common letters. In  

addition, common letter combinations are positioned in such a way that they can be typedquickly.

¶ Functions:

1. It is used to write documents

2. It is used to navigate user interfaces in lieu of amouse.

3. It is used to send commands/instructions to computer.

Mouse

The computer mouse is a funny looking object that frankly looks like a real mouse. Originally, computers  

came with keywords without mouse. But in 1988, Dong Engelhardt invented the mouse.

The mouse is handheld pointing device that allows you to control the actions of the blinking item on  

your screen called cursor.

Types of mice

¶ The Mechanical Mouse: The mechanical mouse has two buttons, namely, left click and right click

buttons. A scroll wheel has now been added to make the buttons three (3). A roller ball is also on  

theunderside.

¶ Optical Mouse: Optical mouse is one of the latest innovations which operate by using an infrared  

sensor. You can identify an optical mouse by the tell-tale red glow emanating from its underside.

¶ Cordless Mouse: Cordless mouse, also called a wireless mouse, is a mouse that connects to a  

computer without the use of wires. Instead, the mouse uses wireless technologies, like Bluetooth or
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Infrared radio waves. Usually, a USB receiver is plugged into the computer and receives signals  

from the cordless mouse. Cordless mice need batteries to work. An example of a cordless mouse is  

the OpticalMouse.

¶ Trackball : A trackballis essentiallya mouselying on its back. It consistsof a ball heldby a socket

containingsensorsto detecttherotationof theball. Theuserrolls theball with a finger to movethe

pointer. Sincethewholedeviceis notmoved,a trackball requireslessspacethana mouse.

¶ GStick: ThegStickis a computermouseshapedlike a pen. ThegStickworksexactlythesameway

asanymouse,but you hold it differently, just asyou would a penor pencil. But this meansthatyou

caneasilysignyourname,draw,paintor sketch,playgamesandmuchmore.

Types ofMice

¶ Functions: The mouse allows the user to select objects (click), move windows (drag), open  

applications (double click) or scroll through long documents or Webpages.

NB: Mouse pad refers to a surface on which a mouse can be moved. It is typically a rectangular  

rubber pad covered with fabric, providing more traction than a wooden or glass desktop or tabletop.

Touchpad

Touchpad is a small rectangular surface that you can move your finger on it to control the movement of  

the mouse pointer (cursor) on the computer screen. It is a pointing device on laptops andnotebooks.

Another name for Touchpad is Trackpad. Like the mouse, the Touchpad has three parts (buttons). These  

are:

¶ Touchsurface

¶ Left click

¶ Rightclick
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Touchpads

¶ Function: A touch pad is small, touch-sensitive pad used as a pointing device on some portable  

computers. By moving a finger or other object along the pad, you can move the pointer on the  

displayscreen.

Pointing Stick

Pointing stick or track point; is a pointing device that looks like a pencil-top eraser in the middle of the  

keyboard of laptopscomputer.

Pointing Stick

¶ Function: It is used for pointing.

Microphones

Microphone is an input device that is used to input sound into a computer. You hold the microphone up to  

a source, most likely a person's mouth, and it registers the sounds and inputs them into audio recording  

applications.

Microphones

¶ Function: The microphone is used for various applications like adding sound to a multimedia  

presentation or for mixing music. This will let you do many things, from recording a song to talking  

to someone on Skype.
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Scanner

A scanner is a device that captures and converts documents (text, pictures, graphs, diagrams, etc.) to  

images. It is lot like a photocopier

Scanners

Types of scannerare;

1. Hand Held Scanners

2. FlatbedScanners

3. Digital Camera

¶ Function: By placing a piece of media in a scanner, you can create an image file that can be opened  

and manipulated on thecomputer.

Barcodereader / scanner

Barcodereaderis a hand-heldor stationaryinput deviceusedto captureandreadinformationcontainedin

a barcode. Barcodereaderconsistsof a scanner, a decoderanda cableusedto connectthereaderwith a

computer. It is alsocalleda price scanneror point-of-sale(POS)scanner.

Barcode reader / scanner

¶ Function: It is used to capture and read information contained in a barcode

Camera(Webcam)

Camera is an optical instrument for capturing images or recording videos. On the other hand, Webcam is  

a video camera that feeds or streams its image in real time to or through a computer to computernetwork.

Page156



ICT fo r J H S

Camera (Webcam)

¶ Function: It allows you to record and send small videos or have a video chat with someone over the  

Internet.

Light Pen

Light pen is input device that utilizes a light-sensitive detector to select objects on a display screen. A  light 

pen is similar to a mouse, except that with a light pen you can move the pointer and select objects on  the 

display screen by directly pointing to the objects with thepen.

Light Pens

¶ Function: It is used to select objects on a displayscreen.

Stylus

Stylus pens is an input device that is used for writing and selecting on touch resistive and capacitive  

screens.
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Selecting with Stylus

¶ Function: These pens allow users to "write" on the touch screen much as they would a pad of paper,  

allowing input of handwriting, drawings and othergestures.

Digitizer

Digitizer is an input device which converts analogue information into digital form. Digitizer is also  

known as Graphics Tablet because it converts graphics and pictorial data into binary inputs.

Digitizers (Graphic Tablets)

¶ Function: A graphic tablet as digitizer is used for doing fine works of drawing and image  

manipulation. It allows artists to draw more naturally in a graphics application. They have a stylus  

that you can use to draw on a flat panel.

Joystick

Mostly used for computer games, a joystick is lever that moves in all directions and usually controls  

some type of movement on the computer. It consists of a stick on a base with various buttons that have  

differentfunctions.

Joysticks

¶ Function: It is used in racing and flying games.
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GamePad

Game pad is a device with buttons and levers that moves in all directions and usually controls some type  

of jumps and movements on thecomputer.

GamePad

Optical Mark Reader/Recognition(OMR)

An optical mark reader is a device that reads pencil marks on a specially designed paper and converts  

into digital form for computer usage. Optical mark readers are used for multiple choice answer  

sheets, where it scans the answers to the computer for analysis andgrading.

Optical Mark Reader

Functions of Input Devices

1. Used to input data/information into thecomputer.

2. Used to give the computer commands andinstructions.

3. Change human language to computerlanguage.

Summary

¶ A mouse acts as a handheld pointing device and controls the actions of that blinking item on your  

computer screen known as acursor.

¶ A keyboard lets you enter information and commands into acomputer.

¶ A digital camera lets you take pictures and transfer them to acomputer.

¶ The quality, or resolution of the pictures a digital camera can take are measured in megapixels, or  

millions of pixels (dots). The more pixels,the
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¶ Other input devices include touch pads, track balls, light pens, scanners, joysticks, and  

microphones.

¶ input devices such as Mouse, Trackball, Joystick, Trackpad (Touchpad), Light Pen and stylus are  

Pointingdevices.

¶ A CRT Monitor is an older type of monitor that looks like a televisionscreen.

¶ A Flat Panel LCD Monitor is a newer type of monitor that is thin, lightweight and somewhat  

expensive.

¶ The size of a monitor is measured diagonally across the screen. Average monitor sizes range from  

15-inches to 21-inches.

¶ The monitor refresh rate determines how quickly the monitor redraws, or updates, the image on the  

screen. Most monitors have a refresh rate of 72MHz orbetter.

¶ A screen saver is a moving picture that appears on your computer screen when you donôt use your  

computer for a while.

¶ Some computer devices have both input and output functions. Examples include touch screen  

monitors, camera, and multifunctionprinters.
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Chapter 23 - Basic Output Devices

What is an Output Device?

An output device is any peripheral that receives data or information from a computer for display,  

projection or physical reproduction. E.g. Monitor, Printer, Speaker, Headphone, Projector, Television  

(TV), etc.

Types of OutputDevices

Monitor

Monitor is theoutputdevicethatdisplaystheinformationon thecomputerto theuser. It is alsoa device

thatconvertscomputeroutputinto displayedtext charactersandgraphics. Themonitor is alsocalledthe

screenor Visual Display Unit . It is like a television(TV) .

Types of Monitors

¶ Cathode Ray Tube(CRT)

¶ Flat PanelDisplay

CathodeRay Tube (CRT) monitor: is a typeof monitorthat lookslike theold typeTV which is very

heavywith a longback.

Cathode Ray Tube(CRT)

Flat Panel Display (FPD) is a monitor that is flat in front and at the back. E.g. Liquid Crystal Display  

(LCD) and Light Emitting Diode (LED)

Flat PanelDisplay
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Cathode Ray Tube (CRT) Flat Panel Display (e.g.LCD)
1 It uses electron guns to createimages. It creates images with liquidcrystals.

2 It can stand electricoutages. It screen can easy break down by electricoutages.

3 Weighted, bulky and largesize Light, compact and thin in size.

4 It consumes highpower. Consumes low power.

5 Imageflickering. Image donôtflicker.

6 It can be viewed in long distance. It can be viewed in short distance.

7 It has goodresponse. It has slowresponse.

¶ Function: The monitor allows the user to see what the computer hasprocessed.

NB: Most Monitors are multi -coloured or coloured. A monitor which displays output only in one  

colour is called monochrome (also known as black and white or greyscale).

Printer

Theprinter is anoutputdevicethatputstext andimagesontoa paper. Itôsa devicethat is usedto produce

hardcopyfrom softcopyon a computer. A documenton thecomputeris calledsoftcopywhile a document

whichhasbeenprintedontoapaperis calledhardcopy.

There are two (2) primary categories of printers:

¶ Impactprinter

¶ Non-impactprinter

ImpactPrinter

Theimpactprinter is a printerthatprintsthecharactersandimagesby usingpinsor hammersto strike

(press)an inked ribbon againstthepaper. Examplesimpactprintersarethe line printers,daisyWheel

printers,dotmatrix,etc.

Non-ImpactPrinter

A non-impact printer is a printer that uses laser or beam to form texts or graphics image by spraying ink  

or transfer marks on the paper without using ribbon. The most common non-impact printers are ink-jet  

printers and LaserPrinters.

Laser Printer : Thesearenon-impactpageprinters. Theyuselaserlights to producethedotsneededto

form thecharactersto beprintedonapage.

Laser Printer 1Laser Printer
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Inkjet Printer : Inkjet printers are non-impact character printers based on a relatively new technology.  

They print characters by spraying small drops of ink onto paper. Inkjet printers produce high quality  

output with presentablefeatures.

Inkjet Printer

Inkjet Printers make less noise because no hammering is done and these have many styles of printing  

modes available. Colour printing is also possible. Some models of Inkjet printers can produce multiple  

copies of printingalso.

Plotter

A plotter is a computer hardware device much like a printer that is used for printing vector graphics.  

Instead of toner, plotters use a pen, pencil, marker , or another writing tool to draw multiple, continuous  

lines onto paper rather than a series of dogs like a traditional printer. There are three different types of  

plotter:

¶ Flatbed Plotters - These hold the paper still while the pensmove.

¶ Drum Plotters - These roll the paper over acylinder.

¶ Pinch-Roller Plotters - These are a mixture of the two typesabove.

Plotter
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Speaker

A Speakeris usedto outputssoundfrom thecomputer. It helpsushearthesoundwhenwe play musicor

watchmovieson our computer. Somecomputerscomewith in-built speakerswhilesothersarenot. Most

laptopscomewith in-built speakers.

Woofer and Speakers

Projector

Projector is a device for displaying video, images or computer data on a screen or other flat surface. This  

is normally used in presentations and seminars where there are lots ofpeople.

Projectors

Functions of Output Devices

1. Provide processed/stored data/information to theuser.

2. Indicates what the computer needs from user.

3. Change the process/stored data/information from computer language to humanlanguage.

Input & Output Devices

Some type of hardware can act as both input and output devices. Examples are Touchscreen, Modem,  

Digital Camera, disk drives, facsimile (fax).

¶ Touch Screen is a type of monitor that displays text or images you can touch using your  

fingertips. When you touch the screen, its special sensors detect the touch and the computer  

recognizes the point/location on the screen where you touched. Touching different locations  

determines different information to be displayed next or what action to be takennext.
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Touchscreen

¶ Bluetooth is a wireless device that is used to input and output sound from the computer. It helps  

us to speak and hear sound into and out of a computer(phone).

Bluetooth

¶ Headphone is a wired device that is used to input and output sound from the computer. It helps us  

to speak and hear sound into and out of a computer(phone).

Headphone
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Chapter 24 - Managing Files andFolders

When you leave all your books on your desk, the desk becomes messy, unless you make an effort to stay  

organized by putting them in your bag. In order to understand file and folder management, you need to  

understand how your computer stores information. Filing cabinets store information in files, which are  

organized and grouped in folders and kept in big drawers in disk drive.

Disk Drives

A disk drive is the part of the computer that reads and writes information onto disks. There are four main  

types of disks/drives computers used to store their information. Theseare:

¶ Floppy Disk: Floppy disks are the square plastic thing that can't hold information, but they're ideal  

for moving small files, such as word processing documents between computers. It is in drive 'A' or

'B' and it has a capacity of 1.44 MB.

¶ Hard Disk: Your computer's hard disk is its main filing cabinet where it stores almost all of its  

programs and files. It's on Drive 'C' and it has a capacity of over 4 GB.

¶ CD-ROM : Compact disks or CD-ROMs look like the audio discs you play in your stereo. CD-

ROMs are cheap and they can store a lot of information, which is why they're used to install  

software for games and programs with a lot of multimedia. It's in drive 'D' or above and has a  

capacity of over 600MB.

¶ Removable Drive: Removable storage drive has features of both hard disks and floppy disks and  is 

almost as fast as a hard drive. It is located in the drive 'E' or above'. It can contain over a 100 MB  of

data.

Folder

A folder is virtual place / location on the computer where programs, files and other folders can be kept /  

located / stored / placed /organised.

Using My Computer to See What's in Your Computer

1. Double-click the My Computer icon on the Windows Desktop displays the contents ofyour

computer.

2. Double-click a disk drive in the My Computer window to display the disk drive'scontents.
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My Computer Window

To View the Properties of Something (disk, file, folder, etc.):

¶ Right click the objectand

¶ Select Properties from the pop-up menu.

For example, right clicking a hard drive and selecting Properties from the Pop-Up Menu would display  

how much space is used and left on the harddisk.

Pop Up Menu
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Properties of LocalDisk

After understanding how your computer stores information in files, folders and cabinets, let us now  

manage the files andfolders.

Creating Folder

Creating a Folder on the Desktop

1. Right click on any empty space on the desktop.

2. Click on New, then folder from the Pop-Up Menu.

3. Type the name you want to give to your folder. [NB: You may have to delete the highlighted 'New  

folder' name before typing thename].

4. Click outside your folder or press the Enter key on your keyboard to finish.
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Creating a Folder on the Desktop

Creating a folder on a Drive or another folder

1. Open the disk or folder where you want to put the newfolder.

2. Right click on any empty space on the folder or disk.

3. Click on New, then folder from the Pop-Up Menu.

4. Type the name you want to give to your folder. [NB: You may have to delete the highlighted 'New  

folderô name before typing thename].

5. Click outside your folder or press the Enter key.

RenamingFolder

Renaming is the changing of the name of a folder or file. The default name for a newly created  

folder is New Folder. Folders, just like files can be renamed in the followingways:

¶ Using the right click button(Rename).

¶ Using the right click button(Properties).

¶ Using the left click button.

To rename using the right mousebutton:

1. Locate the folder you want to rename.

2. Right click thefolder.

3. Select 'Rename' from the Pop-Up Menu.

4. Type the new name. [NB: You may have to delete the highlighted old name before typing the new  

name].

5. Press Enter key or click on any freespace.
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Renaming a folder

To rename using the right mouse button(Properties):

1. Locate the folder you want to rename.

2. Right click thefolder.

3. Select 'Properties' from the Pop-Up Menu.

4. SelectGeneral.

5. Type the new name. [NB: You may have to delete the highlighted old name before typing the new  

name].

6. Press Enter key or click onOk.

To rename using the left mousebutton:

1. Locate the folder you want to rename.

2. Select thefolder.

3. Left click on the name of thefolder.

4. Type the new name. [NB: You may have to delete the highlighted old name before typing the new  

name].

5. Press Enter key or click on any freespace.

NB: A file or folder name can contain up to 255 characters, including spaces. File or folder names  

cannot contain the following characters: \ / : * ? "<> |
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Opening Folder

1. Locate the folder you want to open.

2. Double-click thefolder.

OR

1. Locate the folder you want to open.

2. Right click on thefolder.

3. Select 'Open' from the Pop-Up Menu.

Moving (Copying / Cutting) Folder and Files

Moving (Copying / Cutting) a Folder

1. Locate the folder you want to Move.

2. Right click thefolder.

3. Select 'copy' / óCutô from the Pop-Up Menu.

4. Locate the folder or disk you want to move it into.

5. Right click thefolder.

6. Select 'Paste' from the Pop-Up Menu.

OR

1. Locate the folder you want to Move

2. Click the folder to selectit

3. Click Copy / Cut button from the Standard Toolbar

4. Select the folder or disk where you want to move thefolder

5. Click Paste on the StandardToolbar.

Drag and Drop Method / Using the Left MouseButton:

Hold down the Ctrl key while you Drag and Drop the folder to the desired location. You might have to  

open another drive or folder window if you want to copy it to another drive or folder.

Moving (Copying / Cutting) a file into a Folder

1. Locate the file you want to Move.

2. Right click thefile.

3. Select 'copy' / óCutô from the Pop-Up Menu.

4. Locate the folder you want to moveinto.

5. Right click thefolder.

6. Select 'Paste' from the Pop-Up Menu.

Moving (Copying) a file or a folder from one drive (e.g. Local Drive) to another (e.g.  

Floppy Disk)

1. Locate the file or folder.

2. Right-click the file or folder.

3. Select Send To Floppy Disk (or any other drive) from the Pop-Up Menu.
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Drag and Drop Method / Using the Left MouseButton

¶ Hold down the Ctrl key while you drag the file to the desired location (you might have to open  

another My Computer window if you want to copy it to another folder or disk).

NB: Dragging a folder from one drive to a window on the same drive is equivalent to a move  

operation.

Deleting afolder

Deleting a folder is a process of clearing or removing a folder and its contents from the computer.  

Deleting a file is like deleting a folder. Todelete:

1. Locate the folder to bedeleted.

2. Right click thefolder.

3. Select 'Delete' from the Pop-Up Menu.

4. Click Yes to confirm thedeletion.

OR

1. Locate and Select thefolder

2. Press the Deletekey.

3. Click Yes to confirm the folderdeletion.

Difference between files and folders

File Folder

1 Contains or storesdata/information Contains or stores files and otherfolders

2 Takes spaces on the computer storage Takes virtually no space on the computerstorage

3 Has name extension Has no nameextension

4 You can copy data from one fileto

another

You can only move or copy file from onefolder

to another.

5 You canôt create a folder within afile. You can create files or sub folder within a folder.

6 You can share files through emailsor

internet.

You canôt share folders through emailsor

internet.

Summary

Using My Computer to See Whatôs in YourComputer

¶ Double-click the My Computer icon on the Windows Desktop displays the contents of your  

computer.

¶ Double-click a disk drive in the My Computer window to display the disk driveôscontents.
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¶ To View the Properties of Something: Right-click the object and select Properties from the shortcut  

menu. For example, right-clicking a hard drive and selecting Properties from the shortcut menu  

would display how much space is left on the harddisk.

Openinga Folder

¶ Double-click a folderto openit anddisplayits contents.

¶ To Move Backor Up to thePreviousLevel or Folder: Click theUp buttonon thetoolbar,click the

Backbuttonon thetoolbar,or click theAddressBar on thetoolbarandselecttheappropriatedrive

or folder.

Creating and Renaming a Folder

¶ To Create a New Folder: Open the disk or folder where you want to put the new folder. Select

Make a new folder task from the File and Folder Tasks panel, or, right-click any empty area in the  

window and select New Ÿ Folder from the shortcut menu or select File Ÿ New Ÿ Folder from the  

menu. Type a name for the folder and press<Enter>.

¶ To Rename a Folder: Click the folder to select it, select Rename this folder from the Files and  

Folders Tasks panel, type a name for the folder and press <Enter>. You can also rename a folder by  

clicking the folder to select it, selecting File Ÿ Rename from the menu, typing a name for the  folder 

and pressing<Enter>.

Copying, Moving, and Deleting a Folder

¶ Move a Folder (Drag and Drop Method): Move a folder by dragging it to the desired location,such

as another folder or on the desktop (you might have to open another My Computer window if you  

want to copy it to another folder).

¶ Move a Folder: Click the folder to select it and click Move this folder from the File and Folder  

Tasks menu, select the folder or disk where you want to move the folder and clickOK.

¶ Copy a Folder (Drag and Drop Method): Hold down the <Ctrl> key while you drag the folder to the  

desired location (you might have to open another My Computer window if you want to copy it to  

anotherfolder).

¶ Copy a Folder: Click the folder to select it, click Copy this folder from the File and Folder Tasks  

menu, select the folder or disk where you want to move the folder and click OK.

¶ To Delete a Folder: Select the folder and press the <Delete> key. Click Yes to confirm the folder  

deletion.

Opening, Renaming, and Deleting a File

¶ Double-click a file to open the file in the program that createdit.

¶ To Rename a File: Click the file to select it, select Rename this file from the Files and Folders  

Tasks panel, enter the fileôs new name and press <Enter>. Or, right-click the file, select Rename  

from the shortcut menu, type a name for the folder and press <Enter>. You can also rename a file  

by clicking the file to select it, selecting File Ÿ Rename from the menu, typing a name for the  

folder and pressing<Enter>.

Copying and Moving aFile
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¶ You can copy and move files the same as you copy and movefolders.

¶ Move a File: Click the file to select it and click Move this file from the File and Folder Tasks menu,  

select the folder or disk where you want to move the file and click OK.

¶ Copy a File (Drag and Drop Method): Hold down the <Ctrl> key while you drag the file to the  

desired location (you might have to open another My Computer window if you want to copy it to  

anotherfolder).

¶ Copy a File: Click the file to select it, click Copy this file from the File and Folder Tasks menu,  

select the folder or disk where you want to move the file and clickOK.

¶ To Copy a File or Folder to a Floppy Disk: Right-click the file or folder and select Send ToŸ

¶ 3½ Floppy (A:) from the shortcutmenu.

Restoring a Deleted File and Emptying the RecycleBin

¶ To Restore a Deleted File: Double-click the Recycle Bin to open it. Click the file to select itand

click Restore this file from the Recycle Bin Tasks menu. Or, right-click the deleted file and select  

Restore from the shortcutmenu.

¶ To Empty the Recycle Bin: Right-click the Recycle Bin and select Empty Recycle Bin from the  

shortcutmenu.

A Closer Look at Files and Folders

¶ There are two parts to a file: the file name, which can be up to 255 characters and the file extension,  

which is three characters long and tells Windows what type of file it is.
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Chapter 25 - Typing Punctuation Marks

In this lesson we will learn how to type Punctuation characters. You have already learned how to identify  

them in chapter 11.

Typing Punctuation Marks without Shift Key

First, let's learn how to type the punctuation marks ( , . ; / ô -) that do not require the ShiftKey.

The Comma (,)

The Comma (,) is typed with the right hand middlefinger.

,,,,, ,,,,, ,,,,, ,,,,, ,,,,, ,,,,, ,,,,, ,,,,, ,,,,, ,,,,, ,,,,, ,,,,,,,,,,

The Period or Full Stop (.)

The Period or Full Stop (.) is typed with right ringfinger.

..... é.. éé é.. é.. é.. é.. é. é.. é..é..

The Semi-colon(;)

The Semi-colon (;) is typed with right little finger.

;;;;; ;;;;; ;;;;; ;;;;; ;;;;; ;;;;; ;;;;; ;;;;; ;;;;; ;;;;;

The Forward Slash(/)

The Forward Slash (/) is typed with right littlefinger.

///// ///// ///// ///// ///// ///// ///// ///// ///// ///// /////

The Single Quote(ó)

The Single Quote (ó) is typed with right littlefinger.

óôôôô óôôôô óôôôô óôôôô óôôôô óôôôô óôôôô óôôôô óôôôôóôôôô

The Hyphen (-)

The hyphen (-) is typed with the right little finger, reaching up and to the right of the P key.

----- ----- ----- ----- ----- ----- ----- ----- ----- -----
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Typing Punctuation Marks with Shift Key

Now, let's learn how to type the punctuation marks (: ? ò ! _) that require the Shift Key.

The Colon (:)

The colon (:) is the alternate character for the Semi- Colon (;) key. To typeit:

¶ Press and hold down shift key

¶ Then press the Semi-colon (;) with your right littlefinger.

::::: ::::: ::::: ::::: ::::: ::::: ::::: ::::: ::::: :::::
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The Question Mark (?)

The Question Mark (?) is the secondary character for the Forward Slash (/). To type it:

¶ Press and hold down shift key.

¶ Then press the Forward Slash (/) with your right littlefinger.

????? ????? ????? ????? ????? ??????????

The Double Quotation Marks(ñ)
The Double Quotation Marks (ñ) is the alternate character for the Single Quotation Mark (ó) key. To type  

it:

¶ Press and hold down shift key.

¶ Then press the Single Quotation Mark (ó) with your right littlefinger.

ñòòòò ñòòòò ñòòòò ñòòòò ñòòòò ñòòòòñòòòò

The Exclamation Mark (!)

The Exclamation Point / Mark (!) is the secondary character for the 1 key. To typeit:

¶ Press and hold down shift key.

¶ Then press the 1 key with your left little finger, reaching up and to the left of the Q key.

!!!!! !!!!! !!!!! !!!!! !!!!! !!!!! !!!!! !!!!! !!!!! !!!!!

The Underscore(_)

The Underscore (_) is the secondary character for the hyphen (-). To typeit:

¶ Press and hold down shift key.

¶ Then press the hyphen (-) with your right little finger, reaching up and to the right of the P key.
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_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

NB: The difference between the underscore (_) and the hyphen (-) is that the underscore is a character  

that originally appeared on the typewriter and was primary used to underline and the hyphen is a character  

that is used to form compound words. A continuous typing of underscore without a space in between will  

create a line hence it is sometimes call the underline key. The hyphen is also sometimes called the dash  

or minus.

Page177



ICT fo r J H S

Chapter 26 - Typing Symbols

In this lesson we will learn how to type the symbol characters. You have already learned how to identify  

them in previous lessons, but now we will be learning how to typethem.

We will begin by revisiting the punctuation keys you just learned in the previouslesson.

,,,,, ..... ;;;;; ::::: ????? ''''' ///// """"" ----- _ _ _ _ _!!!!!

The Ampersand (&)

The Ampersand or and (&) which is the secondary character for the 7 key. To type the & key:

¶ Press and hold down shift key.

¶ Then press the 7 key with the right index finger, reaching up and to the left of the U key.

&&&&& &&&&& &&&&& &&&&&

The Asterisk (*)

The Asterisk (*) is the secondary character is for the 8 key. T0 type the *key;

¶ Press and hold down shift key.

¶ Then press the 8 key with the right middle finger, reaching up and to the left of the I key.

***** ***** ***** ***** ***** ***** *****

Parenthesis ( )

Let's learn to parenthesize with the ( and ) characters! The open (left) parenthesis, (, uses the same keyas

the 9 key, and the close (right) parenthesis, ) , uses the same key as the 0 key. You will reach the (key  

with the right ring finger, above and to the left of the 0 key, and type it while holding the Left Shift Key.

((((( ((((( ((((( ((((( ((((( ((((( ((((( ((((( ((((( (((((

The ) key is typed with the right little finger, reaching above and to the left of the P key, and is also typed  

while holding the left shift key.

))))) ))))) ))))) ))))) ))))) ))))) ))))) ))))) ))))) )))))

The Dollar Sign ($)
The dollar sign, $, uses the same key as the 4 key. Type it with the left index finger while holding the  

right shift key. It is located to the upper left of the R key.

$$$$$ $$$$$ $$$$$ $$$$$ $$$$$ $$$$$$$$$$
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The Hash Mark (#)
The hash mark, #, is typed with the same key as 3, reaching up and to the left of the E key with the left  

middle finger while holding the right shift key.

##### ##### ##### ##### ##### ##########

The at Sign (@)
The ñatò sign, @, is the secondary character for the 2key. With the left ring finger, reach up and to the left  

of the W key, and type it while holding the right shiftkey.

@@@@@ @@@@@ @@@@@ @@@@@

The Exclamation Point(!)
The exclamation point, !, which you may remember from the Punctuation Lesson, uses the same key as  

the number 1. Type it with the left little finger, reaching up and to the left of the Q key while holding the  

right shiftkey.

!!!!! !!!!! !!!!! !!!!! !!!!! !!!!! !!!!! !!!!! !!!!! !!!!!

The Percent Sign(%)
The percent sign, %, is typed using the same key as the number 5. To type the % key, reach up and to the  

right of the R key with your left index finger, and type it while holding the right shiftkey.

%%% %%%%% %%%%% %%%%%

The Caret Symbol(^)
The caret, ̂ , is typed with the same key as the number 6. You will type the ̂  key by reaching up and to  

the right of the T key with your left index finger while holding the right shiftkey.
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All Together

Putall of thesesymbolstogethernowandseehowwell you'velearnedthem: ! @ # $ % ^ & * () 2 # 4 hot

dogs,50% off @ 1 $ ea. For Jim& I (*** w/o ketchup)!I useCTRL ^ C90 % of thetime (andCTRL ^ X

theother10%). I'm your #1fan! I'll havea #9 & a #5 & a #47. Thatwill be$20, 847, 817.92 (***plus 5%

tax)! Learntyping,make$$$! Fact#417:2 ^ 8 is 2^(2^2)*2^(2^2))!
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Chapter 27 - Internet Etiquette (Netiquette)

What is Internet Etiquette?

Internet Etiquette is a rule of acceptable behaviour on the use of the Internet. It also refers to the rules  

and regulations that are laid down to govern the use of the Internet. Internet Etiquette is simply known as  

Netiquette.

NB: Etiquette is a rule of acceptable behaviour. It also refers to rules and regulations that govern the  

behaviour that is sociallyacceptable.

Rules and regulations in UsingInternet

¶ Do not respond to flame as it will lead to "flame war". Flame is a rude, insulting or threatening  

email message. Flame war occurs when flames are replied withflames.

¶ Avoid pornography on theInternet.

¶ Avoid sendingspasm.

¶ Respect the Intellectual Property Rights (IPR) of people. IPR refers to the rights of original work  

in the literary domain. Therefore, do not copy, distribute, sell or use copyrightedmaterials.

¶ Avoid phishing. Phishing is the practice of creating fraudulent email messages or website in order  

to trick Internet users into revealing personal or financialinformation.

¶ Do not shout. Type in lowercase (small) letters. Shouting means typing in uppercase (capital)  

letters.

¶ Respect other people'sprivacy.

¶ Reply to emailspromptly.

¶ Look good in theInternet.

¶ Do not use the Internet to steal(sakawa.)

¶ Always be brief on what youwrite.

¶ Use appropriatelanguage.

¶ Avoid internet fraud. Internet Fraud is the use of internet to cheat or steal from other  

users.

Spam

A Spam is an unsolicited but identical email messages sent to numerous recipients. It normally contains  

promotions andadverts.

How to avoidspam

¶ Do not forward an email message when it is notnecessary

¶ Enter only relevant email addresses when composing and sending emailmessages.

¶ Donôt click on Reply All when you donôt want to address all recipients in the original email  

message.
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Internet Privacy

Internet Privacy is the privacy or security level of personal data publish in the internet. It deals with the  

protection and maintaining sensitive and private data of users on theInternet.

Protecting Internet Privacy

¶ Do not access and read messages that are not meant for you.

¶ Do not send or ask for sensitive and personal information such as credit card,etc.

¶ Do not disclose your password to otherusers.

¶ Do not ask for passwords f other internetusers.

¶ Do not access websites and other resources withoutauthorization.

Pornography

Pornography is the portrayal of sexual subject matter for the purpose of sexual arousal. It also refers to  

displaying explicit sexual images, videos or literature.

Avoiding Pornography

¶ Do not search or access pornographic websites and materials such as videos, pictures, novels,etc.

¶ Do not forward pornographic websites and materials such as videos, pictures, novels,etc.

¶ Report any pornographic material you receive to authority.

¶ Close unwanted pornographic pop-up windowsimmediately.

¶ Do not search for irrelevanttopic.

NB: A pop up window is a small web page or advert that is launched automatically when you visit  

some websites.

What is Computer Laboratory?

A computer laboratory is a room or building where many computers have been assembled for the purpose  

of teaching and engaging students in practical lessons ofcomputing.

Rules and Regulations on the use of the ComputerLaboratory

¶ Always keep the computer laboratoryneat.

¶ Do not eat or drink in the computerlaboratory.

¶ Do not take or steal anything from the laboratory withoutpermission.

¶ Do not ON or OFF the computer withoutpermission.

¶ Do not install programs in thecomputer.

¶ Do not play with the gadgets e.g. mouse, printer,etc.

¶ Do not make noise in thelaboratory

¶ Do not connect devices such as flash drives, to the computer withoutpermission.

¶ No illegal copying of any material in thecomputer.
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¶ Surf (browse)safely.

¶ Do not move the computer, chairs and tables, and other laboratory equipment andcables.

¶ Do not change the computersettings.

¶ Respect other people in thelaboratory.

¶ Do not use computers in the laboratory to send or check youremails.

Page182



ICT fo r J H S

Chapter 28 - Creating E-mail Account

What is E-mail?

Email stands for Electronic Mail . Email is a network communication system used to transmit messages  

from one networked computer to another over the Internet. In other words, an email is a method of  

exchanging digital messages between people using digital devices such as computers, tablets and mobile  

phones.

Email requires Simple Mail Transfer Protocol (SMTP) for the transmission and receiving of messages.  

However, user client level mail applications typically use SMTP only for sending messages to a mail  

server for relaying. For retrieving messages, client applications usually use either IMAP (Internet  

Message Access Protocol) or POP3 (Post Office Protocol3).

E-mail clients

An email client is a computer program used to access and manage a user's email. It is also  

referred to as an e-mail reader or a Mail user Agent (MUA). It can refer to any system capable  

of accessing the user's email mailbox, regardless of it being a mail user agent, a relayingserver,

or a human typing on a terminal. In addition, a web application that provides message management,  

composition, and reception functions of emails is also sometimes considered an email client, but more  

commonly referred to aswebmail.

Examples for some popular locally installed email clients:

¶ MicrosoftOutlook

¶ IBM Lotus Notes

¶ Pegasus Mail

¶ Mozilla's Thunderbird

¶ KMail in the Kontactsuite

¶ Evolution

¶ Apple Inc.'sMail.

Examples for some popular web-based email clients:

¶ Gmail

¶ Yahoo!

¶ Outlook.com

¶ mail.com

¶ Lycos mail

Many internet service providers provide a webmail client as part of the email service included in their  

internet servicepackage.
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Components ofE-mail

¶ Email Address or Username or User ID: Just like you need to know a personôs postal address if  

you want to send them a letter, you need to know a personôs e-mail address if you want to send that  

person an e-mail message. Email address is mostly written in small letters. E.g. 

riyahdsoaliheenjhs15@gmail.com, hussein2010@ymail.com,etc.

¶ Password: A password is a secret code known to you only that prevents other people from  

accessing your account and reading youremails.

Parts of E-mail Address

¶ Username or User ID e.g. riyahdsoaliheenjhs15, hussein2010, ibrahim.alhassan,etc.

¶ The @symbol

¶ The mail ISP or e.g. gmail, ymail, hotmail, outlook,etc.

¶ The extension,.com

Parts of Email Address

NB: The mail ISP and the extension together make the domain name.

Creating E-mail Account

To effectively make use of email, there is the need to create an email account. To dothis:

1. Launch a browser e.g. Firefox, Internet Explorer, Google Chrome, Opera,etc.

2. Type in the mail ISP website address. e.g. gmail.com, ymail.com, outlook.com, hotmail.com,etc.

3. Click on Sign Up to display a form (NB: Sign Up means toregister).

4. Complete theform:

¶ Enter all mandatory fields (First Name, Last Name, Gender,etc.)

¶ Type in your desired Email Address

¶ Choose a secure Password (at least 8 characters, mixing letters, numbers, lower and uppercase,  

and using special characters).

¶ Select your Security Question and type in yourAnswer.

¶ Verify your registration by typing the characters in the captcha in the spaceprovided.

5. Click the "Accept"- Buttonunderneath

6. Click on ñCreate My Accountò.
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Google Mail (Gmail) Registration Form
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Yahoo Mail (Ymail) Registration Form

Email Folders and their Purposes

¶ Inbox: An inbox is the main folder where incoming mails get stored in. It is also the destination to  

which electronic mails are delivered. It is just like the post office box in the postalsystem.
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¶ Outbox: an outbox is a folder where outgoing electronic mails are temporarily stored. Once the e-

mail is delivered, it is moved toósentô.

¶ Sent: Sent or sent message is folder where e-mails that have been delivered arekept.

¶ Draft : Draft is a folder where e-mail messages that are being composed or yet to be sent arestored.

¶ Trash: Trash is the folder where e-mails deleted from the inbox aresaved.

¶ Spam: Spam is simply unsolicited bulk mail. It is also known as junk e-mail. That is, email you  

donôt want or need.

Email Terminologies

¶ My account: To keep a private record of all mails/ messages sent, received anddrafted.

¶ Compose: To create a new message/ document / mail to besent.

¶ Attach: To add/ fix an already existing document on a storage media to a current message to be  

sent.

¶ Sign up: To register for the first time on an email application or to create a new emailaccount.

¶ Sign in: To have access to your e-mail account, computer system orwebsite.

¶ Sign out: To close or exit your e-mail account, computer system or website.

¶ Carbon Copy: To input the email address(es)of secondary recipients of an email message, such that  

the copy will also be visible to anotherrecipient(s).

¶ Blind Carbon Copy: To input the email address(es)of secondary recipients of an email message,  

such that the copy will not be visible to the main recipient(s)

¶ To: To input the email address(es) of the main recipient(s) of an emailmessage.

¶ Subject: To input the main theme / title / heading of an emailmessage

Information that can be transmitted Using Email are:

¶ Text

¶ Audio

¶ Videos

¶ Pictures or Images

¶Programs /Applications  

Etc.

Email etiquettes

Do you know that similar to internet etiquette, we need to follow some etiquette when sending emails  

which is important.

Email Etiquette is a rule of acceptable behaviour on the use of the Email. It also refers to the rules and  

regulations that are socially acceptable, laid down to govern the use of the Email. e.g.

¶ Message should be concise and to the point. Reading a long mail will give a boring experience to  

the reader and it will be a de-motivating facttoo.

¶ Be polite and courteous as you would beface-to-face.
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¶ Avoid writing in CAPITALS . Typing in capital letters is considered as SCREAMING and it is  

offensive.

¶ The subject should be meaningful. If it is a short description of the mail you are writing, then it  

will give a brief idea to thereader.

¶ In order to make it clear break-up your mails into paragraphs. Small chunks are better  

understood by the human brain than longparagraphs.

¶ Make it more personal. It will draw more attention from thereader.

¶ Before sending your mail read your mail again and again. Because there is a chance for  

improvement always, isnôtit?

¶ Make sure whether the reader to whom you are sending the mail will understand the  

abbreviations and emoticons you have used. Abbreviations like BTW (By the way) and LOL  

(Laugh Out Loud) are certainly easier for you to type but sometimes it might be difficult for the  

person who is readingit.

¶ Avoid spam

Importance of Email

¶ Bulk messages can be sent and receivedeasily.

¶ The messages can be saved for futureuse.

¶ It provides security for confidentialinformation.

¶ Information received through email does notexpire.

¶ It is a fast medium for the transmission of information.

¶ You may attach files, documents, images and other media to anemail.

¶ You can access your email from anywhere with Internet connection kepton.

¶ It is very economical (many e-mail accounts are completely free!).

¶ Messages are secured since the owner only knows the password of his/her e-mail account.

¶ To send jobapplications.

¶ For sending official information andcommunication.

¶ To send academicpapers.

¶ To advertise newproducts.

¶ It is more private and reliable form of information.

¶ It provides enhanced features such as file attachment, rich text, and format and delivery  

confirmation.
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Chapter 29 - Editing Word Documents2

Often in word processing, you will need to transfer information from one document to another. Instead of  

having to retype or replace this information, Word allows you to move a block of text, such as a word,  

sentence, paragraph, page, document or graphic. Cut, Copy and Paste are time-saving features and are  

located on the Standard Toolbar.

Cut, Copy and Paste in Word

Cut
Cut simply means to remove (select) texts or objects and place it on the clip board for it to be pasted in a  

new location. Any time you cut an object, it is placed in a temporary storage area called the Windows

Clipboard .

Copy
Copy simply means to select texts or objects and place it on the clipboard for it to be pasted in a new  

location

Paste

Paste simply means to place the contents of the clipboard to a newlocation.

PasteOptions

Once the item has been pasted, you can determine the formatting by clicking the Paste Options that  

appears just below your pasted selection. Check or deselect any of the followingoptions:

¶ Keep Source Formatting: This maintains the text formatting of the originaldocument.

¶ Match Destination Formatting: This format the pasted text to match the text formatting in the  

document in which it waspasted.

¶ Keep Text Only: This removes any graphics you may have copied along with the copiedtext.

¶ Apply Style or Formatting : This allows you to choose a specific format from the styles and  

formattingmenu.

How to Cut/Copy and Paste Using the EditMenu

1. Select (Highlight) the text or object you want to cut.

2. Select Edit from the Menu Bar.

3. Select Cut/Copy from the Pop-Up Edit Menu.

4. Move the Insertion Point to where you want to place the text or object.

5. Select Edit from the Menu Bar again.
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6. Select Paste from the Pop-Up Edit Menu.

How to Cut/Copy and Paste Using the StandardToolbar

1. Select (Highlight) the text or object you want to cut.

2. Click the Cut/Copy button on the StandardToolbar.

3. Move the insertion point to where you want to place the text or object.

4. Click the Paste button on the Standard Toolbar to paste the text or object.

How to Cut/Copy and Paste Using the Right ClickButton.

1. Select (Highlight) the text or object.

2. Right click on the selectedtext.

3. Select Cut/Copy from the Pop-Up Menu.

4. Move the insertion point to where you want to place the text or object.

5. Right click on theplace.

6. Select Paste from the Pop-Up Menu.
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Pop Up Menu

How to Cut/Copy and Paste UsingShortcuts

1. Select (Highlight) the text or object.

2. Press Ctrl + X (to Cut) or Ctrl + C (toCopy).

3. Move the Insertion Point to where you want to place the text or object.

4. Press Ctrl + V (to Paste).

NB:

¶ Copying informationis very similar to cutting information. Both commandsput your selected

informationin theClipboardwhereyoucanthenpasteit to a newlocation. Theonly difference

betweenthetwo commandsis that Cut commanddeletesselectedinformationwhenit copiesit to

theclipboard while theCopycommand, copiestheselectedinformationto theclipboardwithout

deletingit.

¶ Copy-and-Paste is appropriate when data that has already been inputted has to be duplicated  

(copied) in another part of the same document or in anotherdocument.

¶ Cut-and-Paste is appropriate when data that has already been inputted has to be moved/  

transferred to another part of the same document or to anotherdocument.

Drag and drop

The drag-and-drop method of moving items allows you to move selected text and graphics using your  

mouse.

To drag and drop:

1. Select the item you wish to move.

2. Place the mouse pointer anywhere on the selected items without clicking.

3. Click and hold the left mouse button until the insertion point changes into a white arrow pointing  

up to the left.

4. Drag the selected text to its newlocation.

To drag items betweenprograms:
1. Arrange the program windows so both files are open and visible. You must be able to see the items  

you want to drag and the location where you want to dropit.

Page191



ICT fo r J H S

2. Select the item and click the left mouse button to drag the item to the newlocation.

Clipboard

The clipboard is a place where text or objects cut or copied are held or saved. It is a buffer used for short-

term storage and/or data transfer between documents or applications used by cut, copy and paste  

operations.

Resave EditedDocument

1. Click onFile on the MenuBar or Off iceButton .

2. In the left column, click Save.

OR

¶ Click Save on the Standard Toolbar.

OR

¶ Use the shortcut, Ctrl + S.
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Chapter 30 - Formatting (Bullets and Numbering)

Word letsyou maketwo typesof lists: bullets and numbering. Bullets and Numbering areindications

suchassymbols,numbers,alphabets,etc. placedmostlyat thebeginningof a paragraphin a document. It

aimsathelpingreadersto identify thepointsin apassage.

Numbering and BulletsButtons

Bullets and Numbering

A bullet is any symbol that is used to highlight items in a list. It is usually a black circle but it can be any  

other symbol. Use bullets to list items that do not have to be in any particular order. Examples of bullets  

are:

Bullets Options

Numbering are numbers, numerals, alphabets, etc that are used to highlight items in a list. Use  

numbering when information must be in a certain order.

Numbering Options

You can use the default bullets and numbering settings by clicking the appropriate button onthe

Formatting toolbar.

To create a bulleted list:

¶ Click theBullets Button on the Formatting toolbar.

¶ Type the first item on your list and press Enter Key.

¶ The next line will begin automatically with a newbullet.

¶ Type the next item on your list and press Enter Key.

¶ When your list is complete, press the Enter key twice to stop the bulletedlist.

To create a numbered list:

1. Click theNumbers button on the Formatting toolbar.
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2. Type the first item on your list and press Enter key.

3. The next line will begin automatically with the next number.

4. Type the next item on your list and press Enter key.

5. When your list is complete, press the Enter key twice to stop the numberedlist.

If you have already typed your text, you can add Bullets or Numberingby:

1. Selecting the text (createdlist)

2. Click theBullets or Numbering Button on the Formatting toolbar.

NB:

¶ Remove Bullets and Numbering by placing the insertion point to the right of the bulletsor

numbering and press backspace (you will not be able to place your insertion point to the left of the  

bullet).

¶ If you want to change a bulleted list to a numbered list (or vice versa), select the entire list and click  

the appropriate button.

¶ To create a line break between items in a bulleted or numbered list, place your cursor where you  

want the line break and press Shift + Enter.

Bullets and Numbering Dialog Box

Word offers you many other options for your bullets and numbers other than the default that you have  

seen sofar.

You can view the type of bullets and numbers available to you by opening the Bullets and Numbering  

Dialog Box.

1. Select the text you want to turn into a list.

2. Click Format on the menu bar.

3. Select Bullets and Numbering. The Bullets and Numbering dialog boxappears.

4. Click the Bulleted tab to view bullet options or the Numbered tab to view numberoptions.

5. Select the type of bullets or numbers you want

6. And clickOK .

The Bullets and Numbering dialog box also offers you outline numbered options. By clicking the Outline  

Numbered tab, you can view templates for creating an outline. The List Styles tab allows you to create  

your own list style using similar alignment, bullets andcharacters.
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Chapter 31 - Formatting (Alignment of Text)

Alignment of Text

Alignment determines the appearance and orientation of the edges of the paragraph: left-aligned text,  

right-aligned text, cantered text, or justified text, which is aligned evenly along the left and right margins.  

For example, in a paragraph that is left-aligned (the most common alignment), the left edge of the  

paragraph is flush with the left margin.

Text Alignment Buttons

Aligning text can be invaluable when trying to format your document to meet certain standards. Most  

documents have text that is left aligned. However, if you were creating a greeting card or advertisement,  

you might need to know how to center align, right align or justify your text.

Left Alignment

Left align is the default in Word . All selected items (text, numbers and inline objects) are aligned to the  

left-hand margin with a ragged right edge. (See picturebelow)

1. Select the text you want to align.

2. Click theAlign Left button on the Formatting Toolbar.

Left Alignment

Notice how each line is a different length. In most cases your documents will be left-aligned.

Center Alignment

All selected items (text, numbers and inline objects) are aligned in the center, leaving space on both sides.

1. Select the text you want to align.

2. Click theAlign Center button on the Formatting toolbar.
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Center Alignment

The above text in the picture is cantered. You can see, each line of text is cantered between the margins.  

Centered text is very useful for aligning text in document titles, advertisements and /or flayers.

Right Alignment

All selected items (text, numbers and inline objects) are aligned to the right-hand margin with a ragged  

left edge.

1. Select the text you want to align.

2. Click theAlign Right button on the Formatting toolbar .

Right Alignment

This text is right-aligned. Notice how each line is a different length. Right-aligned text can be useful in  

some situations, especially when aligning address in aletter.

Justify

All selected items (text, numbers and inline objects) are aligned to both the left and right margins.  

Justifying text gives the selected items a straight edge margin on both the right and leftsides.

1. Select the text you want to align.

2. Click theJustify button on the Formatting toolbar.

Justify
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Although justified text looks neat and tidy, the extra spaces between words can get distracting in long  

paragraphs. Books, however, always used justified margins. Justifying text might make the last line of  

text in a paragraph considerably shorter than the otherlines.

NB: You donôt have to select text before aligning it. You can select the appropriate alignment before  

you begintyping.
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Chapter 32 - Formatting (Line Spacing)

Line Spacing

Document can be formatted to show a number of line-spacing options. The most common spacing options  

are single spaced and doublespaced.

Line SpacingButtons

A double space means sentences contain a full blank line (the equivalent of the full height of a line of  

text) between the rows of words. By default, most programs have single spacing enabled, which is a  

slight space between each line of text, similar to how this paragraph looks.

To format line spacing the Menu Bar or Format Menu

1. Click Format on the menu bar.

2. Select Paragraph. [The Paragraph dialog boxappears].

3. Click the Indents and Spacingtab.

4. In the line spacing drop-down menu, you can select 1.0 (single), 1.5, 2.0 (double), etc.

5. Click OK.

OR

To format line spacing Using the FormattingToolbar

1. Select the text you want toformat.

2. Click theLine Spacing button on the Formatting Toolbar [or the Paragraph  

on the Hometab].

3. Select an option from the Drop-Down Menu.

group

Line Spacing Drop-Down Menu (Word 2003 and 2007)

OR

To Format Line Spacing Using the Paragraph Dialog Box

1. Select Line Spacing Options. [The Paragraph dialog box appears].

2. Use the Line spacing drop-down menu to select a spacingoption.

3. Modify the before and after points to adjust line spacing asneeded.
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4. Click OK.

Examples:

Resaving Document in Folder

After typing, editing or formatting adocument:

1. Click File from the Menu Bar or Office Button .

2. In the left column, click Save As. [A smaller window, called a dialog box,opens].

3. In the dialog box that pops up, select a folder or create a new folder. [To create a new folder,  

click the drop-down arrow in the Save inbox, click the New Folder icon or Create New Folder  

icon in the Save As dialog box. You should see a new yellow folder appear in the main areaof

the Save As dialogue box, with some blue highlighting for you to type in the name of the folder  

and click Enter key].

4. Double click on a folder or the foldercreated.

5. You may choose to rename the document by typing the name in to the space for óFileNameô.

6. Move the cursor to Save and click it or press Enter Key.
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Chapter 33 - Drawing Toolbar (Lines andShapes)

In this lesson, you will learn how to insert a shape and format it by changing its fill colour, outline colour,  

shape style, and shadow effects. Additionally, you will learn to apply 3D effects to shapes that have 3D  

option.

Drawing Toolbar

Drawing Toolbar is a collection of tools that are used to create graphic objects in documents.

Displaying the Drawing Toolbar
To display or open the Drawing Toolbar:

1. Click on View on the Menu Bar

2. SelectToolbars

3. Check mark next to drawing cascading ToolbarsSub-Menu.

Opening the Drawing Toolbar

OR

1. Click the Drawing button on the StandardToolbar.

2. The Drawing Toolbar will appear.
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Drawing Tool Button

When the Drawing toolbar is open, it is usually displayed at the bottom of the Word window  

(lower left, above the Start button).

A Labeled Drawing Toolbar

The most important of the above drawing toolsinclude:

¶ AutoShapes: lines, arrows, rectangle, oval, curves, etc.

¶ Text Boxes

¶ WordArt

¶ Clip Arts andPictures

Canvas

The canvas is the shaded box that displays when a drawing tool such as a shape is selected, inviting you  

to "create your drawinghere".

Canvas

Page201



ICT fo r J H S

The initial dimensions of the canvas are set by default. You can change the dimensions to suit your own  

purposes.

You don't have to use the canvas for your drawing. If you start drawing something outside the border of  

the canvas, the canvas will disappear off the screen and you can proceed withoutit.

NB: It is often useful to use the drawing canvas because the various objects you draw on the canvas are  

thus treated as a single object when moving (cutting/copying and pasting) it, forexamples.

Line, Arrow, Curve and Arc Tools

Drawing lines andArrows
The line and arrow tools allow you to create lines and arrows (of course). To dothese:

1. Click ontheLine or Arrow tool on the Drawing Toolbar.

2. Then click in the white area, hold down the button and drag the cursor in anydirection.

The result should be a line or an arrow , depending on which one you selectedbeforehand.

Drawing a Curved and Arc Line

1. In the Drawing Toolbar, click on Curve or Arc tool.

2. Then click in the white area, hold down the button and drag the cursor in any direction to adjust  

the curve or arc.

Shapes

Rectangle and Oval Tools
The rectangle and oval tools will allow you to surround objects or specify a location in a picture. To do  

these:

1. Click ontherectangle or oval tool on Drawing Toolbar. The cursor turns to a cross  

shape.

2. Then click in the white area, hold down the button and drag the cursor in anydirection.
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Rectangle and Oval outside the Canvas

Drawing Square, Circle or other GeometricObjects

If you want to draw a perfect square or a perfect circle, you must hold down the shift key while you draw  

with the Rectangle tool or the Oval tool. To dothese:

1. SelecttheRectangle or Oval tool on drawing toolbar. The cursor turns to a cross  

shape.

2. Press and hold down the shift key.

3. Click on the white area, hold down the button and drag the cursor in anydirection.

Square and Circle outside the canvas

AutoShapes

Thereis anitem calledAutoShapesin theDrawing Toolbar asmentionabovewhich makesavailable

quitea niceselectionof pre-defined shapesfor lines, connectors,arrows, flowchart symbolsandso

forth.

1. Click theAutoShapes tool on the Drawing Toolbar to view the AutoShapes Pop Up  

Menu.

2. Select Basic Shapes to view the ShapesMenu.

3. Select a shape from the shapes menu. The cursor turns to a crossshape.

4. Click in the white area, hold down the button and drag the cursor in any direction. The result should  

be a Shape that you haveselected.
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AutoShapes Pop UpMenu

Spend a few minutes checking out the many shapes available to you and try as many of them as you have  

time for, so you can see how easy they are to use. Why go to all the trouble of creating your own shapes  

when many of them are already designed for you. You could use these shapes to learn the geometric  

shapes,right?

Other shapes in AutoShapes. Can you identify them?

Line Styles andColours

You can change the style (width) and colour of the lines, arrows and other shapes, using the ñLine Styleò  

andñLineColorò tools.

Changing the LineStyle

1. Select the Line or any Shape.

2. Click theLine Style on the Drawing Toolbar.

3. Click on whichever line width and style you want from themenu.
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Line StyleMenu

Styling, coloring and movingArrows

Changing the Line Colour

1. Select the Arrow or any other shape.

2. Click on the drop-down arrow of the Line Color tool on the Drawing Toolbar.

3. Select the colour of your choice from the colourpalette.

Line Color Menu

Changing the line style and line colour of an oval

Filling shapes with colours

In addition, you can ñfill inò the center of the shapes with colours using the ñfill color tool.
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To fill shapes withcolours:

1. Select the shape. A new Format tab appears with Drawing Tools.

2. Click on the drop-down arrow of the Fill Color tool on the Drawing Toolbar.

3. Select the colour of your choice from the colourpalette.

Filling Shapes with colours

Format AutoShape Dialog Box
1. Right click theshape.

2. Select Format AutoShape from the pop-up dialog box.

3. Click on drop down arrow of Line color, Line Style or Fill Color.

4. Select the Line color, Line Style or Fill Color respectively.

ResizingShapes

What if you decide that you want a bigger or smaller shape? Just:

1. Click on the shape or object. [White small circles will appear onit.]

2. Click on one of the white small circles and drag it outwards (makes it bigger) or inwards (makes it  

smaller) to change its size.
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NB: You can perform similar actions for the other shapes like rectangles, ovals, triangles, polygons,  

etc.

Rotating Shapes

You can also ñrotateò a shape by clicking on the green small circle, holding down the button and  

dragging it to the right or left.

Moving Shapes

To move a shape:

1. Move the cursor onto the shape. [The arrow cursor will turn to across.]

2. Click on the shape (the small circles should appear), hold down the button, move the cursor to  

where you want the shape to be (ñdragò it) and let go of thebutton.

OR

¶ Alternatively, click on the shape and use the Arrow Keys.

Adding 3D Effects

1. Select the shape orobject.

2. Click the 3-D Effects on the drawingtoolbar.

3. Move your mouse over the menuoptions.

4. Click an option to select the 3D effect.
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3D Effects

After you have chosen a 3D effect, you can change other elements of your shape, including the colour,  

depth, direction, lighting and surface of the 3D effect on yourshape.

NB: You cannot add a 3D effect to all shapes.
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Chapter 34 - Drawing Toolbar (Text Box)

Placing text inside of a text box helps focus the reader's eye on the page content. Newsletters, reports,  

announcements, school projects, and other types of publications often use Word's text box feature.

Textbox

A text box is an object that you can add to your Word document to emphasize or set off yourtext.

Text Box ïWord 2003 and 2007respectively

Displaying Text Box

Method 1: Using MenuBar

1. Click Insert on the Menu Bar.

2. Select Text Box from the menulist.

3. The mouse pointer becomes a crosshair.

4. Place your insertion point where you want your textbox.

5. Click and drag the text box until it is the appropriate size. Release the left mouse button whenready.

6. The text box will by default contain a white background colour, a thin black border andtext.

Method 2: Using DrawingToolbar

1. Click Text Box tool on the Drawing Toolbar.

2. Select Text Box from the menulist.

3. The mouse pointer becomes a crosshair.

4. Place your insertion point where you want your textbox.

5. Click and drag the text box until it is the appropriate size. Release the left mouse button whenready.

6. The text box will by default contain a white background colour, a thin black border andtext.

Text Box ïWord 2003

Inserting Text into Text Box

1. Click once inside the Text Box.

2. The box is selected, and a blinking insertion point appears inside thebox.
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3. You may have to delete the default text (A New TextBox)

4. Type in thetext

5. Click outside the Text Box

NB: If you click outside the box, the shading around the edge disappears and you can no longer type  

inside of it. Just click inside, though and you can go back and change what you wrote.

Formatting Text

You can modify the text in the text box as normal: changing the font, style and font size, or changing its  

colour using ñfont colourò tool. You can also change its alignment (i.e., whether the text is on the left,  

right, or cantered in the middle and fillcolour.

Examples of ChangedFonts

Examples of Changed FontColors
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ChangedAlignment

Examples of Filled Colors

As with shapes, you can use the ñline styleò and ñline colourò tools to change the width and colour of the  

border of the box. (Remember to click on the border of the box first to ñactivateò it.) In addition, you  

can ñfill inò the center of the textbox with background colours using the ñfill colourò tool as doneabove.

Added Line Style and Line Colour

Format Text Box Dialog Box

As mentioned earlier, the default for the text box in Word is a white background with a thin black border  

with text in it. Using the Format Text Box dialog box, you can choose different fill colours and lines,  

size, layout, and text box.

To Use the Format Text Box DialogBox:

¶ Double-click a text box border. The Format Text Box dialog boxappears.

OR

¶ Right-click the text box border and select Format Text Box. The Format Text Box dialog box  

appears.

To access the text box feature from the Drawing toolbar:

1. Click View on the Menu Bar.

2. Select Toolbar and then Drawing from the cascading menu. The Drawing toolbar appears at the  

bottom of yourdocument.

3. Click the TextBox Button .

4. The Format Text Box dialog box offers you several tabs to choosefrom:

¶ Colour and Lines: To fill a text box with colour and define border colours, styles, andweight

¶ Size: To define a specificsize

¶ Layout: To use text wrapping andalignment

¶ Text Box: To set internalmargins
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Managing Text Boxes

As with the shapes, you can move text boxes by clicking on their border (but not the dots), holding  

down the button, and dragging them to their new position. Alternatively, you can click on the border, and  

use the Arrow Keys on your keyboard

Resize a Text Box:

1. Click once on one of the box's borders. The box is nowhighlighted.

2. Sizing handles (small circles) appear. Hover the mouse pointer over any of the sizing handles until  

it turns into a diagonally pointing arrow .

3. Click and drag the sizing handle until the box is the desiredsize.

Resizing a TextBox

Move a Text Box:

1. Click once on the text box'sborder.

2. Hover your mouse pointer over the border until it becomes a crosshair with arrows.

3. Using this crosshair, click and drag the box until it is in the desiredlocation.

Moving a TextBox
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Chapter 35 - Drawing Toolbar (WordArt)

WordArt

WordArt is a program that allows you to treat text as a graphic. You can use the program to add special  

effects and flourishes to text, and then insert the text in your document. It is useful for creating special  

text elements such as logos or titles.

To insert WordArt:

1. Place the insertion point where you want to insertWordArt .

2. Click theWordArt button on the Drawing Toolbar. The WordArt gallery opens.

Word Art Gallery

3. Choose a WordArt style . The Edit WordArt Text dialog boxappears.

Word Art Text DialogBox

4. Select the font, size and style of yourchoice.
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5. Type in the text (e.g. Riyahd Soaliheen JHS, Example,etc.)

6. Click OK .

Here are just a few examples of what WordArt allows you to do:

WordArt Examples

WordArt Format Dialog Box

1. Right-click the WordArt object youcreated.

2. Select Format WordArt . The WordArt dialog boxappears.

3. Use this dialog box to edit the colour, size andlayout.
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Chapter 36 - Drawing Toolbar (Clip Arts and Pictures)

Clip Art ïWord 2003

Clip Art is a portion of the MS Word that helps the user to organize pictures, objects or images to  

document creation. Itôs a collection of pictures in a computer grouped into various types such as sports,  

art, seasons, etc. It contains pictures that are mainly provided by the application program. The clip art  

gallery can be accessed through one of the tools on the drawingtoolbar.

Inserting Clip Art:

Method 1: Using the MenuBar

1. Place the Insertion Point where you want to insert theclip.

2. Click Insert on the Menu Bar.

3. Select Picture and then Clip Art from the cascading menu. The Insert Clip Art menu opens on  

the Task Pane.

4. Type a keyword (e.g. dog, cat, flower, etc.) in the Search Text:field.

5. Click Go or press the Enter key.

6. Select a clip from the Clip Art Search Results by clicking a clip to add it to thedocument.

Method 1: Using the Drawing Toolbar

1. Place the Insertion Point where you want to insert theclip.

2. Click clip art tool on the Drawing Toolbar.

3. Select Picture and then Clip Art from the cascading menu. The Insert Clip Art menu opens on  

the Task Pane.

4. Type a keyword (e.g. dog, cat, flower, etc.) in the Search Text:field.

5. Click Go or press the Enter key.

6. Select a clip from the Clip Art Search Results by clicking a clip to add it to thedocument.

Searching for Clip Art and Clip Organizer

Copy and Paste ClipArt

1. With the Clip Organizer open, select the thumbnail image you wish to insert into yourfile.

2. Click the down arrow on the thumbnailimage.

3. Click Copy.

4. Return to your file and paste the image into yourfile.
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5. The image is inserted into yourfile.

Clip Art ïWord 2007

1. Place your insertion point where you want the image to appear.

2. Click the Insert Tab on theRibbon.

3.Click the Clip Art Button in the Illustrations group. The Insert Clip Art menu opens on the Task  

Pane.

4. Type a keyword (e.g. dog, flower, etc.) in the Search Text:field.

5. Click Search.

6. Select a clip from the Clip Art Search Results by double-click the clip art to add it to thedocument.

Clip Art

NB: You may specify your search by using the following SearchOptions:

¶ Search in: This specifies where Word will search for clip art. As long as the check box for

Everywhere is checked, Word will search allcollections.

¶ Results should be: This specifies what type of file Word will search for (video, audio,  

photographs, or clip art). As long as the check box for All Media Types is checked, Word will  

search all media files.
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Inserting Picture

A picture doesn't have to be in the clip gallery in order for you to insert it into your document. The clip  

gallery is just an easy place to store clips you want to use again andagain.

Method 1: Using MenuBar

1. Place the Insertion Point where you want to place thepicture.

2. Click Insert on the Menu Bar.

3. Select Picture and From File from the cascading menu. The Insert Picture Dialog Box opens.

4. Locate and select the picture to insert into your document. [You may have to open a folder to access  

thepictures.]

5. Click Insert at the bottom right corner (or just DoubleClick ),

Method 2: Using the Drawing Toolbar

1. Place the Insertion Point where you want to place thepicture.

2. Click on Insert Picture tool on the Drawing Toolbar.

3. Select Picture and From File from the cascading menu. The Insert Picture Dialog Box opens.

4. Locate and select the picture to insert into your document. [You may have to open a folder to access  

thepictures.]

5. Click Insert at the bottom right corner (or just DoubleClick ),

Inserting a Picture from File

Method 3: Copy/Cut and Paste- Menu Bar

1. Locate the picture.

2. Click on thepicture.

3. Click on File on the Menu Bar.

4. Select Copy/ Cut from the Pop-Up Menu.

5. Move to the document and insert the cursor where you want to place the picture.
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6. Click on File on the Menu Bar.

7. Select Paste from the Pop-Up Menu.

Method 4: Copy/Cut and Paste- Right Clicking

1. Locate the picture.

2. Right click on the picture and select Copy/ Cut from the Pop-Up Menu.

3. Move to the document and insert the cursor where you want to place thepicture.

4. Right click and select Paste from the Pop-Up Menu.

Method 5: Copy/Cut and Paste- Shortcut

1. Locate thepicture.

2. Click on thepicture.

3. Press on Ctrl + C or Ctrl + X.

4. Move to the document and insert the cursor where you want to place thepicture.

5. Press on Ctrl + V.

Insert a picture - Word 2007:

1. Place your insertion point where you want the image to appear.

2. Click the Insert Tab on theRibbon.

3. Click the Picture Button in the Illustrations group. The Insert Picture dialog boxappears.

PictureButton

4. Browse to the picture you wish to include.
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Insert Picture Dialog Box

5. Select the picture (as shownabove)

6. Click Insert at the bottom right corner (or just Double Click) and it will appear in your document.

Inserted Picture

Moving Clips and Pictures

Once you have inserted a graphic into your document, you can re-position it until it's in the appropriate  

location.

By default, when a picture is imported into Word , it is aligned to the left margin. However, just as you  

would to text, you can change the alignment so the graphic is right-aligned or cantered. You can also drag  

the image to anywhere on the page. It very easy to move picture that has been wrapped with texts.

Method 1

1. Select the picture or clip art.

2. Use the alignment buttons (left, right and center) to move the selected picture or clip to the center,  

right or left on thepage.

Method 2

1. Select the picture or clip art.

2. Use your mouse to drag the selected picture or clip to any position on thepage.

Method 3

1. Select the picture or clipart.
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2. Use the Arrow keys on the keyboard to move theobject.

NB: The I -beam turns into a cross shape when you aredragging.

Text Wrapping

Text Wrap is a feature of word processors that allows you to surround a picture, clip art or a diagram  

with texts.

To text wrap ïWord 2003:

1. Double-click theclip.

2. The Format Picture dialog boxopens.

3. Click the Layout tab.

4. Select a text wrapping style.

5. Click Ok.

To text wrap ïWord 2007:

1. Right click on the picture or clip art

2. Point to Text Wrapping and

3. Select text wrap option from the cascading layout options
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4. Use the mouse or arrow keys to position the picture in thetexts.

Wrapping Texts

SizingHandles

You have two options when sizing your graphics. If it is important to maintain proportions, which will  

prevent the image from looking skewed, then use the corner handles to resize the image. If you do not  

need to maintain the graphic's proportions, you can use the top, bottom, or sidehandles.

To Change Size While MaintainingProportions:

1. Click the image you want toresize.

2. Place the cursor over one of the corner handles. The cursor will change into a double-headed  

arrow .

3. Drag the handles until the image is the size youneed.

Sizing PencilGraphics

Page221



ICT fo r J H S

NB: To keep the center of an object in the same place, hold down the CTRL key while dragging the  

mouse.

To Change Size While Not Maintaining Proportions:
If any of the middle handles are dragged (top, bottom, right, or left), only the height and width changes,  

thus changing the proportion or scale of thepicture.

Skewed PencilGraphics

NB: Be careful; using only the sizing handle can make your pictures blurry anddistorted.

Picture Toolbar

Sometimes you may need to not only adjust the sizing of your pictures, but you may notice that the  

picture is too dark or too bright for your liking. You can adjust your picture using the Picture toolbar.

Picture Toolbar

Below is a list of the tools offered on the Picture Toolbar and their functions:

¶ Insert Picture from File : Insert anotherpicture

¶ Color : Automatic, grayscale, black and white, orwatermark

¶ More Contrast : Increase colorintensity

¶ LessContrast : Decrease colorintensity

¶ More Brightness : Add white to lighten all colors

¶ LessBrightness : Add black to darken the color

¶ Crop : Cut the sides of animage
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¶ RotateLeft : Turns the image by 90 degrees to the left with eachclick

¶ Line Style : Customize the border of animage

¶ CompressPictures : Change the resolution of your image

¶ Text Wrap : Set how text wraps around theimage

¶ Format Picture : Display the Format Picture dialogbox

: Use eyedropper to make areas of the picture transparent(mainly¶ Set Transparent Color

for webgraphics)

¶ Reset Picture : Return picture to its originalformat

To Use the Picture Toolbar:

1. Right-click thepicture.

2. Choose Show Picture Toolbar from the shortcutmenu.

3. Select the tool you want to use.

To delete a clip art or a picture:

1. Select the clip art or picture.

2. Press the Delete key on your keyboard.
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Chapter 37 - Printing Documents

Print and Printing

Print is a feature that allows you to convert electronic data (softcopy) on a computer onto a paper  

(hardcopy).

Printing is the process of converting electronic data (softcopy) onto a paper (hardcopy). The process  

involves a computer transferring data to as printer and generating a hard copy of the electronic data being  

printed.

Printing ïWord 2003

Method 1: Using the Menu Bar

1. Open thedocument.

2. From the File menu, choosePrint.

3. In the dialog box that opens, select the printing options that you want to apply.

4. Click on the Ok button.

Method 2: Using the Standard toolbar

1. Open thedocument.

2. Click thePrint button on the Standard toolbar.

3. In the dialog box that opens, select the printing options that you want to apply.

4. Click on the Ok button.

Method 3: UsingShortcut
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1. Open thedocument.

2. Use the shortcut, Ctrl + P.

3. In the dialog box that opens, select the printing options that you want to apply.

4. Click on the OK button.

Printing ïWord 2007

1. Open thedocument.

2. Click Office Button . [This opens a large window called theBackstage].

3. In the left column, you click Print . [A smaller window opens with the commands Print, Quick  

Print and Print Preview].

4. Move the cursor to select Print . [Of course, you will need to have a printer hooked up to your  

computer].
5. In the dialog box that opens, select the printing options that you want to apply.

6. Click on the OK button.

Print Dialog Box

SettingOrientation

The two types of page orientationsare:

¶ Portrait

¶ Landscape

To select page orientation:
1. Click File on the menubar,

2. Click PageSetup.

3. Click on the margin tab

4. Click on Orientation and select Portrait or Landscape

NB:

¶ The default orientation for a word processing document isPortrait.

¶ Portrait is the vertical layout while Landscape is the horizontallayout
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Print Preview ïword 2003

Print preview is a feature that allows you to view what a printed version of a document would look like  

on the screen before printing a hard copy.

Method 1: Using Menu Bar

1. Open the document (file) you want to preview.

2. Click on File then Print Preview on the Menu Bar.

Method 2: Using StandardToolbar.

1. Open the document (file) you want to preview.

2. Click the Print Previewbutton on the Standard toolbar.

Print Preview ïWord 2007

1. Open thedocument.

2. Click Office Button .

3. In the left column, you click Print .

4. Move the cursor to select Print Preview from the cascadingmenu.

Once you have accessed Print Preview, your file will now be in Print Preview mode. It will look  

something like this:
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Word 2007's Print Preview

Print Preview Toolbar

Print Preview mode shows you how your file is formatted. The tools available on the Print Preview  

toolbar help you view and edit your document before you print it.

¶ The Print button prints thefile.

¶ The Magnifier button turns the mouse pointer into a small magnifying glass. When the magnifying  

glass has a + in the center of it, the file will enlarge when you left click. When the magnifying glass  

has a - in the center of it, the file will decrease in size. Click the button again to turn the magnifier  

off.

¶ The One Page button will display one page at atime.

¶ When you click the Multiple Pages button, a small drop-down menu will display. Highlight the  

number of pages you wish to display in PrintPreview.

¶ The Zoom drop-down box lets you view your file under a specified magnificationlevel.

¶ The View Ruler button will display the ruler. Click the button again to turn the ruleroff.

¶ The Shrink to Fit button will decrease the font size of each font used in the file, preventing small  

amounts of text on the last page of a document. You can undo Shrink To Fit by clicking Undo  

Shrink To Fit on the Edit menu. Once you save the file, it's difficult to restore the document to its  

original font sizes.

¶ The Full Screen button will display your file on your entire screen. Click the button again to turn  

the Full Screen feature off or click Close Full Screen on the floating Full Screentoolbar.

¶ The Close Preview button closes Print Preview mode, returning you to the previous view of the file.
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Importance of Print Preview

¶ You can find errors that mayexist.

¶ Fix the layout of the document beforeprinting.

¶ Saves ink or toner and paper by not having to print more thanonce.

ICT devices that can produce output (Print) on paper

¶ Printer,

¶ Plotter

¶ Facsimile (Fax)

¶ Photocopier

Softcopy and Hardcopy (Differences andImportance)

A document on the computer is called softcopy while a document which has been printed onto a paper is  

called hardcopy.

SoftcopyOutput Hardcopy Output

1 It is digital / electronic in form It is physical / tangible in form

2 It is produced on an electronicscreen It is produced on paper / other physicalsupport

3 It can be transferred / sentelectronically
It can be transferred / transportedphysically
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Importance of Hard CopiesFormats

¶ Can be used without an electronicdevice

¶ Such books are free from computer virusinfection.

¶ Actual notes can be written and highlights made on its pages for easyreference.

¶ Can be accessed and used withoutelectricity

¶ They are available for use virtuallyeverywhere.

¶ There is no need for the user to be computerliterate.

¶ Can be used in areas where there is noelectricity

¶ Information can be shared without using an electronicdevice

¶ Could be more portable than somecomputers

Importance of Soft Copies Formats (eBooks)

¶ Searching for a particular information is easier and faster ïusing the searchfeature

¶ Sharing information across long distances is faster and easier - using the internet or intranet or  

removable storage media such as pen drives, compact discs,etc.

¶ Saves space - Several e-books can be loaded onto a computer or other portabledevice

¶ Cheaper - due to its electronic format it costs less than equivalent books in hard copyformats

¶ Versatile ïIt is possible to change the font size, convert to audio, etc. to suit the preference of the  

user.
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¶ Can be read even in the dark withoutlight

¶ Maintains its state, no matter how old ïdoes not get old or dirty or torn,etc.

¶ E-book enables the user to magnify the text to make reading easier for people with eyeproblems.

¶ Some specialized software can read the contents of e-book for people with poor eye sight or visually  

impaired.

¶ It is easier to incorporate text from one e-book through copy andpaste.
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Chapter 38 - Browsing Through Websites UsingHyperlinks

Hyperlinks

Have you ever noticed that certain words on the Web look a little bit different? Whenever you see a word  

or phrase that's in blue and/or underlined in blue colour, it is probably a hyperlink or link for short. For  

example, try clicking the link below.

Hey, I'm a link! Click me! (For the link to work, make sure you connected to theinternet.)

Hyperlink is a chain of words, phrase or graphics (images) that a user clicks to access a new webpage or  

website on the internet. It can also be defined as a section of text or graphic that is capable of linking up  

with all the Webpages on a website oranother.

Hand Cursor

From the picture above, you may notice that the cursor changes into a hand icon (or link is displayed)

whenever you hover over a link. When an arrowcursor changes to ahandcursor on a text or  

graphic, it means that particular text or graphic has a link with another page or site. So, seeing hand icon  

or cursor means you've found alink.

Apart from text, many websites actually use images as links, so you can just click the image to navigate to  

another page.

Hyperlinks

Opening a link in a newTab
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Many browsers allow you to open links in new tabs. You can open as many links as you want, and they'll  

stay in the same browser window instead of cluttering your screen with multiplewindows.

To open a link in a new tab, Right-click the link and select Open link in new tab (the exact wording may  

vary from browser to browser).

Browsing the internet with IE

NB: Links don't always go to another webpage or website. In some cases, they allow you to download  

a file.

Hyperlinks in Books

Hyperlinks are not only used to link only pages in the internet. They are also used to link pages in books  

and to link books to a website or webpage for reference. You can equally link text to a heading or  

bookmarks in a page or a book.

Example: Click Here to move to the beginning of thechapter.

NB:

¶ To open Hyperlinks in books, use the shortcut, Ctrl + Click .

¶ You may need to be connected to the internet to open links that are Webpages or websites.
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¶ A link opened changescolour.

¶ Downloading is the transferring of data from a remote computer to local computer. It is the act of  

transmitting data from a remote computer on the internet or other networks to oneôs own computer.

¶ Uploading is the act of transmitting data from oneôs own computer to a remote computer on the  

internet or othernetworks.

Importance of Hyperlinks
As you can see, hyperlinks are an important part of using the Web and some books. They allow you to  

navigate between different Webpages, pages, download files, and do a whole lot more.
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Chapter 39 - Accessing Information Using WebsiteAddress

You must have learnt earlier that a website is a collection of webpages linked to one another by  

hyperlinks. You must have also learnt how to access websites by clinking on hyperlinks as we have done  

in the previous lesson. But it is not always the case that to access websites you click on hyperlinks.

Sometimes you need to type the Web Address of the main webpage in the address bar of a webbrowser.

Address Bar

The internet is very broad and there are a lot of ways of retrieving information from it. some of the  
ways of accessing information from the internet areby:

¶ Using Uniform Resource locator(URL).

¶ Using searchengines.

UnderstandingURL

URL is a website address which stands for Uniform Resource Locator. Think of it like a street address,  

with each portion of the URL as different parts of the address, and each giving you different information.

¶ Examples of Web Addresses orURLs:

http://www.wikipedia.com, http://www.google.com, http://www.educationghana.net, 

http://www.ghanaweb.com, http://www.moe.gov.gh, http://www.tv3.com, 

http://www.eduhgana.net, http://www.facebook.com, http://www.alatipha.blogspot.com,etc.

From the above example, you can see that, URLs are made up of:

¶ Alphabets (a, b, c,dé)

¶ Numbers (1, 2, 3,é)

¶ Symbols (Punctuation marks) such as forward slash (/), colon (:), period (.), question mark (?),  

underscore (_), dwindle (~),etc.

However, the web browser is not designed to understand the alphabets, numbers and symbols which are  

collectively known as URL. So, the URL will be converted into the numeric equivalent known as  

Internet Protocol (IP) Address.

Typing in theIP Addressin theaddressbarwill give you thesameresultlike typing theURL. But the

problemis that,it is very difficult to rememberandtypein thecorrectIP addresshencetherelianceon

theURL

Page233

http://www.wikipedia.com/
http://www.google.com/
http://www.educationghana.net/
http://www.ghanaweb.com/
http://www.moe.gov.gh/
http://www.tv3.com/
http://www.eduhgana.net/
http://www.facebook.com/
http://www.alatipha.blogspot.com/


ICT fo r J H S

NB: Internet Protocol Address (IP Address) is a sequence of numbers used to identify computers and  

websites on the internet. e.g. 72.14.207.99, 69.171.229.11,etc.

Main Components ofURL

¶ Protocol(Scheme)

¶ NetworkType

¶ DomainName

¶ Domain Extension

Main Components of URL

Protocol (Scheme)

Every URL begins with the scheme, popularly called the protocol. A Protocol is the mode of  

communication between communication devices. Itôs the set of rules that enable different types of  

computers and networks on the internet to communicate with one another. Internet Protocol (IP) is the  

format of communication between computers on theinternet.

There are many types of protocol, but for typical web browsing you will mostly see http and https.  

Others are FTP and SMTP.

Browser usually wonôt show the protocol (scheme) in the address bar, and usually you donôt need to type  

the scheme when typing a web address; instead, you can just begin with the domain name. The protocol is  

still always part of the URL; it just isnôt beingdisplayed.

Network Type

This specifies the type of network being used for communication between two or more computers. When  

you access a website, you normally connect to another computer called the server by using the internet or  

the WWW . Network type is the name of the web server. The network type is also known as Third Level  

Domain.

Domain Name

The domain name is the most prominent part of a web address. It indicates the name of a computer or a  

network of computers on the internet. Typically, different pages on the same site will continue to usethe
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same domain name. It is the name of the file with the directory. It is also known as the Second Level  

Domain.

In most URLs, the network type like, www can be omitted. Google.com and www.google.com lead to the  

same page. However, other sub- domains cannot be omitted. For example, all pages under  

news.google.com require the news sub- domain in theURL.

Domain Extensions

Domain Extension is the notation at the end of web address that specifies an internet category or a  

country code. It is also known as Top-Level Domain.

There are two main types of domain extensions: generic and country code. Examples of generic domain  

extensions are: .com, .edu, .gov, .mil, .org, .net, .aero, .biz, .coop, .info, .museum, .name, .pro,.cat,

.jobs, .mobi, .tel, .travel, and .asia and that of the country code domain extensions are .uk, .us and.gh.

¶ .com represents the word "commercial," and is the most widely used extension in the world. Most  

businesses prefer a .com domain name because it is a highly recognized symbol for having a  

business presence on theinternet.

¶ .net represents the word "network," and is most commonly used by Internet Service Providers,  

web-hostingcompanies.

¶ .org represents the word "organization," and is primarily used by non-profit groups or trade  

associations.

¶ .biz stands for ñbusinessò and is used for small businesswebsites

¶ .edu represents ñeducationalò and is commonly used by educational institutions such as, but not  

limited to, schools, colleges anduniversities.

¶ .gov represents ñgovernmentalò and is commonly used by governmental ministries, entities and  

agencies.

¶ .info is for credible resource websites and represents "information ". It's the mostpopular

extension beyond .com, .net and.org.

¶ .aero represents ñaeroplane or air -transport industryò and is commonly used by air-travel-

related entities.

¶ .mil represents the word "military " and is primarily used bymilitary.

Examples of Domain Extensions in Ghana

¶ .com.gh

¶ .edu.gh

¶ .gov.gh

¶ .org.gh

¶ .mil.gh
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How to Access Information Using Web Address(URL)

1. Connect to theinternet.

2. Launch a browser e.g.Chrome

3. Click in the AddressBar.

4. Type in the correct web address (URL ) e.g.http://www.cnn.com

5. Press the Enter key on thekeyboard.

DisplayedWebpage

Reasons that will make a Webpage not toload

Sometimes when youôre browsing the Web, youôll see a screen like one below. This means the Website is  

unavailable. Several things can cause a Webpage not to load:

¶ Youôve typed in an incorrect web address(URL).

¶ Youôre not connected to theinternet.

¶ Youôve lost your connection to theinternet.

¶ The computer or server where the web page is stored isdown.

¶ Too many users are trying to view the same web page at the sametime.

¶ The web page no longer exists or maybe, it never existed in the first place.
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ConnectionProblems

For all these cases, try going to the website again later. Whatever was causing the problem might be fixed  

a few minutes or hours later.
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