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Introduction to ICT

ICT is anabbreviation thastandgor Information and Communication Technology. It is aterm which
stressetherole of communications and computersvesll asnecessary softwasndhardware, which
enable users to accesgre, transmit and manipulate informatitil is also thestudy of the
developmenandusageof technologyin thecommunicatiorof information. Hence, ICEhouldbereadas
"Information TechnologgndCommunication Technology" literallp makeclear itsmeaning.

ICT educations basicallyours o ci et y 6 s e f f o artdemengingcitizenavalmablet s cur r en:
knowledgeandskills around computingndcommunications devices, software that operates them,
applications that ruonthemandsystemshatare built withthem.

ThetermInformation Technology,whichis related to ICTrefers to arentire field that uses computers,
networking, software, and other equipment to manage information electronicatligital form.

Datais anythingin theform of numbersiext,imagesandsoundthatis suitablefor processingandstorage
by a computer It is theraw andunprocessedlphabetsnumberssoundsandpictures Datais represented
with theuseof character$ike alphabet¢Aa-Zz), digits (0-9) or speciakharacteré+, -, /, *, <, >, =, etc).

Forms of data
1 Text (alphabetsjumbers symbols) e.g6 + 4,book,etc.
1 Images (Pictures)
1 Motion pictures (Videos)
1 Music (Audio)

Sourcesof data
9 Primary Sourceis original research that obtained through firdgtandinvestigationlt is adata
collectedby anorganizatiorfor its own use. Primarylataincludes information collected from
interviews, experiments, surveys, questionnaires, focus group discumsioneasurement.
I SecondarySourceis research thas widely availableandobtainedrom anotheparty.lt is data
collected outsidanorganization. Secondary data dzefoundin publicationsjournals,
newspapers andternet.

Examples ofdata:
1 The record oktudents irmschool.
1 The stock ofyoods inasupermarket.
1 Theamountof goodssold by astore.
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1 Thenumber hours thatnemployeds supposedo work.

A collection ofdata organized for storagea computer memorgnd designed for easy access by
authorized users is known database

=l NB: Datais meaningless unless fully processed. For exarBptes, ismeaningless unlegsrocessed.

Informationis theprocessed datan which decisions and actions drasedlt is organized oclassified
datawhich hassome meaningfutaluesfor the receivert-or examplejn our above dat& + 5,the
expectedanswer willoe 6. Therefore§ is theinformation.

For decisionto bemeaningful the processedatamustqualify for the following characteristics:
9 Accuracy: Information musbeaccurateThat is tosay,it mustbefree fromerrors.

Reliable: Information musbe dependableynfailing andtrustworthy

Relevant: Information must have logical connectimrissues ahand.

Economical: Information mushot beexpensive.

Completenessinformation musbe complete Thatis to say, it musbe full.

Timely: Information musbeavailable when requireth otherwords, it mushot be alate.

Verifiable: Information musbe confirmableandapprovable.

Meaningful: Information musbe easilyunderstood.

= =4 4 -8 a8 -8 -

Communications thetransferor exchange of information betweenamongtwo or morepersonsia a
media,such aghe mobile phone, computer acommunication networkt is alsothe sendingand/or
receiving information througagiven mediasuch as telephonegmputeror theinternet.

Forms of communication

1 Verbal Communication: Verbalcommunicatiors the useof soundandwordsto expressyourself
It is spokenword, eitherfaceto-face or throughphone,voice chat,video conferencingor any other
medium It is alsoknownasOral Communication.

I Written communication: Written communication is any typd interaction that makasse of the
written word.It includes traditional peandpaper letters andocuments andnythingelse
conveyedhroughwritten symbolsuchas language. E.tgtters textbooks, newspapers, contracts,
memosand thdike.

9 Electronic Communication: E-communication refer® the transfeof writing, signals, data,
soundsjmages, signer intelligence sent vianelectronic device. Some examptdse-
communication are email, text messages, social nmeessaging ansnagesharing.

Technologyis any devicer equipment that helps to mak®rk easye.g.computersmobilephones,
combine harvesters, ettis alsothe collectionof techniques, skills, methoasdprocesses used in the
productionof goodsandservicesor in theaccomplishmemf objectives such as scientifiovestigation.
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Onlinedistance educatiamelpsstudentgo attend classeendsubmit assignments the
comfortof their ownhome.

Theinternetis store house foall source oinformation. All thatthe studentbr teacher needs
do is totypein their questionsr keyword,andevery informatioron that subject wilbe
displayed.

Virtual classrooms help studeihtgy onfrom home, schooletc,into a speciatomputerbased
classroom where informatias presentedo them justas in arealclassroom.
Computeraided teachingndlearninghelpsstudents select subjects they wandalso learn at
their ownpace.

Schoolauthoritiescaneasily assegbe information oteacherandstudents from their data
base.

Studentscan also asses their WASS@id BECEesults online even before thegcome
availableattheir school.

Makinglearningmore interestingspeciallyfor hardto-understanéssues

Research and useful Information shaiirgg.usinginternet

Provideeducational information (distantearning)

. Accessanformationon jobs/internships

. To developtheinteresiof studentsn usingICT in learning othesubjects.
. Providehealth information, includingn sensitiveissues

. Creationof new employmenbpportunities

. Enhancenteraction with peers over lomtistances

. Create entertainment opportunities (games, mugleps)

. Bridging distances e.g. usiegnails, phoneyideo conferencinggtc.

Theusage of concepis ICT in the education sectatsovarieson itsapplicationsuchas,

)l

1
1
1

ICT as asubject (i.e., computatudies)

ICT as atoolto support traditional subjects (i.egmputerbasedearning, presentatiomesearch)
ICT asan administrative tool (i.e., education management informagistems/EMIS)

ICT as amediumof knowledgeexchange
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Chapter 1 - Introduction to Computers

A computer ianelectronicdeviceoperatingunder the control dhstructiongo acceptiataandperforms
arithmeticandlogical operationso producdanformation.

Classification of Computers

1 Generations

1 Types

1 Purposdfunction)
1 Capacity(size)

Classificationby Generations
Generation in computer terminologya term used tdistinguish between varyifgardware andoftware
technologies whicimakeup anentire computesystem.

First Generation (1946 1959)

Thecomputer®f first generation usedacuum Tubesascircuitry for CPU (Central ProcessingUnit).
These computerseretoolarge.They produced bt of heat. Theylsouseda lot of electricityandwere
very expensive t@cquire too. An examplis themainframe.

Second Generatior{19591965)
In this generatiortransistors were usedThesemade the computers cheaper, consul@sspower, more
compacin size,more reliable and fastdranthe first generation.

Third Generation (19651971)
The computerf third generation usddtegrated Circuits (IC's) in placeof transistors. This
development madeomputersmallerin size reliableandefficient.

Fourth Generation (1971:1980)

Thecomputer®f fourth generation useédery Large Scalelntegrated (VLSI) circuits. This made
computersnore powerful, compact, reliable and affordableasssult, it gaveise toPersonal
Computer (PC)revolution. E.g. Desktopomputers, laptomotebooketc.

Fifth Generation (1980till date)
In the fifth generation, computers usgcroprocessorchipsandAl (Artificial Intelligence) software.
Thethree main functions @&t microprocessor arfetch,decodeandexecute.

NB: Al is anemergingbranch incomputer science, which interprets means and methmdking
computerghink like human beings. E.g. Robots, gatnasoles.
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Classificationby Types
1 Analogcomputers
91 Digital computers
1 Hybridcomputers

Analog computers
Analog computerare singlgpurpose computetbat operatelata in théorm of physicalquantitysuchas
temperaturespeedyoltage, weight, pressure, distarcellight. Example®of analogcomputersare:

1 Thermometer: for themeasuringf temperature.

1 Speedometerfor themeasuring opeedf movingobjects such asars, bikes, aeroplanesc.

1 Rain Gauge:for the measuringf rainfall intensity.

1 Hygrometer: for themeasuringf atmospheripressure.

Thermometer Speedometer Multimeter

Others are:
1 Multimeter, Hydrometer, stenometer, manometer, voltmeter,

Digital Computers
A computer that performs calculations and logical operations with quantities represented as digits, usually
in thebinarynumber systerfzeros (Osandones(1s).)

Kinds of Digital Computers
1 Mainframe Computers
1 SuperComputers
T Mini Computers
T Micro Computers

Mainframe Computers
Mainframeis verylarge insize and is aexpensive computer capaloiesupportinchundreds oeven
thousands afiserssimultaneously.

Mainframesupportoncurrenpr simultaneous executiaf programs. Mainframe computers are high

sEeed andhrge storage caEac'n_:nguters.
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Mainframe Computer

SuperComputers

Supercomputers are onéthefastest computers currently available. Supercomputekseayexpensive
andare employed for specialized applications that require imnaneent ofmathematical calculations.
Forexample, weather forecasting, scientific simulations, (animated) graphics, electronic elesign,

SuperComputers

Mini Computers

Mini computers are computers usssberversin small network$o controlthe activitiesof micro-
computers in gaboratoryor Internet café. Mini computers amaulti-usercomputer systemshich are
capableof supportinghundreds ofiserssimultaneously.

Mini Computer
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Micro Computers
Micro computersanbedefinedassmall, relatively inexpensive computer designedaftindividual
user. They arbasedn themicroprocessortechnologythatenables manufactureis putan entireCPU

on onechip. Theyare thePersonal computers (PCslised byindividualsin homes, schoolsnd offices.
E.g. CompagDell, Gateway, Acer, Toshiba, Hewlett Packard (HP), InternatiBnsiness Machine

(IBM) Apple Macintoshetc.

Microcomputer - Desktop

D

Although micro computeraredesignedassingleuser systemshesesystemsarenormally linked
togethetto form anetwork.

Classificationby Purpose
There ardwo main purposesf computers:

1 GeneralPurpose ComputersThey are used tsolveawider rangeof problemslt is normally
used fortasks such as budgetingayroll, banking, scientific, analysis, watching movéesl solving
mathematics problems.

1 SpecialPurposeComputers: These kindef computer are designed to perform partictdaks or
restricted classasf problemsThey areemployedn manufacturinganddesigningn aform of
robots.

Classificationby Capacity
Theclassificatiorof computers according capacity(size)resulted in computefzeennamed
Mainframe,Super Mini andMicro - Computers.

Categories ofComputers

1 DesktopComputers
1 Portable&Computers
1 Handheld Computers

Desktop Computersarecomputers madep of separateomponents such &eyboard, mouseystem
unit andmonitor, and are designéalbe used at th@eskor table. Theyaregenerally bulkyMicro
Computers are examplesdesktopcomputers.

Portable Computers arelight weight mobile computersThey area combinationof keyboardmouse,
systemunit andmonitorin onewhole unit. Thetwo maintypesof portablecomputersare Laptopsand
Notebooks

Page24



ICT for JHS

Laptop

il aptops andnotebooksmaybe similarin designbut notebooksaresmaller thaaptops insizeand in
weight.

Handheld computersare computerthatfit the palm and cabe put intahepocket.Theyare also called
palmtop computersr Pocket PCThescreensf handheld computeese touch sensitivendallow the

userdo use thdingers or styluso operate them. E.gPadstablets, phablets, smart phoresiPersonal
Digital Computers (PDAS).

Examples of HandheldComputers

Hybrid Computers

A combinatiorof computers those are capable of inputingoutputtingin both digitaland analog
signals. They perform both analog atidital functions. E.g. Automated Tellstachineg ATMs),
Money CountingMlachinegMCMs), Pointof Sale Terminals (PSTtc.
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Speed:Computers areery fastin performingwork.

Accuracy: Computers processed data wiigh degree otorrectness.

Economy: Computers reduce Labour casbusiness.

Reliability: Computers are reliabndconsistentvhenused to davork.

Versatility: Computers havehe capacityto performcompletelydifferent typeof work. Thatis,
commuters can adafat all professiongndenvironment.

Communication: Computers are capable of sendamgl receivingnformation.

Diligence: Unlike human beings computer is free from boredotirednesslack of concentration,
etc.

Storage:Computers can store information harddrive, pendrive, memorycard, etc.

No Feeling:Computers dmothaveemotions.

No 1Q: Computeiis adumb machinandit cannotdo anywork withoutinstructionfrom theuser.

Arguablythesingle most important factor that determiaes ¢ o m pparforenanéess thepeedof

its CPU. The speedf theCPU is measured imegahertz (MHz)andgigahertz (GHz). Thefaster

the CPU, the faster theomputer.

Theamountof RAM ormemoryisanot her very i mportant factor
Generally, the more RAM computer hathe betterits performance.

Thespeed of the videcard.

Thespeed of the hardisk.

Freespace.

Thenumberof programsunning at thesameime.

Computerarenow partof our lives, theyplay importantrolein businesseducationhealthcareetc

)l

Education: Computergprovideaninvaluabletool in education primarily in the acquisitionand
analysisof datausedfor researchFieldssuchasscience writing composition,mathematicand
history all benefitfrom accesgo the Internet It providesinformation In short,for learningand
researctwork.

Healthcare: Diseases cabe easilydiagnosedvith the helpof computers andanalsoknow about
its cure.

Businessand Banking: Almostall banksandbusinesses are usingmputers tdeep the recordf
all themoney transaction and other calculations. Alespadvertisement.

Communication: For sharingdeasthroughtheinternetandemail.

Weather Predictions: Weather predictionarealso possibldy theexperts usingupercomputers.
Daily Life : We operate washing machines, microwave caedmanyotherproductausing
software.

For performingcomplexcalculation quickly.
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1 Forentertainment: E.g. playing gameand watchingnovies.
1 Computeiis usedor keepingrecords.

So,we cansaythattodaycomputersareplaying very importantrole in our lives. Now is thetime when
we cannotimaginethe world without computersSothereforejt hasbecomenecessaryor everyoneto
havethe basicknowledgeaboutcomputers

Limitations of a Computer

It is obviousthatthe computethas avarietyof capabilities. Similarly, thimmanmademachine has some
its own limitationsaswell. Suchlimitations are giverelow:

1

Thecomputercando only what you tellt to do-you cannot expect theomputeigive you
somethingvhich you did notisk.

It cannotgenerate informatioan its own:thecomputer will work onlyif you operaté andgive the
instructionslt cannotgive you information unless yoleed itrequireddata.

It will give wronginformationif youfeed itwith wrongdata thecomputer cannot identify what the
correct data and what the wrodataare.

It cannotcorrect wrong instructionf you give the computemronginstruction, it will notbeable to
do anything taectify it. Theonly thingit can do is testop functioning till you corre¢hemistake.
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Chapter 2 - Parts of PersonalComputers

Computers havevo mainparts. Thesare:
1 Hardware
1 Software

Hardware

Hardware is the physical and tangible componengsaaimputerlt is thepartof the computer that care
seen andouchedThetermhardware isometimes substituted wigreripherals.

Main Hardware Componentsof computer

Thehardwaréhasfour maincomponentsTheseare:

1 SystemUnit
1 Monitor

1 Keyboard
 Mouse

System Unit

Monitor

Mouse

Keyboard

Components ofcomputer

SystemUnit
The system unit is thelastic or metallibox that sits under your monitor deskand is coverewith

slots, buttons and lightk. t tlilesomponenof the computer that houstge motherboardgcentral
processinginit (CPU) andhepowersupplyu ni t . | t 6 s ofthdcempates.nt r ol uni t
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Anything outsideof andconnectedo the systenunitis calledaperipheral. A peripheral is adevice that
extendtheir serviceso enhance thperformance of theomputerYou canadd dozensf peripheralsand
accessorie® makecomputers more usefahd fun.Common peripherals include printers, scanners,

external hard drives, GBOM drives,anddigital cameras. Many peripherals are considaydminput or
outputdevices.

Insidethesystermunit aretheseparts illustratedh the picturdoelow:
System Fan .

Floppy
sé’,.'?____

FAM Moduels

Labeled SystemUnit

i=ANB:

V Motherboard: Themotherboards themain circuit boardn thecomputer that connects tiparts
of thec o mp u t &sheebf dlastidtisat holdthecircuitry to connect the various components
of acomputersystem.

V Central ProcessingJnit (CPU): it is the primanhardwareadevice that interpreendrunsthe
commands you givim acomputerTheCPU is the brainf the computent does all thavork: it
calculates, it processes, it keeps thingmingsmoothlyA CP U 6 s issneaswreth megahertz
(MHz) andgigahertz (GHz). Common CPUusclude:Intel Pentiumill, Intel Pentium 4etc.

V The CPU Speeds therate atwhich at whichthe CPU camperformatask.

V  Arithmetic Logic Unit (ALU) is thepartof the central processing unit responsibleperforming
all logicaloperations.
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Power Supply Cooling Fan

Power Connector:
PS/2 Mouse
PS/2 Keyboard Connector

Thumb Screw

Conneclor
Serial COM Port Parallel Port
ViRt i g : - Case Cooling Fan

USB Ports i) _ 10/100Mbps RJ-45
T Ethernet LAN Port

Microphone Jack Eﬂﬂ —_— i’ ‘W Security Lock Port
Audio Out Jack -
Line In Jack

Expansion Slots

56Kbps RJ-11 Thumb Screw

Modem Ports

Ports atthe back of the SystemUnit

Monitor

Monitor is the outputdevicethatdisplays the informatioonthe computeto the userlt is adevicethat
convertscomputer output into displayed textdgraphicsThemonitor is also called thecreenor
Visual Display Unit (VDU). Themonitoris like atelevision(TV).

Typesof Monitors
1. CathodeRay Tube (CRT): Cathode Ray Tube (CRT) monitigra type of monitor that looks likthe

old typeTV whichis veryheavy withalongback.

Cathode Ray Tube(CRT)

2. Flat Panel Display:FlatPanelDisplayis alsocalledLiquid Crystal Display(LCD)
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Flat PanelDisplay

i=ANB:
1 Most monitors are coloured (display mén@n onecolour).A monitor which displaysutputonly
in one colour ixalledmonochrome
1 A pixel is the smallest unit thaain bedisplayedon thescreen.

Keyboard
Thecomputer keyboarid awide rectangular object thetequipped with buttons on which theaiee
letters (alphabets)numbersandothercharactersandsymbols The keyboard iike atypewriter and is
availablein thefollowing models:

1 Standard Modelvhich hasB3 or 84 keys

1 TraditionalModelwhich hasl01keys

1 Enhance Modelhichalso had04keysandmore.

1 ErgonomicModel

Thekeyboards sometimes calleQWERTY Keyboard.The name QWERTYs derivedfrom thefirst
six lettersin thetop- left alphabetow.

QWERTY Keyboard

=INB: An ergonomidkeyboard is @omputer keyboard designed with ergonomic considerations
minimize muscle straiand ahostof relatedproblems.
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Parts of a Keyboard
1 Functionkeys
1 Typing (Alphanumerickeys
1 Modifier (Control) and Toggle keys
1 Arrow (Navigation)keys
T Numeric keys
1 EditingKeys
Etc.

Function Keys Editing Keys

Alpha-Numeric Keys - Arrow (Navigation) Keys

Control (System) Keys Numeric Keys

Parts of a Keyboard

Function Keys

Functionkeysarekeys programmetb performspecific tasks, commands operationsi-unction keys
are labeledrl, F2, F3, F4F5, andsoon, up toF12. Function keysact asshortcut; perforraertain
functions like refreshing theomputerF5 andF1 are defaults forefresh andhelp respectively.

Alphanumeric (Typing) Keys
Alphanumeric keyarealso knownastyping keys. It consists oflphabetndnumerickeys.
1 Alphabet Keys: Alphabet keysncludelettersof the alphabetgenerally laid out inhesame
pattern ashatof the typewriterTheycomprisethealphabet#\a - Zz.
1 Numeric Keys: NumericKeysare handyor entering numbers quicklirhekeysaregrouped
togetheiin ablock likea conventional calculator, whide namedNumeric Keypadlt comprises
the number9) - 9.

Modifier (Control) Keys

Modifier keysarespecial key®n akeyboard that temporarily modifitise normal actiorof another key
when pressed together. By themselves, most modifierdsayadly do nothingvhenpressedModifier
keysarealso calledControl Keys. E.g.Shift, Alt or Ctrl keys.

Arrow gNavigation2 Keys
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Navigation keysrekeysusedto movearound indocuments, webpagasd in editingext. E.g.Arrow
keys, Home keyRage Urkey, Page Down keyeletekey, Insert keyetc.

ToggleKeys

ToggleKey is akey whichis designedor peoplewho havevisionimpairmentor cognitive disabilities.
WhenToggle Keysareturnedon, computer will providesoundcueswhen the lockingeys(CapsLock,
Num Lock or Scroll Lock)arepressed.

Mouse

Themouseis a handhelgointingdevicethat allows youo control the actions dhecursor. It is a funny
looking objectthat frankly looks likeareal mouse. Originally, computers came with keyboard without
mouseBut in 1988, Dong Engelhardt inventdte mouse.

Typesof Mice

I The Standard Mouse Thestandard moudeastwo buttons, namelyeft click andright click
buttonsandaroller ballon theundersideOthershave additionabuttoncalled theScroll Wheel for
scrolling through pageendmenus Standard Mouse is alsalledMechanical Mouse

1 Optical Mouse Optical mousés oneof thelatest innovations which operdig using arinfrared
sensor You can identifyanoptical mousdy thetell-tale red glow emanatirfigom its underside.

1 Cordless mouseA cordless mousea|socalleda wirelessmouse is amouse thatonnects to a
computer without the use of wires. Instead, the masgseawireless technologies, likgluetooth or
infrared radio waves. Usually,a USB receiveris pluggedinto thecomputerandreceives signals
from thecordless mouse. Cordless mice need batteri@srk.

Types of Mice

Parts of the Mouse
1 Left click buttonor primarybutton
1 Right clickbuttonor secondaryputton
1 Scrollwheel
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Cable or
mouse wire

Right mouse button

Scroll wheel /button

Left mouse _\ Mousebody/
button Palm rest

Parts ofa Mouse

=INB: Underneaththe mousés eithera roller ball or aninfrared , depending othe typeof mouse.

Othercomponents of theomputethardwareare printersScanners, microphones, joysticks, trackballs,
light pen, etc.

Hard Drive Maintenance
1 Hard Drive Repair and Fragmentation: Over time, small erromndfragmentation can degrade the
performance o& harddrive. These problemsanbe correctethy ahard drive utilityprogram.
91 Hard Drive Backups Shouldbe performedo give you anextracopy ofyour filesif your hard
drive becomedamaged.
1 Virus Protection: Software shoultie installedon everycomputetto protect against malicious
computewiruses.
1 Compression Increases the spaoa ahard driveby compressing asqueezing togethats files.

Software

Softwareis thecollectionof instructionghatenable the useo interact witha computer, its hardware or
performtasks.In otherwords, it is the saif instructions that tellthecomputer hovto respondo the
usersof computersandcontrol thehardware.

Typesof Software
1 SystemSoftware
1 Application Software

SystemSoftware

System software ithe softwaré prograny setof instructions that is used to contesidcoordinatethe
operation®f the computeiit is the set ofnstructions that contro@nd coordinatbow thecomputer
operatesindallocates hardware resourckds alsoa collectionof programs designetd operate, control
andextendtheprocessing capabilitiedf thecomputer.
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Typesof SystemSoftware
1 Operatingsystem
1 SystemUtilities
9 Device Drivers

Operating SysterfDS)
An operating system issoftware prograrthatloads automaticallgndcontrols just about everythiran
yourcomputer.

H e r ewhat &n operatingsystemdoes:

1 Controls Your Co mp u tHardware: Windows controlshe different device®f your computer
system. | tyowpriatdr print, wived rkaes graphi@asdtext appeaonyour monitor,
andwhat makes your mouse point acigtk.

T Runs Your Co mp uAnopedasingystero ig whatunms all your program$Vithout
anoperating system, your word process@ebbrowser (Internethndg a me s vweork.|Ard n 6 t
operating system let®our programsalk toyour hardware, so, for example, your word processor
canprint thingsto the printer.

1 Organizes Files Operatingsystem storesetrieves, andopiesinformationin files andfolderson

yourc omput er 6.

Managing multi programming.

Managing resources of the computeefficiently.
Startingup thecomputer.

Opening, executingndrunning applications.
Formattingdisks.

Backingup thecontentof aharddisk.

= =4 48 -8 —a -9

Examples of OSfor Computers:
T MS-DOS,Microsoft WindowsOS, Macintosh (Mac) OS.inux OS, Unix OS, Chromium OS,
Solaris,etc.

Examples of OSfor Handheld Devices:
1 SymbianAndroid,iOS,Window CEetc.

am Windows

MacOs X

® " palm[lS i0s 'ﬂ'
G sunCobat D an3201>

Windows OS Phone OS
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=@NB: MS- DOSis atext-based operatingystem thastands foMicrosoft Disk Operating System It
wasoneof the earliesPCoperating systentbatdisplayedooringlinesof texton thescreerinstead of
icons andpictures. You performed tasksMS-DOSDby typing textcommands.

Utility Software

Utility Software issystenmsoftware designet help analyze, configure, optimipe maintainthe
computerjts devicer its software E.g. Antivirus Software, Backupoftware, Dat€Compression
Software etc.

He r ewhat & Utility Software does:
Viewingfiles
Compressindiles
Diagnosingproblems
Scanninglisks
Defragmentinglisks
Uninstallingsoftware
Backingup files anddisks
Checkingfor viruses
Displayingscreersavers
Device Drivers
A devicedriver is software that enabldg operatingsystem tacommunicate wittthe hardware
component®f the computeit links devicego theoperatingsystem.
Importance oSystenSoftware
1 Operating system softwacentrols thebasicinput and outputlevices.
1 Forcommunication amongeoplethrough the internet.
1 Theoperatingsystem helps us &tartor boot oucomputer.

=4 =4 48 -8 a8 8 _—a 2

=

Application Software
Application software is theoftware jprograny set ofinstructions thais usedby theuser to perform
specific task®r operation®n thecomputersuch asreatinga documentspreadsheet, sending emails,
etc.Application softwares mostlyandsimply calledapplication. Example®f applicationsoftware:

1 WordProcessing Programs eMS-Word

1 Browsers e.g. Firefox, ChromaternetExplorer, Operagtc.

I Games e.g. Zumajortal Combat.etc.
{Mediaplayers e.gvLC
Etc.

Howdo yougetsoftware?
1. PurchaseSoftware: Software camepurchased a retail computer store or onlimedcomesn a
box containing alkthediscs (CDDVD or Blu-ray), manuals, warrantgndotherdocumentation.
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2 Free software: Freesoftwareis softwarethatdoesnot requireyou to buy it beforeusingit. The
following arethecategorie®f freesoftware
1 Shareware Sharewares softwarethatgivesyou a few daysto try the softwareafter which you'll
be askedto buy the software entera codeor to registerthe productbeforeyou cancontinueto use
it.
1 Freeware Freewards freesoftwarethatneverrequiregpaymentaslongasit is not modified
1 Open SourceSoftware: Opensourcesoftwareis completelyfree softwarethatdoesnot require
paymeniandallowsyou to modify the SourceCode(program)or view how it wasmade

Software whether purchasedfreecan bedownloadedo acomputer ovethelnternet.Once
downloadedsetup files areunto starttheinstallationprocess othecomputer.

Importance ofApplicationSoftware

Application software enablesers terforma specific taskn our everydawctivities.

To facilitate communications: For communication ampegplethroughtheinternet.

It is used foikeeping recordby storing thdile for futureuse.

As a productivity/business tool: Application softwaseusedaccountingpurposehat is, business
andfinancial

packages.

To assist with graphicandmultimedia projects.

To supporhousehold activitie$pr personal businessr for education

Foradvertisemenbn radioandtelevision.

=a =4 —a A

= =4 —a -8

=INB: Firmware is sometimes describexs atype of software. Firmware is programnietbrmation
thatis responsibldor theoperatiorof certainhardware.

Relationship betweenHardware and Software
Hardwareandsoftware are mutuallgependent orach other. Bothf them must workogether tanakea
computer producauseful output. Software canriwé utilized withoutsupportinghardware.

1 Hardware without saif programgo operataipon cannabe utilizedand isuseless.

1 Togetaparticularfjob done on the computearlevant software shoultk loadednto thehardware.

1 Hardware isaonetime expenseSoftware developmers very expensivand is acontinuing
expense.

9 Different software applications cée loaded omardwareo run differentjobs.

1 Software actas arinterface betweetheuserand thehardware.
If hardware is théheart' of acomputer systenthensoftwareis its 'soul'. Both arecomplimentaryto
eachother.

Differences between Hardware andoftware
1 Hardware is tangible (i.e. cére seenand touched) bugoftwareis intangible (i.e. canndie seen
andtouched)

1 Hardwarecannot beaffectedby virusbutsoftware care affectedoy virus
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1 Hardwarecannot bearansferred fronone place t@nother but softwareanbetransferred
electronicallyfrom oneplaceto another vianetworks

1 Hardwarecannot beduplicated (backedp) but software cabeduplicated (backedp)
1 Hardwarecan only beeplaced when damagedtsoftware camereinstalled when theress
backup.
Summary

HardwareA computer item yoganphysicallysee otouch.

A typical computer hardware includée system unitnonitor, keyboard anchouse.

Software:A computer prograrthattells computehardware how toperate.

An operating system loadsitomaticallyandcontrolsjustabout everythingn your computer.

An application prograrhelpsyou accompliska certaintask such awriting aletter, browsinghe

Internet,or playinga game.

A programming language avocabularyandsetof grammatical rulefor instructinga computerto

performspecifictasks.

Main components visible frothe outsidef the systenunit mayincludethe floppy drive CD-

ROM or DVD.

Main components inside thgystem unimayincludethe motherboard;PU (CentralProcessing

Unit), Random AccesBlemory(RAM), ROM-BIOS, expansiorslotsandcardsandPCMCIA

cardsin laptops.

A Ports on thdackof acomputer include: keyboarhouse serialor COM, printeror parallel, USB,
videoor monitor, linein, line out, microphone, joysticlr game phone omodem Ethernet or
network, etc.

A Computer performands determinedy CPU speedgmountof memoryor RAM, thetypeand

speed of the videcard,the harddisk speedfree spaceandfragmentationandthe numbenof

programgunningat thesametime.

Do o Do o Do I Do P>
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Chapter 3 - Information (Data) ProcessingCycle

What is Information ProcessingCycle?

Information ProcessinGycle is asequencef events thatlescribehow datais processed, transformed
changed into informatiort refersto the seriesf identifiable steps the computer goes throtemaccept
andprocess data into informatiostore thanformationfor future useand/or share ivith otherslt is
likenedto themilling of corn into corn dough asshownin the picturebelow:

Grinding [Milling] of Corn into Corn Dough

i=3Grinding of Corn into Dough Picture i TheCorn (Data) is poured intca coneshapedontaineion
topwhile theman User) seatedy theGrindingMachinegradually feeds the grind@Processoj with

thegrains(Input). The Dough(Output) will bereceivedoy a container§torage) afterit has been
processed.

In short,the corn [hput) is grinded Processellinto Dough(Output) andkept ina containei(Storage).
Remember that, all these were done whtihhelp of amperator User).

Stages of Information ProcessingCycle

Thestage®f thelnformation Processing Cycle are athebasic operationgperformedoy the computer.
These stagesr operationgarenormally four(4). Theseare:

1 Input

1 Processing

1 Output

1 Storage
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—™ 5

L Qutput J

Information Processing Cycle

=NB: A fifth stage knowrasdistribution or communicationis sometimesidded.

Input
Inputis the first stagef the cycle. Input isnydataor instruction you enter inta computerData could
be in theform of text, pictures, music, pictures, etc. this stege bebrokendown intothree (3)stages:
1. Acquisition (Collectionpf Data
2. Entry ofData
3. Validationof Data
After the data has been acquired, it is entered into the sygmvhich the datas validated so that
correct resultaregivenattheendof thecycle.Input devicesare usedh this stage.

Input Devices
Inputdevice is aleviceby whichdata is fednto the computer. is any hardware devidbat sends data
to acomputer, allowing interaction and conttioé computer.

1 Examples of input deviceare; Keyboard, Mouseylicrophone, CameraBWebcamScannerLight
Pen, Touchscredringer),Stylus,Digitizer, BarcodeCode Readeirackball, Biometrics (Finger
Scanner), Joy Sticletc.
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Scaner

Input Devices

Process

Processs the stagewherethe computeiperformssomeoperationson the dataenteredo makethe data
usable At this stage the operationgransformthe datainto information Processinglevicesare usedto
performtheoperations

Processing Devices
A processings ahardwarelevicethatis responsibldor transforming inputs (dat@to outputs
(information).
1 Examples ofProcessing DeviceLentral Processing UniCPU), Graphic Processing Unit
(GPU), Motherboard, Networkard,SoundCard, TV Card,modemgetc.

Central Processing Unit(CPU)

The Central Processing Unit (CPU)is a device thainterpretsand runs theommands thatou
give to thecomputerlt is the controlunit of a computeThe CPU ighe maindevicethatdoes
all processing. Hence referremasthe processor TheCPU requires lot of memory tenable
it to function properly.

Central Processing Unit (CPU)
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Componentsof the CPU

1 Arithmetic and Logic Unit (ALU): An Arithmetic Logic Unit (ALU) is a combinationatigital
electroniccircuit thatperformsarithmetic andbitwiseoperation®nintegerbinary numbers

1 Control Unit: The controlunit (CU) is acomponenbf a computer'sentralprocessinginit (CPU)
thatdirectsthe operationof the processarlt tells the computer'smemory,arithmetic/logicunit and
inputandoutputdeviceshowto respondo a program'snstructions

1 Registers Registeris oneof a smallsetof dataholdingplacesthatarepartof the computer
processarA register mayhold aninstruction,a storageaddressor anykind of data

1 Memory Unit: Memoryunitis theamountof datathatcanbe storedin the storageunit.

NB: Processs theinterpretatiorandmanipulation performedn dataandinstructiongo producea
result(information).

Output

Output is any datthat hadeenprocessed into information. Outgstthe stag&herethe processed
informationis transmitted tdhe user.The computeratthis stage will displayhe information tdhe user
on themonitorin the form of a reportyvhich maybe printedout. The outputanalso be givelin the form
of audio and videaswell. Output devicesareneeded t@erformthisaction.

Output Devices

Output device is deviceby which processed data (informatioapbtained fronthecomputerlt is any
peripherathat receives datar informationfrom acomputer for display, projectiar physical
reproduction.

1 Examples ofOutput Devices Monitor, Printer, Speaker, Headphone, Projector, Television (TV),

etc.

Monitor

Speakers

Printer

Headphone

Output Devices
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Storage
Thisis an arean or anattachmento acomputer that can hold data and informafmrfuture use. After

the data has begmocessedndthe output displayetb theuser, theutput caralsobe stored.

Storing thanformation servepurposewhich is, you mayot haveto repeatheentirecycleagain. Often
thestoragas done irbothdigital (softcopy) andhardcopy formats.At the same timebackup of the
digital formatis also maintained whictan beretrievedn caseof systencrash. Thalevices useth this
stageare calledstoragedevices

Storage Media/ Devices
A storage mediss any hardwareapable of holding information either temporadhpermanenthand a
storage devices a devicaghatread andvrite the information fronthe storagemedia.
1 Examples ofStorageMedia: Hard Disk (HD),FloppyDisk (FD),CD /DVD ROM, Pendrive,
MemoryCard, TapeCassette, Zip Diskettetc.

StorageDevices

Distribution
Distributionis thestage wheraformationstoredcan bedistributedor sentto anotheplace or someone

through email messaging, fax messagpugtoffice mailing,etc. This igermedcommunicationand
somepeoplecall this stag€€ommunication. Thedevices useih this stagarecalledcommunication

devices

Communication Devices
Communicatiordevicesaredeviceghat are usetb transfer (sendndreceive) information.
1 Examples of communication devicearemobile phones, computers, modeoyter,fax machine,

satellite, etc.
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=lNB: Information Processingycle is notalwaysa cycle,that is tosay, it is not alwaythatinformation
hasto movefrom input toprocessingthen tooutput andhen tostorage; and then to data stégethe

process t@ontinue.
e g - g ot

Storage

Information Processing Cycle
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Chapter 4 - Keyboard and MouseSkills

Keyboard Skills (Keyboarding)

Whetheryou arewriting alphabets or numeric data, yoeed a keyboard. The keyboard isitien way
to enter data or informatianto thecomputer.

=INB: Typing is theactof pressinghekeysof thekeyboardwith thefingers to send alphabets, numbers
andsymbolsto thecomputer.

Arrangement of Keyson the Keyboard

To usethe keyboardyou need to knowow thekeys are arrangezh the keyboard. As you learnt earlier,
thekeysonthe keyboard consisf alphabets (letters), numbensdother characters includirgpecial

keys.

Thetyping keysarearrangedn three rowsnamely:

Upper Row Keys (URKS)

HEEOEHEEOD

Home RowKeys(HRKS)

280000008 .H

Bottom Row Keys (BRKS)

Learning to Type
Learningto type will takea lot ofself-disciplineandpatiencelt is important that youlo notget
frustratedYou needto view the process aa skill you areattemptingo masterlt takes practice to
achieve good techniquk.is also important that you establigre foundationof havingthecorrect
technique rathehanspeedSpeed andccuracyareresults of establishinggood technique. Here are
sometips totyping:

1 Memorizethelettersby notlookingatyour hands whiléyping.

1 Goodposturehelps yourform. Keepyour feet flatonfloor, hips touchinghebackof chair, back

straight, and suptall.
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1 Additionally, theway you position your armsyrist, and fingers will help deter any discomfénam
typing. Remembeto keep yourfingerscurved, armslose tobody,andwrists straightind not
touchingkeyboard.

9 Strikethekeyswith theproper fingerand therreturn thosdingers tohomerow keys.

How to Position Fingers on theHRKs

As abeginner in typing, it isery importantto position your fingersn themiddle row of your keyboard
whichis knownasHomeKeys. Start with your left hand placexh the keyboard as showelow with
your little finger on key 'A’, ring finger on'S', middle finger on 'D' and index finger on 'F'
respectively.

With yourright hand, place youindex finger on'J', middle finger on'K', ring finger on 'L' and

little finger on the nextkey. Your thumb(s) must resbn thespacebar Presgheenter keywith the
little finger of your right handAt this position, stretch fingers upward to type URKs and downward
to typethe BRKs. Alwaysputyour fingersback ontheHome Keysafter pressing keysn theUpper
and Lower Rows.

QWERTY Keyboard Picture i Look at the coloucodeas showrabove Payattention tchowthe hands
arepositionedKeys of one coloumre typedy thecorresponding hommw key finger. Forexamplethe

l eft handds |thehdmerewkéyiAd g ehandliessalthakieysof the same coloA, Q, 1,
Z, Shift, Tab, Caps, and” (the back-quote key).

Improving Your Typing Speed
Typing is amart that requires constant improvement. The besttaiagprove your typingpeed is by
using a typingoftwareapplication.
1 Examples of typing software applicationsre: Typing Tutor,MavisBeacon, KtouchTyping
Master Pro.Mactyping software, Rapid Typing, TypeSmatrt typing tutetc.

How to Use Mavis Beacon TypindProgram
1. Open Mavis Beacon Typirgrogramby doubleclicking on theMavisBeacoricon.
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2. Click onfiRuno .
3. If thisis your first timeSignin by typing yourfirst andlast namendselecting your aggroup.If
itds not y o wmyour namentthe€Cldsshist, c | i ¢ k

4. Click onfiEnter Classroono .

In the Classroom
1. Follow thedirectionsthatMavis gives yowon thescreen.
2. Use the head phoneshear bottmusic and theraise that Mavigives.
3. Tomoveto thelessoror the next sebf instructions, either pre$sE n t etmekeyboand oclick

onfi St ar t onthexrean.n 0
4. Moveatyour own pace.
5. Rememberto type well,youneed tonvork on bothyour speed and youwsccuracy.

Finishing
1. Before you sign off, prina certificateto keepa recordof howwell you did:
1 Usingthemouse, cliclo ninfido at t he dereenA remuwid &ppearh e
T CIl i c Progres® fithisnewmenubox.
1 Click onfiPrint Certificate 0 at the bottom of thBrogresbox.
1 Pick upyour certificateat theprinter.
2. Close thegrogram byclicking fiQuito at thebottom ofthe MavisBeacorscreen.
3. Whenit asks youf you really want to quit, selefiYeso

Muvia S8 aca Teaches Typana Ceboos 31

Press the o tay. You abhould use Thé

latcle finger of your left hand.

L E LG
o gw iyt gz g1 gY Ee Fi o pe bt
FAEAaMEITL -
ST TV TG Y T R SR
- w w '

——— e I e I

Mavis Beacon TypingProgram

i=lNB: Typing Speedis the measuref correct numbeof words thag typist can typen one minuteThe
unit for measuring typingpeed isVord per Minute (WPM).
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A mouses apalmsized deviceised tacontrol the movemerdf anobjecton the computescreen called
acursor or pointer. Thecursor(on thescreenpicts as ouvirtual finger inside the computer screen,
allowingusto press buttonsp select item$rom menus, and tmteract with other objectsn the
computer screen. Waovethe cursoror pointeronthescreen bynovingthemouse (in our palm) over
flat surfacesuch as anousepad or aclear parof adesk.

=NB: A mousepad is a speciasurface, usually mads rubber plasticor fabric forplacing andnoving
acomputer mousd.hemouse pad enhances speed, precaimitomfort forthe userlt also reduces
collectionof dustor dirt underthemouse.

Thetypical mousewill havetwo buttons thoughsomemay haveadditionalbuttonsor a wheel To
interactwith objectson the screenwe movethe cursoror pointeroverthe objectandclick a button
(usuallytheleft button)onthemouse

Cursor

The cursor is aarrow onthescreerthat movesasyou movethemouse Thecursor, though majoritgf
thetimeit is anarrow, but sometimascanbe abusy cursor,anl-cursor, apointing finger, or a
blinking vertical line . The mouseontrols themotionof thecursor.

kX L&

Types ofCursors

Themouse turns movement§thehand backward, forward, lednhdright into equivalent electronic
signalsthatin turn movethe pointer.Clicking or hovering can select files, programs actions
(operationsjrom alist of names, through small images calieahs.

Positioning theMouse

Themouse rests on the mouse pad (or deskj tothekeyboardwith the cord pointingaway fromyou
towardtheback of thedesk. Righthandedyeopleusually position the mougm the right sideof the
keyboardLeft-handedeople sometimes keep this position but fmagynore comfortable movintpe
mouseto theleft sideof thekeyboard.

Holding the Mouse

Restyour wriston themousepad ordesk, withthe palmof yourhand resting othebackportionof the
mouse. Hold the sided the mouse with your thumdndlast two fingers, keeping your wrish the
surface of theleskor mousepad.Place your index fingesn theleft button,middle fingeron the right
button.
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Moving the Mouse

Slide the mousaround on thenousepad ordesk. Watch the screémseewhat happent thecursor.If
you run out of room tanovethemouse, you can lift mp andsetit downa fewinches oveasneeded.
The cursowmwill not movewhile the mouses in theair.

Operations of the Mouse
Different waysof operatinghemouse causes specifictions tchapperon the Graphic User Interface
(GUI). E.g. click, drag, drop, point arsetlect.

1.Clicking the Mouse Clickingthemouse button isneway of sending commands the computer
(another is usinthe keyboard)Click simply means pressirandreleasingany button of anouse.

Beloware the various way# clicking the mouse:

1 Left Click or clicking is the pressingndreleasingdf theleft mouse buttomncewithout moving
themouselt is usually performedo selector deselecanobjecton thecomputer screehesecret
is to keep your hand relaxe the mousesyou presslown andeleasahe button.Theleft button
is themain buttorand themost importanbuttonof themouse. Left clicks also called single click.
Sometimest is justreferto usclick.

"Click!"

Click

Press and
release the left
mouse button.

1 Right Click means pressingndreleasingheright buttonof themouse. This normally bringsut a
menuwith different optionglepending otthe siteor application.

“Click!"
Right-click
Press and
release the right
mouse button.

1 Double Click means pressingndreleasingheleft button twicen quick successions (i.e.
simultaneously)in otherwords, it'sthe act ofpressinghe mouse button twice quickhyithout
movingthemouse.

“Click!"

“Click!"
Double-click ‘
Quickly press and \
release the left \
mouse
button twice, in
rapid succession.
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2.Selectingmeans pressinthe leftbuttonon afile, folder, icon or programlext canalsobe selected
by highlighting.

3.Highlighting is theprocess of placinthe mousecursor at onendof atextor objecthold down the
left buttonand drag to thendof thetextor object.

4. Dragging means pressingnd holding théeft buttonon aselectedtem while movingthemouse.
5. Pointing means movinghemouse pointer untit restonitemof your choice.

6.Scrolling means movinghescroll wheel forwar@ndbackwardn order todisplayhidden parts o&
documenbr aPop-Up Menu. It is theproces®r actof moving different portionsf a document,
webpager menuson the screen iarderto view different part®f them.

Use the
center wheel
to scroll
through
screens of
information.

7 Dragging and Droppingis a way tanovecertain object¢e.g. icons, files, foldergtc.) on the
screerof acomputer.

To move(drag and drop) an object:
1. Placethe cursor oveit.
2. Press antiold down the left moudautton.
3. Thenmovethe mouse while still holding dowtiheleft mousebutton.
4. Whenyou have 8ragged' the objectto the location yowvant,let go of the mouséoutton.

Drag
Hold down the mouse
button while you drag
the mouse across your
desk.

S

i=NB: A screen/tooltip is a smallinformationaltext box / pop-up thatappearsvhena mousepointer
is movedoveranicon/ button/ link. It providesfurtherinformationon theitem or control beingpointed
to.

BecomingComfortable Usinga Mouse: TheSolitaire

| tirdpertant tadbecome comfortable with the mouse.dot hi s, aceniplitdgamesaked
Solitaire. Thiswill probablybe themost entertainingesson in thdook,becausgour assignmerns to
master draggingnd dropping by playing tlgame!
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iAccessSolitaireby clicking on:
StartRr gt

aAncscYe s sor i

e s Y théhsSadlimieY

[} My Documents

3 Internet
Internet Explarer

(Vi E-mail
Microsaft Outiook

AT
@ Microsoft Word

R 7 Microsoft Excel

]

&

HyperSnap-DX 4

,‘% Windows Messenger

E.

T Activate Windows
¥ Windows Catalog
% Windows Update

7)) Accessories

>

‘a Administrative Tools (Common} P

\@ Applications

\é Design

@ Entertainment
fi Games

@ Internet

lﬂ Palm Desktop
i@ Reference

‘ﬂ Startup

& Internet Explorer
B Microsoft Outlaok

) Microsoft Outiook Newsreader

»
»

4

Launching Solitaire

s FreeCell

" Hearts

ﬁ’ Internet Backgammon
& Internet Checkers
W InternetHearts

9 Internet Reversi

& Internet Spades

b Mineswesper

A solitaire

and
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H Solitaire
Game Help

Score: 27 Time: 497

Launching and usingSolitaire

Summary

1 Point: Movethemousesothatthe pointer( ﬂ) is over theobject.

9 Click: Pointto theobject and press and relediseleft mousebutton.

1 Double-click: Pointto theobjectand click the left mouse button twiterapid succession.

1 To Drag-and-Drop: Pointto the objectyou wantto draganddrop andclick andhold downthe
mousebutton Whiley o u $tili lelding down the mousebutton,dragthe objectto the desired
locationon the screenandthenreleaseéhe mousebutton

1 ToDisplayanOb j e Shoriztig Menu: Pointto theobjectandclick theright mousebutton

1 To Closea Menu without SelectingAnything: Click anywhereoutsidethe shortcutmenuwith the
left mousebuttonor presgshe<Esc>key.

I To Usea Keystroke Combination: Pressonekey while holdingdownthe otherkey. For example,
presghe<Tab>keywhiley o u lioldiegdownthe<Alt> key.
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Chapter 5 - Manipulative Keys

What are Manipulative Keys?

Manipulative keysarespecial key®nthekeyboardwhichare not used ttype alphabets, numbeaad
symbols.They arerather usedo manipulatedata in the document. Thaye also keythatare usedo
sendinstructiongo thecomputer througkthekeyboard. E.gShift, delete, backspac&ab,insert, etc.

[_Backspace Key |

Tab K

L

Manipulative Keys

Types of Manipulative Keys

Shift Key: The shiftkeyis amodifier keyused tatype capital letters and other alternative 'upper'
characters. Most keym the keyboartavetwo symbolsonthem,top and down. Toypethe topkey,
pressand hold theshift keyandpresgheidentifiedkey. The keyboardhastwo shift keys.

Shift

Functions:
1 Shift +alphabet key will type the alphabetuppercase (capital) when the caps liscifT.
1 Shift +alphabet key will type the alphabetiowercase (small) whethecaps locks on.
1 Shiftkey + arrowkeysis used to select serietext.
1 Shift + keyboard key with tw@2) characters will typ¢he characteat the tope.g.: Shiftr 2 =@;
Shift + 5 =%; Shift+ 8 =*,
1 Shiftkeyis also used to play game=¢.

Caps Lock Key. Capslockis atoggle keylt's thekey used tgproduce alphabetic uppease letters.
Whenpressed, lightvill beindicated on the top right cornei the Keyboardnd when presseyain, the
light turnsoff.
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-

Caps Lock

Functions:
1 When turned orgll alphabets wilbetypedin capital letter§uppercase).
1 When turnedff, all alphabetsvill betypedin small letterglowercase).

Enter Key: Enter keyalsoknownas 'returrkey'. Itis a'carryoutmy orderkey'and it is thesameas
clickingon'OK'in a dialog boxYou can find two enter keysn akeyboard.

Enter
Pkl |

Functions:
9 Enteris used to execute or processemmand.
1 Enterisalso used tend a paragraph and start a rawei.e. movingthe cursor to thaextline.

Escape Key Escapes located at the top lebrner oftheKeyboard. Theescapés the'wait, | have
changedny mind'key and is theameasclicking the'OK' on a dialog boxlt is shortene@sEsc.

Esc

Functions:
9 Escape is used mose dialodpox.
1 Escape isiso used to stape loading of avebpage

Tab Key: TheTabkeyis used tanovethe cursor tdahe next ‘'Tab StopTlabis the abbreviatiofor
TABulator. To tabulate (tabulating) means puttsmmethingnto atableor chart.

Tab
| e—
—|
Functions:
1 Tab is used talign text andn thecreationof paragraphs word processing.
I Tabisalso used to highlight optiomns adialogbox.

1 Tab isalso used tonovefrom one cell to thetherin spreadsheet.

Insert: Insert sometimes displayes'ins',is akey thatallowstext tobe'insertedin a document

Insert
Functions:
1 Insert Mode: When insert ignabledthetextinserted ira documentwill not overwriteanyother
text.
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1 Overwrite Mode: When insert is disabled, text wile overwritten i.e. eraseahd replaced.

Delete Key Thedelete keyis shorteneds'Del'.

Delete

Functions:
1 Delete is used to erase téxthe rightof the insertiorpoint.
1 Delete keyis also usedo eraseor remove itemsuchas filesandfolders fromthe computer.

Backspace KeyThebackspace key behaviée opposite of the delete key whesed toedit text.

Backspace
_

Functions:
1 Backspacés usedto erase taheleft of theinsertion point.
1 Backspacés alsoused tago back ongpagein awindow or webbrowser.

Spacebar Key Spacebar is the lortgprizontal keyat the center bottorof the Keyboard.

Space

Function: Spacebais usedto createspacedetween wordandother charactelis a document.

Control Key: Controlis alsoa modifier key.lt is abbreviated a€trl.
Ctrl

Function:
Control is pressed with other ketgsperformspecific actionsWhen using Ctrl key, press andholdthe
Ctrl beforepressing other keys. E.Gtrl + B =Bold; Ctrl + C =Copy;Ctrl + F = Find etc.
Ctrl does not danything when presseadbne.
Alt

Alternate Key: Alternateor Alt Key is another modifiekey.

Function:
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1 Alt key doesnotdo anything likeCtrl when pressed alonk needs anothédeey to make things
happenE.g. Alt + F4 =Close Window; Alt+ Tab =Switch between windows, CtrlAlt + Del =
Task Manageretc.

Num Lock Key: Num Lock isalsoatogglekey.

Num
Lock

Function: NumLock isusedto activateanddeactivatehe numerickeypad.

Page Up Key PgUp keyis used tcscrollup pagesn a documentlt is alsousedto moveup onescreen.

Page
Up

PageDown Key: PgDnis used tascroll down pages ia documentit is alsousedto movedown one
screen.

Page
Down

Windows Key: The Windows keys astandard keyn most keyboarden computers built taise
windows operating systertt.is labeledwvith a Windows logoand isusually placed betwedhe Ctrl and
Alt keyson theleft sideof theKeyboard Windows key (also knowasWindows logo keystartkey,
logo key,flag key, superkey, command kegr flag, home).

L/
le/

Functions:
1 Windowskeyis used talisplaythe startmenu.
1 Windows + Dare usedo minimizethedesktop.
1 Windows + Eare usedo launchwindowsExplorer.

Home Key. Thehomekey is found orthekeyboard usuallpbovethe Endkey.

l Home

Functions:
1 Thehome keyis used taeturn to the beginningf theline, document, page, celt screerof where
your cursorpositionedE.g.

1 Ctrl + Home- will gotothevery beginning othetext.
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1 Shift + Home- highlightsall text fromcurrentpositionto the starof theline.

1 Ctrl + Shift+ Home- highlightsall textfrom the current positiorio thebeginningof the textor
page.

1  While browsing pressinghe HomeKey will moveto the topof thepage.

End Key: The Endkey moveghecursorto the endbf the line, document, page, cetlscreen ofvhere
your cursor igpositioned.

End

Functions
1 End- Goesto the very end ahe line, paragraph ailocument.
1 Ctrl + End- Goesto theveryend ofthe page, documeat text.
1 Shift + End- highlights all texts fronthe current positiorto the endf the line,
1 Ctrl + Shift+ End- highlights all texts fronthecurrent positiorto theendof the textor page.
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Chapter 6 - Health and safetyin using ICT Tools

What is ICT Tool?

ICT tool isadeviceor equipmenthatmakest possiblefor information tobe sentandreceivedrom one
placeto another with ease. ExampleSICT tools areComputersMobile phones, Publiaddress systems,
Televisions, RadiodvlicrophonesCalculators, Cameras, moderRen (Flashprives, etc. Computers
suchas desktopdaptops notebooks, iPadsablets phabletsandsmartphonesarethemost widelyused
technology (ICT) tools in the world todagontinuous usef ICT tools can cause lot§ healthproblems
totheuser.

Health Hazards of ICT Tools
Hazard is anythinghatserveas a source afanger tahe healthof thoseexposed tat or useit.

I Backache andWaist Pain: Sittingbehind acomputeifor a long period ofime can cause backache
andwaistpain.

1 EyesProblems Long exposure ttelevisionandmonitor mayaffectyour sightor vision. Thelight
raysfrom thetelevision and monitor can cause irritatiortheeyes.

1 Hearing Problems You can over work your eardrurbyg listeningto loud musidrom ICT tools
suchas PublieAddress Systenspeakersheadphonestc.,which may weakegour eardrums,
induceringingin your earsandeventually damaggour hearing.

I Radiation Exposure SomelCT tools suchasmobilephones arbelievedio beemitting radiation
whichis veryharmfulto our healthLongtermexposure t@&canning machines|tra- sound
equipmentnd others can kill some cefiadcausecancer.

9 Straining of the Body: Usingmobile phonedor hoursandtyping on the Keyboardfor alongtime
canleadto astrainin the fingers,wristsandthe backof the hand The neck,shoulderandthe arms
canalsobeaffectedby strain

Safety Precautions in using computers and other ICTools:

1 Adoptcorrect sittingoosition

Takeregular brealtrom working on yourcomputer.

Positionmonitorto avoidglare(not directlyin front of thewindow)

Blink your eye anytim&henyou are usinghecomputer.

Repair monitowhosepictures canndbe seen properly.

Usescreershieldor filters for monitors.

Use Uninterruptible PoweSupply(UPS) and other electricity guafstabilizer).
Do notuse damagsocket.

= =4 8 -8 —a -8 -9
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A computerandotherICT toolsrepreserds i gni f i cant agood@esatorkmeowdw,to so it 6s
take care othem.Regular maintenance and care willsureyou get many yeais good service. Check
outthe tips below:

1

= =4 —a A

Keepliquids away from your laptop: Keep yourdrinksawayfrom your computer Even if youare
careful, someone elsaight spill your drink.

Keep foodawayfrom your laptop: Don't eat over your laptop, the crumdafall between the
keysandprovideaninvitationto small bugsor damagehecircuitry. Worseyet, thelaptopwill look
dirty if there are crumbenit.

Ideally keep the computerin a cleanand dust freeroomDo n 6t p ut ongheflearorl apt op
thebed.Thefans thasuck inair to cool down internatomponentgan alsasuckup dirt, clogging
up theinsideand reducingperformance. Covehecomputer when not iose.

Keep magnetsaway from your computers Thehard driveof computers cabewiped outor
damagedby runningmagnets ovethem.

Havingantivirussoftware available ithe bestdefense againstwrus. Regularly scan your
computer with certified, upo-date antvirus/ antispywaresoftware.

Avoid placingheavymaterials, such asoks,on topof your laptop: This can pugheLCD screen
into thekeyboardandwill eventuallydamaget. Also,the CD-ROM insertwill besquishedand,
eventually, willbreak.

Avoid answering calls when chargipgone.

Do notoverloadsocket

Avoid overstaying infront of television.

Minimize thevolumeof the radicandotherICT tools

Theterm "ergonomicsls derivedfrom two Greek words: ergon, meaning woakidnomoi, meaning
naturallaws. Ergonomics ia science that deals with designiagdarranging thingsothatpeople can
usethemeasily andsafely.
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Keep shoulders relaxed

Comfortable viewing distance

Source documents at
same height and distance
as screen

Elbows about

90 degrees
Keep wrists

straight
when typing
Hip angle 90 degrees
or slightly more

Keyboard about elbow

height
Adjust chair to

support lower back
Thighs parallel to floor

Feet flat on the floor
Shift your position throughout

the day to keep your muscles
loose and ease tension

Experiment to find
what is most comfortable

Ergonomicss alsoa designof workplace or equipment for comfort, efficiency, saftylproductivity.
The purpose oérgonomicss to makeworking conditions aneéquipment safer and moeficient.

Keepyour armsandwrist stable.

Keepyour elbows and hand distance from your body.
Sit backin your chair comfortablandrelax.

Keepyour fingers close to theeyboard

Keepyour foot flaton thefloor never close your legs.

=A =4 4 -8 -
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Chapter 7 - Turning ON / OFF the Computer

One thinga computedefinitelyneeds tavork is electricity. A desktop computer must alwdys
connected to power outlet, whilealaptop mayoperate orits own internal batteryor afew hoursin any
casewithout powelthe computeiis prettyuseless.

The Power Button (s)

A desktopcomputehastwo powerbuttons Oneis onthe Monitor for turningon themonitorandthe
otheris onthefront of the SystemUnit for turning on the systemunit. The laptop,becauséts systemunit
andmonitorarebuilt in oneunit, hasonly onepowerbuttonwhich is mostly at the top right cornerof the
Keyboard

Booting

Bootingis the processf pushing andeleasing the power buttarh thecomputetto loadthe veryfirst

softwarethat start@andcontrol the computen other wordsbooting is a proces®f turningon the
computerAlternatively, it is referredo asboot up. Whenacomputeilis booted orisori, t 6 s nor mal | y
termedrunning. Without anoperating system a computer camot bebooted. Hencea computer user

needs amperatingsystem to boot eomputer.

Typesof booting
1 ColdBooting
1 WarmBooting

Cold Booting
Cold bootingis the procesof switchingon the computerfrom the mainswitch It involvesthe pressingof
the powerbuttonson the systemunit andthe monitorto on thecomputer

How to Turn On your Desktop Computer (Cold Booting)
1. Ensurethatthemonitor, keyboard, mousendother device connectoaseconnectedo theSystem
Unit.
Removeall attachedecondargtorage devices likbashdriveandmodems.
Now turnonthe main powesupply
Presghe powetbutton onthe SystemuUnit.
Presghe powetbutton ontheMonitor.
Observe thdootingproces®of thecomputer.

oakrwnN

During the booprocess, the computeill performa selfdiagnostiknownas aPOST. POSTstandgor
Power- On Self-Test. POSTis atestthe computer must complete verify all hardwareare working
properly beforestarting theemainder of théootprocess.
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After thePOST, thecomputemill displaytheBoot Screen WelcomeScreenandDesktop.Actually,
thewelcomescreeronly appearsn computers protectdaly passwordand computers beingsed by
multiple users with accounts thecomputer.

Warm booting is th@roces®f restartinghe computerlt is also knowrasrestarting. It involves
clicking on therestart ontheturn off computer button.

How to Restartyour Computer (Warm Booting)
1. Click ontheStart Button ™28 The Start Menu appears othescreen.
2. IntheStartMenu,click on theTurn Off Button. Instantly,a shutdown windowslialog box
appears.
3. Inthe shutdownwindows dialoghox, click onthe down arrowA small dropdown menuappears.
4. Inthedrop-down menu, clickherestartoption.
5. SelectOK.
You canalsorestartyour computetby usingthe keyboardshortcutof restartingthe computer This is by
pressingCtrl + Alt + Del simultaneouslyn the keyboard During booting processyou would seelight
onthe SystemUnit andheara noiselike afanor avacuumcleaner

Reasons forrestarting a computer
1 Whencomputer does noespond taommandgrom theuser
Whensomenew programsareinstalledon thecomputer
Whendefault settingsf the computearechanged
Whensomenew hardware devices arestalledon thecomputer
Whensome programareuninstalled fronthecomputer
1 Whenthereis computer hardware or software problem
After startingor restartinga computer and the probleragthe computer are not fixed, the compuzn
berestartednto SafeMode.

= =4 —a A

Safe Mode is #&roubleshootingption forwindows that start your computeralimited state. Only the
basic files and drivensecessary to run thveindows arestarted.

How to Restartyour Computer in Safe Mode

1. Restarthecomputefrom the start menyAs doneabove)

2. While thecomputeis restarting, keepn pressinghe F8 key until the various optiorte startthe

computerappears.

3. Use theArrow Keys to movethecursoron theSafe Modeoption.

4. PresgheEnter Key. ComputerRestartsn SafeMode.
After restartingn Safe Mode, the wordSafe Modé a p p e a&arnereofthesciteearto identify
which Windows mode yoareusing. When the existing problem(s) does not reappezafeMode,you
caneliminate the default settingsidbasic device drivers as possibkauses.
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Log on to a Computer

Whenyou startthe computerandWindowsdisplaysa Welcome Screencontaininglinks to eachof the
computer'saactiveuseraccountsOnewill haveto log onto his or heraccount The processf startinga
computersessiorns calledloggingon.

To log on, onewill haveto selecthis or heruseraccountandif theaccountis passwordrotectedenter
his or herpasswordo log onto thecomputer

Windowsprovides two main typesf user accounts suesadministratorand standard

1 TheAdministrator accountis for thepersorwho need$o makechanges to anything on the
computer as wellsmanage user accoungég administrator can install prograrasdhardware,
make systerwide changesasccessnd read alhonpersonafiles, createanddelete user accounts,
change ot her peoploemascouatanamandtypeshangahboavmpictere,t h e
andcreate, changey removethe ownpassword.

1 TheStandard useraccounis for thepersonwho needso manage personal files angh programs.
Thestandard usaranchangesystem settinghatdo not affectother users or theecurityof the
computer.

1 Theguestaccountis disabledby default and needs be turned onYou can als@reate aiser
group, whichis acollectionof user accounts that all hatree same securityights.

Turning Off a Computer

After turningon andusinga computerthe computershouldnot beleft onwhennotin use Thereis the
needto switchoff thecomputetto saveelectricity.

Turning Off is the procesf switchingoff or shuttingdowna computerusingtheturn off dialog box.
Thereforejt is alsoknownasSwitching Off or Shutting Down.

How to Turn Off / Shut Downthe Computer (windows XP)
Closeall programs/appllcatlon

Click onthe Start ButtorlEEaal
Select Turn Off Computer

Click onthe Shutdowienu .

Press orthe power buttonf the monitotto turn it off.
Switchoff the main powesupply/source.

ok wbd
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Jon
7 Internet e My Dociments
é Internet Explorer U
@ E-mail | 4) My Recent Documents »
Microsoft Outiook

l;?j My Pictures

AT
Microsoft Word @ My Music

Microsoft Excel g’ My Computer
‘a My Network Places
id HyperSnap-DX 4

F G? Control Panel
‘% Windows Messenger

@ Printers and Faxes

\0) Help and Support
/':) Search
All Programs D =7 Run...

@] Log Off @l Shut Down

‘4 start

How to Turn Off / Shut Downthe Computer (windows8)
1 Click onWindows key
9 At the toprightcorner ofthescreenclick onthePowerButton Options
1 And selecShut Down

Buttons on Turn Off Dialog Box

T Turn Off
Y Restart

i StandBy
9 Hibernate

Turn off computer

Hibernate Stand
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Turn Off: To TurnOff, shut dowror Power Offacomputelis toremovepower from acomputer's main
components in aontrolled way. Aftea computeiis shut down, main componergschasCPU, RAM
modulesandHDD are powered down, although soimternalcomponents, such asinternal clock,
may retainpower.

Restart: Restart briefly Turns Off the compui@ndinstantly turnthe computetonagain. There ammany
instance$n which you mayneed taestart youcomputerjncludingtheinstallationof newsoftware,
Windowsupdatespr the needo correct issues witherformance.

Standby. Standby turns (cuts) off powty monitorandharddrive.lt is also calledhe Sleep Mode This
uses veryittle power,your PC startapfasterandy o u 6 r e i n stawherd ybuyleft bffaYok e d
d o rhéveto worry that you'lloseyour workbecause Windowautomatically saves all your woakd
turns off the PC ithebatteryistoo low.Usesleepwhely o u 6 r e  gawvayfrogn yaurdC forpusta
l'ittl e whi | etakihgasoBee lwdale Roalgt of BCs (especialllaptops andablets), your
PCgoesto sleep when youaloseyour lid or presghe powerbutton.

Hibernate: Hibernatds poweringdowna computer while retainings stateUpon hibernation, the
computer savethe contentof its RAM toahard disk. Upon resumptiotie computer is exactlgsit
wasbeforeenteringhibernation.

Hibernate uselesspower than sleepndwhen youstart up thd>Cagain,y o u 6 r ® wHer gol left
off (thoughnotas fasts sleep)Use hibernation when you knaWatyou won'tuseyour laptopor tablet
for an extended periaghdwon't haveanopportunity to chargthebattery during thatime.

& \g:
1 StandbyandHibernate commands will nobedisplayed togetheynthe samalialog box in
someolderOS like WindowsXP.
1 A Dialog Boxis asecondarwindow thatallows userso performa commandasksusersa
guestion, oprovides users with informatiar progresgeedback.
1  When acomputeiis shutdownincorrectly, it maylead todamageof files.

Desktop Work area orwhich you see yoysrograms.

Start Menu: Let youopenprograms available your computer:

Task Bar: Let you launclandmonitor running programs.

Notification area: A portionof the taskbar that providestemporary source forotificationsand
status.

Task Buttons: Currentlyopenedorograms/applications.

Desktop Icons Icons thabelonggto andleads youo important partef thecomputer.
Shortcut Icons. Easyway to accesprograms.

Windows Gadgets Populamini-programs.

= =4 —a A
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Chapter 8 - Introduction to Desktop

Desktop

Thedesktopis the on-screen workareawhere yowan accessverything youneed tooperate your
computerlt is thelarge background ared the screemfterbootingthe computerit is alsothenoni t or 6 s
Graphical User Interfacethat appears after bootiagomputer.

Free
Space

R A4, 10:152M

| _— |
uick Launch Area
Start Menu Q Taskbar Notification Area Clock

Desktop

You cancustomizehedesktopy addingshortcuts' of your favorite programslocumentsfoldersand
files. Youcanalso change thieok of thedesktopo fit your moodandpersonality. The desktap oneof
theelements (featuresf the Graphical User Interface (GUI).

Graphical User Interface (GUI)

Graphical User Interfaceis aninterface that allowa computer useio communicate with the computer
usinggraphics (suchasicons,menus, dialogpoxes and windowgndwhich are manipulateoly

pointing devices(such asnouse,Touchpadstylus,light pen,etc. and ofteto alimited extenty a
keyboardaswell).

=INB: Menu is alist of options from whicha usercanselectan action to perform a desiradtion.
GUI, makessomputersasier to operatey usingpictures and icon® represent fileandprograms GUI
interface consistsf the followingelementsr features: dialogpox, iconsmenu,window, tabs,
cursor, etcGUI stands in sharpontrasto Command Line Interface (CLI) that existed befor.
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Command Line Interface (CLI)

Command Line Interface is interface that enablescomputer user and the computecommunicate
usingtext and is manipulated soldly akeyboard.

Operating System thasegheCLI is theDisk Operating System (DOSyandthe most familiar example
of aCLlI is Microsoft Disc Operating Software (MSDOS).

Thefirst windows OSto useGUI wasWindows 95. Since then, Window®S suchasWindows2000,
Windows XP Windows Vista, Window§g, Windows8 (or 8.1) Windows10 andaboveuseGUI.

Features (elements) of th®esktop

1 Thelcons
1 Taskbar
1 TheFreeSpace

Icons
Iconis asmall picture buttoonthe desktop thatpresentprograms, applications, folders, documents,

etc.By default, Window$SdisplaysRecycle Bin, MyComputerMy DocumentsandinternetExplorer.

RecycleBin: RecycleBin is atemporary storage for files that haweendeletedn a file manageby the
user, but noyet permanentlgrasedrom thefile systemlt is alocation where deleted files astored.

w

Recycle Bin

TheRecyclingBin alsoallowsusers to recover files that have been deletétlindows.

My Computer: My Computer is an icoon the desktopf acomputer that allows yow accessexplore
andmanagehecontentf your computer'tocal drives, USB disks, CD/DVD driveendotherfiles.

Windows XP Windows 7 Windows 8

A

My Computer Computer

My Computer Icons

Thepicture above shows examptdsheMy Computer icon in Microsoft Windows<P, Windows7 and
WindowsVista,aswell asthe"This PC" iconin Windows8, 10andabove Althoughthenamehas
changed froniMy Computer” to "This PC", theiconstill has thesamdunctionality.

My Documents My Documentss aMicrosoft Windows foldershat storecomputerdocuments and
other files associated with prograorsyour computer. Foexamplewhensavinga file in Microsoft
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Word, thedefault foldelis My Documents Saving albf your personal files into thdy Documents

folder makeghem easier tbackupandlocate.

[y Documenks

iz=NB: Microsoft has changetMy Documents to "Documents in themost recentersions of
Windows.

Internet Explorer (IE): Internet Explorer i®ne ofthe firstgraphical based welbrowsers that are used
to surftheinternet. Initially called Microsoft Internet Explorer (MSIE), Internet Expl@i€) has long
held thetitle of most popular browsén use despite strong competitidrom thelikes of Mozilla Firefox,
Apple'sSafari,OperaandGoogleChrome.

My Network Places You candoubleclick the My Network Placescon to browsethroughthe on the
network If y o u éonnectedo the Internet,the My Network Placescon will appearon your desktop,
sincethelnternetis actuallya networktoo

Other iconghatmayappear orthe desktop are shortcuts of programs, filedfolders.

Shortcut Icons Shortcut Icons are icos your desktop that represent (are limi&sfolders, files and
programsandwith little arrowsin theleft corner. Shortcuts arermallyadded (createa)n thedesktop
by users for easy accesdites, foldersandprograms.

Creating a shortcut of an Application on the desktop
1. Click onStart Button.
SelectAll Programs.
Locatethe application (e.d?oint toaccessories and select WordPad).
Right clickon the application (e.g/VordPad).
Move mousepointer toSend Toonthe command menand
Click onDesktop(createshortcut).

ook wN

Creating a shortcut of a folder or file on the desktop
1. Locatethe folderor file.
2. Right clickonthe folderor file.
3. Move mousgointer toSend Toonthe command menand
4. Click onDesktop(createshortcut).

Program Icons: Programiconsareiconsplacedon the desktopby applicationsoftwareinstalledon the
computer Theyareusedto openor launchtheinstalledapplicatiorsoftware
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File Icon: File is a datastoredelectronicallyby a computerasa documentworksheetr program This
storeddatawhendisplayedon the desktopis representetdy anicon calledfile icon. File iconis usedto
accessheelectronicallystoreddata

Folder Icon: Folderis acontainein which filesandother folders ar&ept. Folder icon is icowhich
containggroupof files, documentand/orprograms.

. [l

Juniorlcon 21.ico Juniorlcon 22.ice  JuniorIcon 23.ico  Juniorlcon 24.ice  JuniorIcon 25.ico

Folder Icons

Thefolder iconis usedto access the files and other foldarghe folder. Afolderis representetly a
yellowicon.

=NB: All icons (defaultandshortcutsanbe deleted without affectinthe computer.

Taskbar
Thetaskbar isa longhorizontal bar that usually appeatshe bottom of the scre€hhe taskbar contains
(from left toright):
{ StartButton
QuickLaunchToolbar
LaunchedProgramdrea
Notification Area
Clock(Time)

= =4 —a A

Start button Notification area

™

L

Quick Launch icons Taskbar Clock

Parts of a Taskbar

Start Button: The Starbuttonis onleft-hand side of the taskbar that allows yoopenmenus, view all
installed programandstart applicationsYou canalsousethe start buttotto find files and programs.

Whenyou click theStart Button, amenu calledstart Menu will appearThe Start menis your gateway
to theapplicationson yourcomputer. Thétart Menu isauser interface element that providesentral
launching point for computer prograimsdperformingothertasks. Théeft side of the Start menu lists
programs, whiletheright sideallowsaccess teommonWindows folders (My Documentsfor
example)lt alsoprovides acceds HelpandSupportSearch, an®kun.

To explorethe Start Menu:
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Click the Start Button.

Movethemouse pointeto eachoption andview thevariouscascadingnenus.
Click (or roll your mouse pointer ovef)l Programs.

Movethemouse pointeto theright and view othecascadingnenus.

To exit the menus, click outsideemenu arear pressEscKey onyour keyboard.

aobhwbdpE

Quick Launch Toolbar: Is a barwhich contains icon®r Internet Explorer, WindowslediaPlayer,etc.

Launched ProgramsArea: Is an area othetaskbar that displays the icoraf all windows and
applications that haveeen launched arate currently runningdt allows youto easilyswitchbetween
openwindows andapplications.

Notification Area: Notification Area is theareaon the righthandsideof the taskbar that contains
severalcons, dependingn programsandapplications thatavebeen installed. Other icons appesathe
Notification Area detailinghe statusof your activity.For examplewhenyou'reprinting adocumenta
printer icon appear$/icrosoftalso usegheNotification Areato remind you when software updates are
availablefor download.

Clock: Theclock displayghetime on the computett is locatedat theextreme righthandcornerof the
taskbarnear the Notificatiod\rea.

Freespace is the space on thesktopwithout iconslt is alsoanareawhereiconswill appeamwhen
programsareinstalledor shortcuts createdt.is used for the free movemeoitthe mousepointerand for
file related operations su@ls copying omovingicons.

As said earlier, yosanchangehelook of the desktopo fit your moodandpersonalitypy changing the
wallpaper Changing thelesktop wallpapesf acomputeiis termedCustomizingthe Desktop. Below
are thevarious ways (approachasf)changinghe desktop background under WindoXp:

Approach 1 (Through Control Panel)
1. Click ontheStart Button

Click onControl Panel

Click on Appearancesand Themes

Click onDisplay

Click theDesktoptab

Click your preferredackground

Click OK

Noohwd

Approach 2 (Through the Desktop)
1. Rightclick anemptyareaonyour desktop

2. Click on ProEerties
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Click theDesktoptab
Click your preferredackground
Click theOK button

Approach 3 (Directly through an image)

1.

ok wN

Navigateto theimage you wish taise aPesktopbackground
Right-click on thedesiredmage

Click onopenwith

Click windows picture anéax viewer

Right-click on theimage

Click on SetasDesktopBackground

Importance of Taskbar

1

1
1
1

It providesaccess tall installedprograms.
It shows openedrograms.

It provides shortcut® somenstalled applications gorograms.

It displaysthesystemdateandtime.
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Chapter 9 - Launching Applications

What is Application?

Applicationis thesoftware designeib beusedby thecomputer usetio perform specific tasksr
operation®n the computesuchascreating alocument, spreadsheet, sendinggils,etc. Application
software ismostlyandsimply calledapplication.

Launching Applications

Launching application meansopening grogramor application for use. Basically, we hatveo (2) ways
of launchingapplications:
1. Launching arapplicationusingthe start menu.
2. Launching arapplicationfrom the desktop. Underthis, wehave:
9 Doubleclick method
1 Right click method
1 Enterkeymethod

Start Menu method
1. Click ontheStart Button locatedon theTaskbar.
2. SelectAll Programsfrom the startnenu.
3. Doubleclick onthe application you want faunchfrom the Pop-Up Menu.

[} My Doc
T Activate Windows

é Internet
Internet Explarer
"vg—. E-
A

@ Microsoft Word

W Windows Catalog
% Windows Update

L‘inerSnaDDX 4 ‘iﬁ Administrative Tools (Common} 1@ Communications »
IF) Applications Yl ') Entertainment »
@chrosoft Excel (A Desian vl Q) SystemTaols »
‘@ Entertainment il ) Address Book
@ Windows Media Playedl (i) Games il B Caloulator
@ Internet > Command Prompt
“ﬁ Windows Messenger @ Paim Desktop » 3 Notepad
i) Reference i W rPaint
‘a Startup » il ‘@) Program Compatibility Wizard

74 start

& Internet Explorer
B Microsoft Outlack

All Programs B &I Microsoft Outlook Newsreader

@] Log OFf @] shut o.'i

@ synchronize
& Tour Windows XP

L5} Windows Explorer

@ Windows Movie Maker
WordPad

Launching Application Using Start Menu
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Double Click Method
1. Locatethe icon of the applicationn.
2. Doubleclick ontheiconto launchtheapplication.

Right Click Method
1. Locatethe iconof theapplication.
2. Right clickontheicon.
3. Click onopento launchtheapplication.

Enter Key Method
1. Locatethe iconof the application you wano launch.
2. Click onthe iconto highlightor seleciit.
3. PressheENTER key toopen thecon.

i=ANB:

All Programsis amenu that lists all programs availableyour computer.

Installation is the processf preparingandsettingup software on aomputer.

Uninstalling is theproces®of removinga program or applicatigproperlyfrom acomputer.
A computer is saitb berunning whenauseris using a program @pplication.

= =4 —a A

Multitasking

Thecomputer has been designeduch avay that itcan allowthe user to do more than one
tasksor processes dhe sametime. Thisis achievedy launching more than orspplicationto
do thetasks.

Multitasking is theworkingwith more than onapplication athe sametime.

A simple example afnultitasking is listeningo music whilecreating (typinga documenbr
browsingtheinternet.
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Chapter 10- Managing Windows

What is Window?

A Window refersto arectangular areaf thescreen within which you may view prograrmders and
f i | etheportioriofitteedesktop screen in whichprogram with all its content displayed At the top
of a windowinterfaceis theTitle Bar. Thetitle bardisplays the namef the progranor window
(Window Title) andcontainghetoolsfor resizingand closing a windownown aghe ControlBox.

Control Box

The ControlBox isin theupper righthandcorner ofthe interface and consisitoolsfor sizingand

closinga windowor programThetitle bar contains three buttorihe buttorwith theflat piece(_) is
theMinimize button. Thebuttonin themiddle isthe Resizebutton whichalsohas two buttons,
Maximize (onesquarepndRestore(two squaresdnit. Thelast button haan X on it and iscalledthe
Closebutton.

Restore

Minimize
Maximize Close

Control Box

Minimize Button

Theminimizebuttondrops programer windowson theTaskbar, where it will onlybe represented gn
icon. It hidesa programor windowfrom the screen but keeps it runniirgthe computer's memorsgady
for quickuse.You canminimizeaprogram you'réot using sdhat it is still runningut isoutof sight.

How to Minimize

1 Click theMinimize Button B to minimizethewindow/programThewindow/programnshrinks to
an iconlocatedn theWindowstaskbar. Thevindow/progranis still openandrunning.It's just
hiddenfrom view, tucked awagnd readyor futureuse.

It's easy taredisplaya minimizedprogram or windowvhen you'regeady to usé again byrestoring.
How to Restorea Minimized Window
1 Findand click the window/prograicon that you have minimizeih thetaskbarThe

window/progranspringsbackto life and appears aimescreen.

Function/Useof the Minimize Button
It is used talropan opened window tihe taskbasothat youcanwork on otherwindows.
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ResizeButtons

Theresize button will eithemakethe program owindow large enougto fit the screen(the single
square)r smallenough to whergou cansee itandother programsr windowsthatyou haveopened
simultaneouslythetwo squares).

Maximize

Maximize Button: Enlargegshewindowsothatit fills theentirescreen. This letgou seemoreof the
window'scontentsThe Maximizebutton onlyappears when theindow isn't maximized (doesn't fithe
entirescreen).

How to Maximize

1 Click theMaximize Button E of aprogram/window that you havaunched. The
window/program maximizes, fillintheentirescreen.
You canchangea maximizedwindow backto itsoriginal sizeby clicking the RestoreButton. The
Restore Button appearsplaceof theMaximize Button whenevera windowis alreadyin amaximized
state.

RestoreButton
When a window isnaximized (fills the entiracreen)clicking the Restore Buttonreturns thevindow to
its previoussize.

How to Restore

1 Click theRestoreButton @ of aprogram/window thagou have maximizedo restore the
window/progranback toits previoussize.

=NB: A double clickon theTitle Bar maximizesor restoreawindow/prograndepending of thetate
of the window/program.

Functions/Usesf ResizeButton
1 Themaximize button is usetb enlarge thavindow totake its maximunsize.
1 TheRestorebutton resizethe window tatake its minimunsize.

CloseButton

Theclose button will closa program owindow, justasif you wentto FILE | CLOSE onthe menuwor
FILE | EXIT on themenu.lt closeswindow or program when you're finished working with it, removing
it from thescreen and the computer's memast us launch th&/ordPad.

To close awindow:

1 Click the WordPadcon window'sCloseButton Eﬁ The WordPagbrograncloses.
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E Document - WordPad E\@@
File Edit View Insert Format Help

Dl &l &
|Aval

B @ - @9
v| |10 v [Westem

T2

v B7u® |
O SO

| [m]

onf |

For Help, press F1

74 start

E Document - WordPad

9

Recyde Bin

OpenedWindow

74 start

& Document - WordPad

2

Recyde Bn

ClosedWindow

=ANB: If a program hamorethanonewindow open, youwanclose allof its open windowsy holding
downthe Shift key whenyou click the Closebuttonfor anywindow.
Function/Uses ofthe closeButton

1

It is used talosewindow and exittheapplicatiorwindow.
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Moving a Window

Whenyou have severarogramsor windows open, you mafind thatonewindow coversthe other
windows.Whenthis happens, yocansimply movea window to a nevocationonthe screenn this
caseletus launchiVordPad prograragain.

Here's how to movea window:
1. Positionthe mouse pointer ovénetitle barof thewindow orprogram (e.gWordPad).
2. Click thetitle bar andmovethemouse while still holding dowthe mousebutton.[Yep, it's that
drag anddrop stuff you learnedarlier].
3. Release thenouse button tdrop thewindowto anewlocation.

Move a window by
dragging it by its title
bar to a new location
on the screen.

Moving a window

Changingthe Sizeof a Window

After movinga window, you may needto fine-tunethe sizeof a window to meetyour own specificneeds
To dothis,launcha program E.g. WordPad
1. MakesuretheWordPadprogramappearsisawindowanddoesn'fill theentirescreen
2. Positionthe mousepointerover the right borderof the WordPadwindow until it changego two
arrows («—pointing in the directionsthat you candragthe window's border,in this case left or
right.
3. Click andhold downtheleft mousebuttonanddragthe mouseto theright to movethe window
border [NB: As you dragthemousethewindow stretches]
4. Whenthewindowis thesizeyouwant, releasehemousebutton
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&l Document - WordPad Q@@

File Edit View Insert Format Help

0@ n 75 & g} MEE

lArial VHTD v}

T

&l Document - WordPad
File Edit View Insert Format Help

Ded & & o

LEX
2 B

V\rial

v”rﬂ) vHWestem

g.

fFor Help, press F1

fFor Help, press F1

Making a Window Active

Changing thesizeof a window

As earlier said, computecreercancontainmany programser windows.Eachwindowhas itsboundaries
andthe windows caibe placedon topof each other. Evergpened window isepresented on the taskbar
by a window tab otaskbambutton(icon).

To dothis you need to have mailganone windowor application launched. Thatgsay,thewindow
will bedisplayedon topof all theother opened windowandwill respond tonputs anccommand from

thecomputemwuser.

« My Computer

Fi
y £ Control Panel

Themes | Desktop | Screen Saver | Appearance | Settings |

A theme is a backaround plus a set of sounds, icons, and other elements
to help vou personalize vour computer with one click

Making a Window Active

Click the Title bar of thevindow

OR

Click anyvisible portionof thewindow

Click thetaskbar icon ofthewindow (program)

Use the shortcut keyslt + Tab of thewindow.

OR

OR
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Switching betweenWindows

Whenyou haveseveralprogramsor windowsopenedandrunningsimultaneouslyyou canonly work in
onewindow at atime. Thewindow you'reworking with is the activewindow andalwaysappear®n top

of theotherwindows Switchingbetweerwindowsis like makingawindow active

Here's how to switch betweenwindowsrunning:
1. Make sure the WordPad prograsrstill opened.
2. Startanew program (e.g. calculatday clickingtheStartbuttonand s el ect i
AccessoriesY Calculator

ng:

3. Click thetitle barof theWordPad. [The WordPgarogramappearsn frontanditsicon on the

taskbaiis depressed.]
Click any portion of th&Calculatomwindow.

S

If you can'seethe Calculator windowat all, it's because th€alculator windows completely

covered by the WordPadindow. In this case, you will havéo click the Calculator icoron the

taskbar.

Tistart | S scment-wada B oot

Switching betweenwindows

Using Alt + Tab keys

Yet another methodf switchingbetween windowss the most famous keystroke combination

Windows:

1 Press antiold down theAlt key, pressand releasthe Tab key, butdon'treleaseaheAlt key. The

task windowlists all the windowsindprogramghatare currentlyunning.

Move on to thenext stefio see howou can retrieva programor windowfrom thetaskilist.

1 While still holdingdownthe<Alt> key, press andelease¢he <Tab>key untilthe WordPad
programis selected, then release the <Alt> K&§henyourelease theAlt> key, theselected

window orprogramis activatedanddisplayed in fronof all otherwindows.

Summary

1 Beablagoidentifyawi n d o wlidasmenu, riningize, maximizendclosebuttons.
1 Minimizing, MaximizingandRestoringa Window
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Maximizeawindowsothatit fills the entire screehy clicking its Maximizebutton or by double
clicking itstitle bar.

Restoreawindowto its previous sizéy clicking itsRestoreébuttonor by doubleclicking itstitle

bar.

Minimize a windowso thaiit only appears aan icon orthetaskbabyc | i cki ng t he wi ndo\
Minimize button.

Restorea minimizedwindow by clicking itscononthetaskbar.

Close a window bylicking its Close buttonor by pressing <Alt> + <F4>

Closeall open window®y holding dowrthe <Shift> key while you clickhe Closebuttonof any
window.

To MoveaWindow: Clickanddragthe window by itditle bar. Release the mousettonto drop
the window inthe desired locatioonthescreen.

ToChangeaWi ndowds &thewa :n dRoom 6rsdr corers dnéil the pointer changes to
adoublearrow(like).

Click andhold down thanousebuttonanddragthe border or corner to a nd@acation untilthe
window s the size yowvant.

You canonly workon one windovatatime.Thewi nd o w y o u dnistheaativerwindow g
andappears in fromf all the inactivevindows.

To Switch between Open Prograrisiereare three way® switchbetween opeprograms:
1.Clickonthep r o0 g r a mdtketasklzao n

2. Click on any visiblgartof thewindow that you wanto appear irront.

3. Pressandhold downthe <Alt>keyand presshe<Tab>keyto displaythe task list. Pregbe
<Tab>key until the program you warg selected, thereleasehe <Alt>key.
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Chapter 11- Common Keyboard Symbols

We areusing thesymbols available in the computer keyboiardur daily life. But we mayot beaware
of the namef theall symbols useth thekeyboard. Thesymbolscan begroupednto two. Theseare:

1 PrimaryCharacters
1 Secondarfharacters

Primary Characters

These arsymbolson the keyboarthatdoes noinvolve theapplicationof Shift Key to type them. They
aretyped withonefinger.

Belowis alist of the special symboksnd punctuationavailablein acomputer keyboardndtheir names
thatdo not requirgheapplicationof Shift Keyto typethem:

Symbol Name
Full Stop /Period/ Dot

Comma

Apostrophe SingleQuote

O -

Semt Colon
BackQuote
Slash/ ForwardSlash
BackSlash
Open Bracket

VAR

CloseBracket

III—I|—|/\

Equal
Minus/ Hyphen/ Dash

SecondaryCharacters

Thesearesymbolson the keyboardthatinvolve the applicationof Shift Key to typethem Theyaretyped
with two fingers Onefinger pressingandholding downthe shift key, while the otherfingerspressinghe

key.
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Belowis alist of the special symboBndpunctuations availabie acomputer keyboardndtheir names
that requirghe applicationof Shift Keyto typethem:

Symbol Name
& And/ Ampersand
? Question Mark

@ At

n DoubleQuotation Mark Inverted CommasQuote

. Colon

+ Plus
0% Percent

* Asterisk/ Multiplication

N Exponential Caret/circumflex

| Exclamation Mark Bang
Open Parenthesis
CloseParenthesis
Open Bracé Curly Bracket
CloseBrace/ Curly Bracket
Hash/ Pound / NumbeS8ign/ Sharp

:':!:‘WJF‘HV/\ .

Underscores
Dollar
Greater than
Lessthan
Tilde/ Dwindle

NV A

!

Pipe /Bar
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Chapter 1271 Introduction to Word ProcessingApplications

Word ProcessingApplication

Word Processing Applicatiois software used to create webdsed documents (suahbletters, reports,
memosand anyword-basedlocumentpnthe computer thatan beprinted out onto papersing aprinter.
Word Processing Applications are simply cali&drd ProcessorsA word processor provides
componentsuch agpaper, perftypewriter), eraseand adictionary.

Examplesof Word Processors
1 Notepad
1 WordPad
1 Microsoft Office (MS-Word)

Other exampleareWriter, WordPerfect, WordStar, Pages, AbiWdgdlyord, Jarte, Kingsoft Writer,
Bean,Calligra Word, Groff JW Pee, LyX,Ted,WordGraph, AbléVord, WriteMonkey,FocusWriter,
RoughDraft, Judoom, AEdit, etc.

NotepadandWordPad are integrated feature$all versions oWindowsOS. They aréeatures founéh
WindowsAccessoriesSo,you do nothave to install Notepaar WordPadafter installingany Windows
Os.

Microsoft Word is aword processing prograthatallowsfor the creatiorof both simpleand
sophisticated documents. Thgramis equipped with templates and wizatdselpyou create useful
documentsuch as resumes; lettensd faxcover sheets. There are also features that allow yadido
professional looking graphits your documentsOtherWord ProcessingApplications are Word
Perfect, Office Suite, AbiWord, Polaris, OpenOffiets.

With the exceptiomf WordPad andNotepad all other examplesf word processors includingS-
Word areapplication software that musé installedonthe computer after installingny Windows OS.

MS-Word can'tbeinstalled separateljt is partof Microsoft Office Suite software which contairsther
applications such ddS-Excel, MS-Power Point, etc. Microsoft Office suite softwarein many
versions. Somef theversionsare Microsoft Office XP, Microsoft Office003, MicrosoftOffice 2007,
Microsoft Office 2010,etc.

= INT=Y

V A collection ofseparate windows applications solda@goupis calledsuite.
V Thedefault extension for the following file formats are: Notepad/WordP&xt andMS Word -
.doc/.docx
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Launching Word ProcessingApplications

Stepsto follow to launch Notepador WordPad

1. Click théStartButto. [Remembethat theStart button residea thebottomleft corner
of the computer screen. The Start menu pggs

All Programs

2. Point toAll Programs D [A menulisting thedifferent program categories poggt

abovethe Startmenu].

3. Point toAccessoriel] Accessories, [Another menu shoots otd theside of theAll Programsmenu.
Theprogram you may wano launch;WordPador Notepads in the Accessories men@anyou
find them?]

4. Click theNotepad or WordPad. [Th@ogramclickedappears othe screeim its ownwindow].

Stepsto follow to Launch MS-Word from the Start Menu
1. Click theStartButto to open the Staienu.
2. Click onAll Programs A!2regrams P [A menulisting thedifferent program categories pops out
abovethe Startmenul].
3. Point toMicrosoft Office Suite. [The Microsoft OfficBuitemenupopsout abovehe Start menu.

TheMicrosoft OfficeWord ispartof themenu.Canyoufind it?]
4. Click onMicrosoft OfficeWord. [Microsoft Office Word will finally open inits ownwindow].

Parts of Word Processors

Title Bar Menu Bar Standard Toolbar Formatting Toolbar

Help
Zj Document3 - Microsoft Word BN ==l i
Eile Edx \View [Insert Format Tools  Tay window Help Acrobst spe a question For hels - X
DEEoS®M SRY | BT o-=- @O=S| 7 0% -F' 22 - & =
(el - - - - - Lo =-sa-geir-e B0 S fe, 4 Fiaie. wicy. STeTe P 5 - - =l @ % Reveal Formatting X
Selected text
| Sample Text I
Ruler
Task Pane [ Compare to another sslection
Formatting of selected text
| ——— Insertion Point ScroliBar— FE‘::;"' fj
{Default) Times New Roman
e 12 pt
- Language:
2 English (U.5.)
X =l Paragraph
. — —————  End-of-Document Marker Algoeent:
3 Indentation:
- Left: 0°
- Right: 0~
N e
= ] Section
E Office Assistant -
= View Buttons
: Scroll Bar - ~1
= Status Bar — oOptions
- < [ Distinguish style scurce
= 2 [] Show al formatting marks
= af@= <« 1 >
Page 1 Sec 1 1/1 Ar 1 tn1 Coll ' REC TRK EXT OWR

Labelled MS-Word
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Title Bar

Thetitle baris ahorizontalbarat topof thewindow interface that displaythe nameof theapplication
being used and thdle of the file being workedt aswell asthe tools tde usedto managehewindow.
In this particular example, the naréthe application is Microsoft worand thetitle of the file is
Document1(NB: Thedocumenhasnot been named sbhas thedefault namef Document1).

In the upperight-handcornerof the Interface yowill noticea setof 3 buttons.The buttorwith theflat

piece(_) onit is the minimizebutton.Thebutton inthe middle is the resize buttandmay haveone
square otwo squaresnit. Thelast buttorhasan Xonit and iscalledthe closebutton.

=8 Document1 - Microsoft Word

Title Bar
Title Name Contiol Menu
_ v , _—
I 2] Document1 - Microsoft Word = q\close
Name of the Application Minimize Maximize/Restore

Labeled Titled Bar

i=3NB: By double clickon the Title baryou can restore or maximitiee window.

Functionsof the Title Bar
1 Windowtitle- shows thdogo, namedf application and thetle of afile.
Control menuybox) resizeandmove.
Minimize- drops windowontaskbar.
Maximize- enlarging avindow.
Close endingapplication.

= =4 -4 -8

Menu Bar

Themenubar ishorizontalbarthat appears below the title bar. menu options. Wherclckion any of
these options (File, Edit, View, Insert, Form&dpls, Table, Window drelp)a dropdownmenuof
commands wilappeabelowit.

Wi
I File Edit View Insert Format Tools Table Window Help i]l

Menu Bar

Below are brief descriptionsof eachof the abovemenubar options:
9 File: This menihasall the commands relatéd thefile operation like creating new document,
saving,openingprinting etc.
9 Edit: This menuhasall thecommands relatei theeditingthedocument like cut, copy, paste,
deleteetc.
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1 View: This menthasall thecommands relatet the controllingof the viewto the document like
print layout, weldayout,zoometc.

1 Insert: Thismenu has the commangsated tansertingobjectsdate& time, page number,
footnotes, head& footeretc.

1 Format: Thismenu is relatetb formattingof thedocument likeextformatting, columr&
paragrapHhormattingetc.

1 Tool: This menu has athe optionselated to thevord processing tools namely, spelligg
grammar checking, worcbunt,thesaurus, macro, protectietc.

1 Table: This menwhasall the commands relatéd inserting& modifyingtables.

Window: Thismenuhasall the commandeelated towvorkingin thewindows.

9 Help: This menthasall thecommands relatet gettinghelpfor MS-Word.

=

Standard Toolbar
Standardoolbar contains quiciccessools usedor frequentperationsuch as opersave copy,cut,
pasteandprint.

QG ERVEIs B F9.008 REB LS @) afl

Standard Toolbar

Print lnse;.ts Show /Hide
by Insert Tabl Exc Drawing Non-Print
N[ew Save preview Ort palste Urido Hype‘ﬂmk rodbe;Worksheet l Characars
— - - |
O= aﬁ:av By aw BHoEE 2B 9 s -3
Spell C Format l web Insert Text Document
e Print checker . Painter Redo Toalbar Table coumns ™Map VnewA? !ﬁ:me t
S1S

Labelled Standard Toolbar

Below isa list of the tools offered on the Standardoolbar and their functions:
New: Creates new, blankdocument.
Open: Opens alocument previouslgreated andavedn Word.
Save Savedheactive documenb aspecifiedocation.
Print: Prints activedlocument.
Print Preview: Displayswhat thedocument willook like whenyou printit.
SpellChecker. Checks active documefatr spelling and grammaticalrrors.
Cut: Cutstheselected texandplaces iton theclipboard.
Copy: Copiegheselected text and place®it theclipboard.
Paste Pastes the conterdfthe clipboardo a newlocation.
Format: Painter Copietheformattingof the selected texb anew textselection.
Undo: Undoes the last documesttange.
Reda Redoeghelast action that wasndone.
Insert Hyperlink : Creates hyperlink from theselected texiThat is,insertsawebsite ina
document.
Web Toolbar: Shows welioolbar.
TablesToolbar: S h o wdoolbaa bl e s 0

= =4 4 -4 8 4 _a -4 _9a _a _9 -2 -9

= =4
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Insert Table: Insertsatable.

Insert Excel: Worksheet Inseds ExcelWorksheet.

Text Columns: Changes the numbef text columngper page.

Drawing: Showsdrawingtoolbar.

Document Map: Changes the viewf thedocument.

Show/Hide Shows andhides norprint characters.

View: Magnifiesor reduces thdocument contentsy the specified zoomercentage.
Office Assistant Helpfunction

Formatting Toolbar
TheFormatting toolbar offers shortcut buttdodelpformat adocument quicklylt consistof toolsused
to select and chandbe appearance téxtin adocument.

; Ara 0 B JU|IE=SE=EEy|E 5H A H

Style Font Font

J

= = [ |
Format Toolbar
Decrease
Align g Indent Fat
Slize lt‘ri( uleﬂ Rig\]t Nllnbefingl Borders Color
|

| Normal » TimesNewRoman ¥ 10 ¥ nzg’g';li-;zgsgp{; lD'd"A'

F =1 [
&Iid Untllerﬂne Center Justify Bullets "L'e”e Highlight

Indent

Labelled Formatting Toolbar

Below isa list of Formatting toolbar buttons anda brief description of each.

f

= = =4 4 -8 A -9

|

=

Font Style Changeshestyleof the selectetext.

Font Type: Changeshetypefaceof font for theselectedext.

Font Size Changes the point sipé theselectedext.

Bold: Makes the selected text dark (bdidhelp emphasize thext.

Italic : Makes the selectadxt slanted forward (italic) thelpemphasize thtext.

Underline: Underlinesheselected textio help emphasize thext.

Align Left: Alignstheselected text/paragraphge)the left marginlt creates atraight line of text
on theleft-hand side of the page.

Center: Centergheselected text/paragraph(k)putstext inthe middleof apagehorizontally.
Align Right: Alignstheselected text/paragraph(s) rightcreates atraight lineof texton theright-
handside ofthepage.

Justify: Justifieghe selected text/paragraph(i)creates straight lineof texton both thdeft and
right-hand sidesf thepage.

Numbers: Creates numberedist or numberghe selectegparagraph(s).

Bullets: Creates bulleted listor adds bulletshe selectecparagraph(s).

Decreaselndent Decreasdhespace (indentation) betwetheleft andright marginof selected
paragraph(s).
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1 Increase Indent Increasahespace (indentation) between the leftdright marginof selected
paragraph(s).

1 Borders: Creates borderaroundthe selectetext/paragraph(s)

Highlight : Allows youto select (highlight) specifiet&xt.

9 Font Color: Allows youto change the colmf thetext.

|

Drawing Toolbar
The Drawing toolbaiis located at the bottom of tmgndow, betweerthe Horizontal Scroll baand the

Status bar.
: Draw~ L& | AutoShapes~ \ N\ [ O 4] 4‘1'_94 gl | .- A= == = @ \j!‘

Drawing Toolbar

free line. dash. and arrow
menu rotate lne rectangle textbox picture style
! | | 1 | 1 gesuaany
D[aw' 0 Moshqaes \\EO.‘@ &v.lvA-:;_—-_ .ﬁl
I 1 | | —
select AutoShap-es arrow oval wordart fill line, and font shadow 3D
objects menu color

Labeled Drawing Toolbar

TheDrawing Toolbar holds buttons/toalsed increatingdrawings It alsooffers tooldor inserting
organizational charts and reachadepictures andClip Arts from their differentlocations.

Click Drawing Toolbar for more!!!

View Toolbar
Thesechange the layout viewf the documentd normal, weldayout, print layout andoutline view.

layout  outline view
Print layout
view

= | = E3

View Toolbar

Reaci'uglath

VBW
Labeled View Toolbar
StatusBar

At the bottom othe Word interface ihestatusbar. Thisbar displays information about your document
suchas the page thig currentlydisplayed orihe screeiiPage 1, thetotal numbenf pagesn the

Page88



ICT for JHS

document1/1,i.e. 1 ofl) andtheline in which the cursois currentlypositioned [n 1). Theright sideof
the statusbar showsvhether keysuch a®OVERTYPE areactiveor inactive.

Page 1 Sec 1 1/1 At 25cm Lnl Col 1

StatusBar 1

Pgel Sl 1t 1" Il Gl [PEC T E

StatusBar 2

Other Parts of Word Processors
1 Ruler: This is abar markeaff in units thats displayedacross théop of thedocument windowit
is usedto set page margins, column widths, paragiagents andabs.
Insertion Point: This is thdocation wherghenext characteappears.
End-Of-Document Marker: This indicateshe endof thedocument.
Scrollbars: These are usdd view partsof thedocument.
Task Pane Thisprovideseasy access mmmonlyusedmenus, buttonandtools.
Help: This providegjuick access tblelp topicsonhowto useword.
Office Assistant This linksto theMicrosoft Office Helpfeature.

= =4 -4 —a —a -9

Finding Help
1. Click onHelp ontheMenu Bar.
Click onshowthe Office Assistant
Click onthe Office Assistant
Typeaquestion (e.gHdow do | open adocumen) in the QuestionBox.
Click onsearch to stagearching.
Click Openafile in the listof alternativeHelp results.
Readthe information
Click ClosebuttonontheHelp window.

O NOo O~ ®WN

TheRibbon is the saif toolbars at the topf the windowsn office programs designed help you
quickly find the commands that yoweed tacompleteatask.Theribbon replaced the toolbaasdmenus
in Office XP such astandard, format, vieanddrawingtoolbarswith Tabs.

Thetabs are seveilome, Insert, Page Layout, ReferencedMailings, Review,andView. Eachtab is
dividedinto groups. Thegroups are collections of features desigtogaerform functions. Commonly
usedfeatures are displayenh theRibbon.To view additional features within each group, clickthe
arrow at thebottom rightof each group. Thabbon was introduceith Office 2007.
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i s R [T A ¥ Find +
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The Ribbon

Below are the tabs on the Ribbon antheir functions
1 Home: Clipboard, Fonts, Paragragtyles, andediting.
1 Insert: PagesTables |lllustrations,Links, Headei& Footer,Text,and Symbols
1 Page Layout Themes, PagBetup Page BackgroundlaragraphArrange
1 ReferencesTable ofContents, Footnote, Citati@ Bibliography,Captions, Index, and Tabdé
Authorities
Mailings: Create, Start Mail Merge, Writ Insert Fields, Preview Resultsinish
1 Review Proofing, Commentg,racking, Changes;ompareProtect
1 View: DocumenViews, Show/Hide, ZoomWindow, Macros

=

=BT o removethe ribbonyight click on theblue sectionbeside the tabs (after the viéab) and thehoose
Minimize the Ribbon. To view againdothesame.

Quick Access Toolbar
Thequickaccessoolbaris acustomizable toolbar thabntainsccommands that you may wantuse
frequently.lt is normallyontop-left corner of theibbon. You caradditemsto it by:

1. Right clickon anyitemin theOffice Button or theRibbonand

2. Click onAdd to Quick Access Toolbarand ashortcut willbeadded to thQuick AccessToolbar.

Importance of Word Processor

1 It helps tocreate thelocumentgastthan thetraditional typenriter.

1 Typingerrorscan beeasilycorrected, athe textcan bepre-viewedon thescreen.

1 It helps inautomatic checkingf spellingandgrammar errorg thedocument.

1 Graphics, diagrams, chargs)dtables catbe easily inserted in the documeatmakeit more
communicative.

1 The documents camesavednthec o mp ut e r dosfutumeuseo r vy
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Chapter 13- Creating Word Documents

What is a document?

A documentis usercreatedwork on the computer Word documents text-baseddocumentreatedwith
Word ProcessosuchasMicrosoft Word. Actually, word documenttanalsocontainpictures,tablesand
charts

=INB: Word Processings the production, storage and manipulatibtexton acomputer using word
processor softwarsuch asvlicrosoftWord. Examplesf Word processing processaslude
composing.editing, formatting andprinting text.

Creating Document

Beforeyou cancreatea word documentyou first haveto launcha word processosuchasMicrosoft
Word. WhenMicrosoftis launcheda newblank documenis providedfor the userto begintyping to
createaword document

&INB: New Blank Documentis anemptypaperthat doesiot containanytextor picture.

Launching MS Word
To launch anewblank document, if the icon (shortcut)of MS-Word is on the desktop,follow these
steps:
1. Movethemouse cursaio theicon of MS-Word onthedesktop
2. Doubleclick ontheiconto launch arMS-Word.
OR

1. Movethemouse cursaio theicon of MS- Word onthedesktop
2. Right clickontheicon
3. SelectOpenfrom thePop-Up Menu

hid

| Microsoft Word

MS-Word icon

If the icon(shortcut)s noton thedesktop, follow these stefsopenanew blank document usirtige
Start Menu as explainéd theprevious chapteil hatis:

1. Click theStart ButtonEEZEM to open theStart Menu.

Anprograms . (A menulisting thedifferent program categories pops out

2. Click onAll Programs
abovethe Startmenu).

3. Point toMicrosoft Office Suite. (TheMicrosoft Office Suite menpopsout abovehe Start menu.
TheMicrosoft OfficeWord ispartof themenu.Canyoufind it?)

4. Click onMicrosoft Office Word.
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How to launch a new blank documentif Microsoft Word document is alreadyopened
(o
Click File fromthe Menu Baror Office Button' .
2. Inthe leftcolumn, yowclick New option.[A promptshouldopen that preseny®u with several
options].

3. SelectBlank Document

=

OR
1 Click theNewtool on theStandard Toolbar to opena newblankdocument.
OR
1 Use the shortcut key€irl + N (DepresandholdCtrl , PressandreleaseéN') to openablank
document.

il Document1 - Microsoft Word E“E|E|
Eile Edit Wiew Insert Format Tools Table  Window  Help H
D S && 9 @& 0w - @ 0@
Times Mew Roman = 12 - B I O = i= = £iE iE - i

W

._---g---.---i---.

H) QWA

=(=[@ 2|« | »
Draw ~ [3 AutaShapes = ™. w [ ] 2 A4l . F - A7
Page 1 Sec 1 i/ nk 1" Ln 1 Col 1

New Blank Document

Insertion Point
After launchinga newblankdocument, theisercannow entertextin thedocument areausingthe

keyboard. Remembdénetext you type will appear at the locatiohtheblinking vertical bar called
insertion point.

Insertion Point is the blinking vertical ban thedocumentrreathat markghelocation where texvill

apper whentyping begins. It is themouse pinter changes ttat fromanarr ow ﬂ toanl-beam I shape
asyou work withinafile.
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Moving the insertion point
To movetheinsertionpoint:
1 Use your moust moveyour insertion poinenywherewithin thefile.
1 Use your keyboardarow keysto moveyour insertion pointip, down, left,or right.
1 Hold theControl key (Ctrl ) andpress theip ordownarrowkeysto jumpup ordowna paragraph
at atime.
1 PresghePageDown keyto jumpdownthedocumenbnepage atatime.

Special featuresof some WordProcessors
While typing youcanmakeuseof some special feature$ someword processors taid you type
accurately anflaster. Examplesf these special featuraseexplainedoelow:
1 Spacing During typing, remembéb presshe spacebaronesanytime you wanto createa space
between words.
1 Erasing: Presgshebackspacekeyto erase tthe leftof the insertion poinbr press theleletekeyto
erasdo the rightof theinsertion point.
1 Word Wrap: As you type irMS-Word, theinsertion point moveto therightandwhen it reaches
theendof the line theinsertion point moveautomatically to th@ext line.That iswhat is termeé@s
Word Wrap.

=lNB: Word wrapis afeatureof word processorthatautomatically moveheinsertion pointo the next
line when thansertion point reachaébeendof themargin.

9 Paragraphing: Press entdp end obegina paragraph. Byressing entethe insertion point moves
from itscurrent lineto the nextine to create paragraph.

1 PageBreak: Whentheuser fillsapage, with text, pictures, graphs and chanisinsertion point
automatically movew thenextpage Thisfeatureis calledPageBreak. Pagebreak endshe
currentpageof adocumenandbeginsat top of thenext pageTheuser can intentionally insert page
breakwithout filling the pageby:

Clicking onInsert fromthe Menu Bar andselectPageBreak.
OR
Use the shortcu€Ctrl + Enter onthekeyboard.

1 Auto Complete As you type, the computer provides word suggestipssvhen youhavenot
finished typing thevord. Thisfeature is calleduto Complete. Whena useris provided with auto
completeword suggestion tip, the user pressager onthe keyboard taccept suggestedord tip
or continue typingdo rejectAuto completetip.

=INB: Auto Completeis afeature of word Processors that provide suggestiontipsmplete wordss
theuser typeshewords.
9 Punctuations: Strictly obsertgping instructionsandrulesin using punctuations so that yoan
create anear perfeatlocument.
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SavingDocument

At some point you makiave dinely tunedsentencer several paragraplaof ideas, facts, or figures that
youwouldregret losingf power failure shuts your computer ofo keep youmork, you haveto save it,
andit's nevertoo earlyto dothat.

SaveCommand

( Da
3

1. Click File fromthe Menu Bar or Office Button
2. Inthe leftcolumn, youclick Save [A smaller window, called dialog box, open¥.ou usethisbox
to tell Word where you wartb store thelocumenbnyourcomputer].
-
3. Movethe cursoto Save ~ andclick it or pressEnter Key.

SaveAs Command _
(Da

1. Click File fromtheMenu Bar or Office Button

2. Inthe leftcolumn,click SaveAs. [A smaller window, called dialog boxppens. Youwsethisbox
to tell Word where you warib store thelocumenbn your computer and the names you wgive
thedocument].
Type thenewnameinto thespace fodrile Na me 6
4. Movethe cursor t@aveand clickit or press€Enter Key

w

Save As S8
Savein: |u:'| My Docurnents j 5] i - Tools =
d bl bl Lz
:ﬁﬁ ﬂ ty Pictures
History 2 My Received Files
E b Wideos

B

My Docurnents

B &

Fawvotites

o

] £

= File: pame: poci] ﬂ cave |
Tl Metwiark, —
Places Save as type: |Wurd Diacument ﬂ cancel

Word 2003's Save As dialog box File name box

Shortcut (Ctrl +S)
1. Depres@ndhold Ctrl , pressandreleasés.
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In the leftcolumn click Saveor SaveAs. [A smaller window, called dialogbox,opens.You use
thisbox totell Word where you warib storethe documenbn your computer anthenames you
wantgive thedocument].

If you selecSaveAs (in step 2)type the namentothespacd o r 6 f ilf yoe seledSave (i .
step 2) moveto step4.

Movethe cursor t&Gaveand clickit or pressEnter.

After you save youdocumentand you continue to type, yahouldsave your workasyou go by using
theshortcut Ctrl + S.

Saving ondesktop:

1.
2.
3.

4.
5.

{ Ca
Click File fromtheMenu Bar or Office Button
In the leftcolumn,click Save /SaveAs.
If you selecBaveAs (in step2), type the namentot h e s p a o @ mf#f gau setedtSave(
step 2) moveto step4.
Select Desktop frorthe dialogoox.
Movethe cursor t@aveand clickit or pressEnter.

Closing Document

Whenyou are through witthe documentindhave saved your work, clodeefile.

1. Click File fromtheMenu Bar or Office Button

(D
a

In the leftcolumn, youclick on Close.
OR

9 Click ontheCloseButton on the togright corner ofthewindow.

&> Tip: To find your document after you cloielook in theRecent Documentsist. Click adocumentn
thelist to openit.
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Chapter 14- Editing Word Document 1

What is editing?

After typing adocument, you will often discover that ynaed tanakesomechanges tgourtext.
Perhapsgou wantto rephraser even deleta sentence.

wlEditing is the processf correcting mistakeandmaking change® theconteniof a document.

Editing isdone withthe useof tools thatarefoundonthe Standard Toolbar, Menu Bar or Office
Button. Exampleof these tools areindo, redo, cut,copy, paste,etc. To beableto editadocument,
you need to open thédocument.

Opening Document

Using the MenuBar to Opena Document

1.

2

LaunchMS- Word.
(Da
Click File from theMenu Bar or Office Button
In the leftcolumn,click onOpen|[A dialog boxwill bedisplayed].
Locatethe documerntio beopened.

Singleclick onthe documenfile icon), then

Click theOpenbutton™—
OR
Doubleclick on aselected documei opernit.

EiT' Edit  Wiew Inserk  Format  Tools  Table
[ Hew... Ctrl+h
I open.. ChrlH-0
Close
Backstage
OR

Using the shortcut, Ctrl + O to Opena Document.

1.

o pob

LaunchMS- Word.

Press orCtrl + O [A dialogboxwill bedisplayed].
Locatethe documernto beopened.

Singleclick onthe documentffile icon), then

Click theOpenbuttonlgesn [~

OR
Doubleclick on aselected documett opernit.
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=INB: The process thag usedto recalladocument previously savésitermedOPEN.

Ways of Editing Documents

InsertingText

Moving Text

DeletingText

Undo

Redo

1 SpellingandGrammarCheck

= =4 4 -8 -

Inserting Text

To Insert Text,
1. Movethelnsertion Point (the blinking bar}o where you wanto insertthetext.
2. Click to place the insertiopoint.
3. Start typing theext.

Moving Text
When auser clickswithin aselected textby holding downtheleft mouse button, and then transfirs
cursor to aifferent location withirthesamedocumentthe textwill be moved.

To Move Text
1. Selecthetext.
2. Click within theselected texand drag to théocationwhereyou want the texio bemovedwithin
thesamedocument.
3. Thenreleasghemouse.

Deleting Text
To DeleteText
1. Select (highlightjhetext tobedeleted.
2. PresgheDeletekey or theBackspacekey.
OR
1. Without highlightingmovetheinsertion pointto the beginningf thetextto bedeleted.
2. PresgheDeletekey several times, untihetext isdeleted.
OR
1. Without highlightingmovetheinsertion pointto the endf thetext tobe deleted.
2. PresgheBackspacekey several times, untihetextis deleted.

Undo

Undois simplya toolthat isused tareverse action(s) already takeuring thecreationand/oreditingof a
documentln otherw o r d safeature tiéatdets you delete the last change n@ageur documentWord
remembersip to300 actionsn adocument and allows ydo undoanyor all of themas long agou
haven'tlosed thedocument first.
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Steps toUndo:
1. Click Edit ontheMenu Bar

2. ClickUndo =~ fromthePop-Up Menu

OR
1 Click Undo ol ontheStandard Toolbar

OR
1 Use the shortcuCtrl + Z

OR

9 Click Undo ontheQuick AccessToolbar

(Dn ) = [ ==
Typing
Bold ! Crelete
HE:QS "Second Methaod: " Typing
Tvwping "First Method: " j Typing
Undao 3 Actions Undo O actions

Quick Access Toolbargword 2003and 2007)

IMPORTANT:

v~ You cannothoose taindooneaction in the middle ahe list. To undsomething, youwlid several
stepshack, you will have taindoeverything youid after that actionf you only want toundo oneaction
in the middle of your document, sel&canddeleteit or typethe corrected texiver it.

Redo
Redo is &ool thatis used to restore action@ftheundo commandtool duringthe creationand/or
editing of a document.heredo feature allows you teeverse théastundo.

Steps toRedo
1. Click Edit ontheMenu Bar

2. Click Redc i from thePop-Up Menu

OR
9 Click Redo ™ on theStandard oolbar

OR
1 Use the shortcuGtrl +Y

OR

1 Click Redoon theQuick AccessToolbar
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lﬁﬂ\. = ™ q

BE

Typing at
T':.-'I:III'II;I ||::'::|| T].I'Fllr'lg ]
Fedo 2 Actions Redo 2 actions

0.
Quick Access Toolbargword 2003and 2007)

izBNotice the small list arromext to theRedobutton.When you clickit, alist of theactionsyou have
undone appearRemember, yoaannot choose tiedooneaction in the middle athe list. Toredo
something, youlid severaktepsback, you will have taindoeverything youid after thataction.

Spelling andGrammar Checker
Spelling andsrammar Checkes afeature of word that allows ydo checkandcorrect spelling,
grammatical and consistency mistakedocuments.

Most word processing applications comi¢h an inbuilt dictionary thatcanverify anywordthatyou
typefor spelling, grammarandconsistency errors Thesegrammarsspellingand consistency errors
may notall be correct,soyoucan choose tmnore these error markingadkeep typingr youcan
correct the mistakes and/addthe correctionso theWord'sdictionary.

Spelling Mistakes
Word putsared wavy line underpossible spelling mistakel$.you click onthe suspected misspelling,
Word gives youoneor more suggestezbrrections.

The seminar will be scheduled for nxet Thursday at 8:00am. Please briing vour
registration form as well as paymment.

Misspelling Example

How to Use the Spelling MistakeChecker
1. Place yourdeam ovethemisspelled woréndright-click.
2. Selecthecorrect spellingrom thelist of options that is displaydaly word.
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The seminar will be scheduled for g_l';g_t_ Thursday at 8:00am. Please briing vour
registration form as well as paymment ; next

AP

net

Right-click on the misspelling Ignore Al

Add to Dictionary

AutoCorrect >
Language 2
¥ Speling...
R paste

Spell CheckOptions

Grammatical Mistakes
Word also putsagreen wavy lineunder possiblgrammarmistakes.

To work on suspected grammaticamistakes:
1. Place yourdbeam ovethe misspelled woréndright-click.
2. Selecthecorrect grammar frorthelist of optionsthatis displayedoy word.

There pras three books in the bock bag,

Were |

Ignore Once

Grammar...

About This Sentence

B %< L) [

Paste

Grammar Dialog Box

Consistency Checker
Blue wavy line that appears under tantadocument indicates thtteconsistencghecker hasetected

aninconsistency that you may wantlook andcorrect.

To correct this:
1. Right clicktheunderlined worar phrase. [Amenu will appear].
2. Selecthecorrect spellingr phrase from théist of suggestions. [The correctptrasewill appear

in the document].
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uUly Qgﬂlmy qualifications tor tl
irm that y details il z

rou may h ou
lgnore Once

D’ Grarmmar...
% Hyperlink...
L7 Mew Comment

ConsistencyChecker

Spellingand Grammar Dialog Box
Spelling andgrammardialog box caralso be usetb correct spelling, grammaticahdconsistency errors
in documents.

Spelling and Grammar: English (U.5.)

Mumber Agreement;
Word offers a features that helps prevent -~ Ignore Once

this from happening.
Ignore Rule
R Mext Sentence

Change
a feature Explain...

Suggestions:

Dictionary language: |Eng|ish (u.s.) -
[+ Check grammar

Options... | | Cancel

Spelling and Grammar DialogBox

Spelling CheckerOptions

1
1

= =4 4 -8 —a -9

SelectError Box to displaytheerror.

SelectBold-Faced Suggestioto replaceheincorrectlyspelledwordin thedocumentSuggestions
Box is thebox that gives you some suggestions reldtiegrrorin theerror box.

Selectignore and Wordignore all future instances of this spellinghisdocument.

Selectgnore Onceto ignore reported erramly once.

Selectignore All to ignoreanerror whichhasoccurred several timés atext.

SelectChangeto changeall errors in the errobox.

SelectChangeAll to changeall errors whicharethesameas theone reporteih the errorbox.
SelectAdd To Dictionary andWord addgheunderlinedvord to thedictionary sat won'tbe
flaggedas arerrorin any othedocument yowreate.

SelectAuto Correct to addthecorrect spellingo your listof words that Word automatically
corrects as you typéuto Correct is afeatureof word processors that automatically correct
misspelled words and correct capitalizatioasyou type.Correctionscan be rejectedr reversed
by clicking ontheUndobuttononthe standard toolbar immediatelfter theautomaticcorrection.
SelectLanguageto specifya wordas parbf another languagereventing Word from seeing this
wordas amistake.
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1 If you selec6pelling,the Spelling andGrammar dialodpox appears.

Grammatical Checker Options
1 Selectignore and Wordignores the grammatical mistaikdelievedo exist.
1 SelectGrammar and theGrammar Dialog Box appearGrammaibuttonis usedo check
grammatical erroraswell asspelling.
1 SelectAbout This Sentenceand theOffice Assistantwill offer you reasons as to wh/ord
believes thiso beagrammaticakrror.

Spellingand Grammar Dialog Box Options
1 Click Ignore Onceto ignore this one instanad thegrammatical erroin yourdocument.
1 Click Ignore Rule to ignore this grammatical error and all other grammatical errors dfyfesn
thedocument.
9 Click Next Sentencdo take youo the next grammaticarrorlistedin your document.
Click Changeto replace the error with whé in theSuggestiomox.
9 Click Explain to open theDffice Assistant, which will offer yoweasons for thisrror.

|

Resaving EditedDocument

To Resave an Editedocument:

(D
1. Click File fromthe MenuBar or Office Button ’
2. Inthe leftcolumn, youwclick Save.

OR
1 Click Saveonthe Standard Toolbar

OR

1 Use the shortcu€trl + S

Difference betweenSave and Savés

SaveandSaveAs optiondo the samework of savinga document but the difference betwdsthoptions
is thatthe SaveAs command every time gives ytle SaveAs dialogbox andyou cansavethefile with
different names als®&ut the Saveoption will give you the SaveAs dialogboxwhen youaresavingthe
document foeveryfirst time. Othertimesit will savethedocument with the previous naméhout
giving anydialogbox.
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Chapter 15- Formatting Word Document

Formattingis the process of changitige appearancef textin a document-ormattings done withthe
useof tools that aréoundonthe FormatToolbar orFormatMenu. Examplesf these tools are; font type,
font sizefont style (bold/italic/lunderlinegtc.

Wheneveryou want to edibr format text, you must seleittfirst. Selectingis theprocesof auser
placing the cursor ane endf atext, holds down the left mouse butemddragto the otheendof the
text.

How to SelectText
1. Positionthelnsertion Point before orafterthetext that you wanto select.
2. Click anddragtheleft mouse button across ttextyou wantto selectand themrelease the mouse

button.
OR
1. Positionthelnsertion Point before orafterthetext that you wanto select
2. Press antioldthe Shift Key

3. PresgheArrow Keysuntil thetextisselected

Clicls arnd dias il =t i ¥t

OR

How to selecta singleline of text:
1. Movethel-beamto theleft margin untilit becomes rightslantedwvhite arrowpointer.
2. Positionthearrow pointer to the leftof the line you wanto highlight.
3. Click once tahighlightasingleline.

é] Wlowe the I-beatn to the left margin until it becomes a right-slanted white arrowe

How to select an entiretext:
1. Positiontheinsertion point at thebeginningor at theend of thetext that you wanto select.
2. Click anddragup ordownto select as manlynes asyou wantto edit.
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Edit | iew Insert  Format

k7 Undo Typing  Cerl4+2
4 Cut Chrl+x
Copy kel C
@ Office Clipboard. ..
[ Paste Chrl+y
Select all - Chrl+4
a% Find... g Chrl+F

£

OR

1 Use the shortcuGtrl + A, to highlightor select entirdext.

First MWethod: Clicls and drag to select tesdt

mecond Method: Ivlowe the I-beam to the 1eft margin until it becotnes a right-slanted
white arrowe

melect All

Third IWethod:
=NB: Double clickingon awordin a wordprocessing prograselects thevord.

Differences between Selecting anilighlighting

1 Selectingis the processf placing themouse cursor atne end of a texhold downtheleft button
anddragto theend of the textlt alsomeans pressing theft buttonon afile, folder,icon or
program.

9 Highlighting is the proces®f placingthe mouse cursoat one enaf atext, hold dowrtheleft
button and drag to the endtbk textto addcolouron thebackgrounaf or emphasis theext.

Thewords selectingndhighlightingaresometimesisedinterchangeablput theyare not thesame.
Someof thedifferencesare:

Selecting Highlighting
1. Meant for Formattingpurposes 1. Laying emphasi®n points
2. Background vanishes aft@armatting 2. Background stays aftdiighlighting
3. Temporaraction 3. Permanent / long lastirartion
4. Not dependerbn colour 4. Dependenbn colour
5. Involvesonesteps taaccomplish 5. Involves multiple steps taccomplish
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Formatting Tools

Font Type
Font typerefersto how the fon{or texts) willappeamwhena usertypedthem.Examplesf font types:

Times MNew Romarn
Arial
Cambria
Calibri
Ercadcdys o
STENCIL

Leicid o FHandaviriting-
Lucida Calligraphy

Examples of FontTypes

Changingthe Font typeof Text
1. Highlight the texts you wartb change itéont Type
2. Click theFont Type list arrow and
3. Selecthefont Type of your choicefromtheFont Type list.

Selecting FontType
1. Click theFont list arrow ontheFormatting tool bar. [A list appearsvith all the fontsthatare
available on youcomputer].
2. Scroll up/dowrtheFont list and
3. Selecthefont type you wantto use.

i=NB: A font is a set ofletters, numberandsymbols that shareunified desigror adesignof letters,
numbersandsymbols thaaredisplayed iraword processor.
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§ File Edit View |Inset Format Tools Table Window Help Type a question for help v X
RQIGRITEI SR S0 008 d0REBIT I 5% -0 sradll
i 44 Normal + 12pt, - |ITAENENIRAEE |7 12 1&' = - |§55_§§;§§;§|>.ay.e.l
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T Aharoni 71T TIAN
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e Clicly pLGERIAN ting tool bar. [A list appears with all the
font{ & andan

e Scrq T tmaliew t the font you want to use.
T sngsanalUPC

T Aparajita
You can al T Anbic Typesetting new font.

e High® Arial Font Type

e (lig® Anal Black slect the font Type of your choice from
the T Arial Narrow

TP T

=: BIE|=E B <
iDraw> | | AutoShapes \ N [ O A 4l &3 8] (& | & - - A -
Page 1 Sec 1 1/1 At25cm Ln1l Col 1 REC TRK EXT OVE English (U.S G

Changing FontType

Font Size

Font sizesimplyrefers tohow bigger (largerdr smaller font(or texts) appears whegped.Fontsize is
measuredh points. The lowest poinin thefont list menu is8 and the highest i82. If you wantto type
any fontsize thais notonthe font list menu, yoneed taypein the fontsizeyouwant.E.g.6 or 99

Changing Font Sizeof Text
1. Selectatext
2. Click theFont Size listarrow. [A list of font sizesappears].
3. Selecfont sizefromtheFont Sizelist. [Thefont for the selected text will changethe fontsize
chosen].

Selectingfont Sizeto type with:

1. Inserttheinsertion point whereyou wantto begintyping.
Click theFont Size listarrow. [A list of font sizesappears].
Selectfont sizefromtheFont Sizelist
Starttyping

PN
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Type a question for help
Bla g >* - @ digad i
Rl =" g

.| iz = Eflai”ﬁl
—
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41 Normal + 20 pt, E + Tlmes New Roman  ~ E

w
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Font size simply refers to how|! r (larger) or smaller font (or texts) appears when typed.
Font size is measured in pointi lowest point in the font list menu is 8 and the highest is

72. If you want to type any fon|;;  fhat is not on the font list menu, you need to type in the
%6 v

font size you want. E.g. 6 or 9

Selecting font Size to type with:
é e Insert the insertion point where you want to begin typing
=E|=zw <
Qraw' ls | AutoShapes~ \ N\ [ O A] 4 & = = T
1/1 EC| [ TRK| [EXT| |OVR s o

Font Sizelist

Font Size - B points
Font Size - 12 points

Font Size - 18 points

Examples of FontSizes

Font Style
Font stylerefersto emphasizing font(or texts)in adocumenby makingthetexts darkeandheavier

(bold), slanted (italic)r by addingunderlining.

Bold
Thisis selectedvhen theuser internso makethetexts darkeandheavierlt's represented bghe

alphabeB onthe formattingoolbar andBOLD in theformatmenu.
B I U

ToBold
1. Select (highlightihetext you wanto Bold.

Click theBold button B ontheFormatting toolbar.

2.
3. Click inside the pag® removethehighlight.
4. Theselected text will appean Bold.

Typing in Bold
1. Inserttheinsertion point whereyou wantto begintyping.
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2. Click ontheBold button B onthe Standard Toolbar.
3.Begin typingandthe textwill appear irBold as you type

e.g.
Norma Text
Bold Text
Example of Bold Text
Italics

Italic is selected whetiheuserintends to slanfmakeit slopeto theright) a text.It is representedy the
alphabet | on théormattingtoolbar andtalic in the formamenu.

'B|7 U

To Italic
1. Select (highlightjhetext you wanto Italic.

Click theltalic button < ontheFormatting Toolbar.

2.
3. Clickinside the pagt removethehighlight.
4. Theselected text will appean Italics.

Typing in Italic
1. Inserttheinsertion point whereyou wantto begintyping.

2. Click ontheltalic button < on theStandard Toolbar.
3.Begin typingandthe textwill appear iftalic as you type. e.g.

Normal Text
Italic Text

Example of Italic Text

Underline
Underlinesimply put aline under(or underlinesa selectedext. It is represented by u (amderlineu) on
theformatting toolbaandunderline in the format menu.

To Underline
1. Select (highlightjhetext you wanto underline.
2. Click theUnderline button on thd-ormatting toolbar.
3. Theselected text will appean Underline

Typing in Underline
1. Inserttheinsertion point whereyou wantto begintyping.
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2. Click ontheUnderline buttonon theFormatting Toolbar.
3.Begin typingandthe texiwill appear irnderlineasyoutype.

e.g.
Normal Text
Underlined Text

Example of Underlined Text

You canapply two or all command8old, Italic and/or Underline formatting textby usingthe same
methodexceptyouwould click theBold, Italics and/orUnderline buttonsasdonebelow:

Normal Text
Boldltalic
BoldUnderline
ItalicUnderline
BoldUnderlineltalic

Font Styles

To removeBold / Italics / Underline
1. Select (Highlight) theext.
2. Click theBold / Italics / Underline buttonon theFormatting toolbar.
3. TheBold/ Italics / Underline style is removedrom theselectedext.

Shortcuts
1 Boldi Ctrl +B
1 [ltalici Ctrl +1
T Underlinei Ctrl +U

Using shortcuts
1 Selecthetext.
1 Click onCtrl + B/Ctrl + I/Ctrl + U to Bold/Italic/Underlinerespectively

Font Color
The use otolour can add emphas@syour wordsandmake your document easterread.

To change the fontcolour, follow the stepsbelow.
1. Highlight the text you wartb change fontolour.
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2. Click thedown arrow nextto thecolor & “licon.[It is usually displayeds thdetter"A" with a

redunderline].
3. Selecthecolour you wanfrom thepop-up font color menu.
izINB: Moving your cursoroverthevarious font colorsA live previewof the colomwill appear in the
document.

Typing in Colour
1. Inserttheinsertion point whereyou wantto begintyping.

-

2. Click onthearrow nextto thecolor = "licon on the~ormatting Toolbar
3. Selecthecolour you wanfrom thepop-up font color menu.
4. Begin typingandthe textwill appear inColour asyoutype.

i""

b

Sutomatic

More Colors, .

Font Colour Menu

E.Q.
Normal Text
Changing font colour

Changing font colour

Highlighting Colour
TextHighlighting Colour tool is used to highlight poiritstext for easyidentification.

To highlight text with color, follow the stepsbelow.
1. Selectthetext you wanto highlight withcolour.

-

a
2. Click thedown arrow nextto the Text Highlighting Color ' toal.
3. Selecthecolour you wanfrom thepop-up highlight color menu.
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=INB: Moving your cursoroverthevariouscolors. Alive previewof the color willappeain the
document.

File Home Insert Page Layout References Mailings Review View
'l . .
%l o Times New Rom = 12~ A" a7 | Aa~ | B8, = - 3 = =&
F]
Past - 2 abz| . - =
aste 4 | B L U -abe x X B[ A =

i

Clipboard

Highlight Color Menu

E.g.
Normal Text

Text Highlighting Colour

Text Case
Have you ever realized after typiagpng paragraplihat you accidentally left theaps lock on andll of
your letters arén uppercase? Fortunately, you will not haweetype the texto correct thismistake.
Word offersa quick solutiorby allowing youto choose theorrect option fronthe ChangeCasedialog
box.

1. Selecthetext you wanto change thease.

v

2. Click theChangeCase commandn theFont Group on theHome Tab.
3. Select onef theText Case Optiondromthelist.

e Insert Page Layout References kailings

Calibri MER - EA N EERE =

|B I U - abe x, x* Aa~-||B” - A -|||= =

Font ‘ Sentence case.

lowercase

UPPERCASE

Capitalize Each Word

1OGGLE cASE

Text CaseOptions

Text CaseOptions
1 To capitalizethefirst letterof asentencandleave all other lette@slowercase, cliclSentence
case
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1 To excludecapital letters from your text, clidkwercase.

To capitalizeall of theletters, clickiPPERCASE

1 Tocapitalizethefirst letterof eachword andleavetheother letters lowercase, cli€kapitalize
EachWord.

1 To shiftbetween two case views (for exampteshiftbetween CapitalizEach Word and the
oppositecAPITALIZE eACHWORD), click tOGGLE cASE

=

OR

9 Selecthetextandpressingshift + F3.

Font Effects
91 Superscript: | t adegt thatis raised above other teah thesame lineand isreducedn font size.

1 Subscript:  ktexbtkatis lowered beneath other teoth thesame lineand isreduced in fonsize.
9 Strikethrough
1 Shadow
1 Outline
1 Emboss
1 All caps
Etc.

ResavingDocumentUsingt h e AS @enmenand

After formattinga documenthe documentan beresavedn the namef your choice. Tosavea
document Usi nGmmanke ASave AsoO
( Oa

1. Click File fromtheMenu Bar or Office Button

2. Inthe leftcolumn,click SaveAs. [A smaller window, called dialogox, opensYou usethisbox to
tell Word where you want to stotiee documenbn your computerand thenames you wargive the
documents].
Type thenewnamein to the space fod-ile Named .
4. Movethe cursor t@aveand clickit or pressEnter Key

w
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Chapter 16- Threats to Computers

Computers are vulnerable to mahyeats. Thenain and mosterioughreat to computers argruses.

A computer viruss aprogramor a codehat isloaded ontgour computer without your knowledgad
againstyour wish.In fact, itis amalware when executed, replicalbgsproducingtself or infectingother
programshy modifying themVirusesinfect computer progranaswell asdata filesand boosectorof
the harddrive.

All computer virusesremanmade A simple virus can makeopies ofitself overandover again. Even
such asimple virus is dangerotmecausé will quickly useall available memorandbringthe system to
ahalt. An even more dangerous virus is capable of transmitting itself across netnalospassing
securitysystems.

No mattemow careful youare,you can pickup computer viruses through normal wattivities.

&lvirusesdo not onlyattackcomputersTheyalsoattackphonesphablets, tablemndiPads.

1 Retro: Retrois avirus designedb attackantivirus software designet deletethem. Itcan
circumventor disable Antivirussoftware.

I Boot SectorViruses: Bootsector viruses are viruses that infinetboot sector and makbe
computeror media unbootable. Once the Boot sector becomes inféotetl,infectany other
mediasuchasfloppy disks drive, zip drive, etit comes inta@ontactwith. Bootsector is the padf
the harddrive that actuallgtartsthe operatingystem.

1 BIOS Viruses: BIOS stands for Basic Input /Output Systdtris anareaof the memonthat
controls everything includingputand output device#. controls devices such &syboard, mouse,
CD ROMs,harddrives, video card&tc.

9 File Viruses. They'rethemost common typef viruses. They infect existing files (sometimes
replacing them)gausinghe virusto load into memory whenever you execatgnfectedfile.

1 Worms: A wormis aspecial type of virus thaganreplicate itselanduse memoryputcannot attach
itselfto other programs. While regular virusgewead on thivcal device,wormsspreadjuickly
through existingnetworks.

1 Trojan Horses(Trojans): Trojansarevirusespretendingo be normalapplicationsoftwarewhile
performingtheir destructivebehaviorsbehindthe scenesE.g. is a gamethatdeletediles while the
gameis played

EaOther viruses are resident viruses, overwiiteses direct action virusestc.
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Accepting withoutreading thead,popups or prompts before proceeding. BMile browsingthe
Internet,anad, a popup or promptappearshat says, "Your computer (or phone) is infected with
virus,downloadthisto clear the virus". Without fully understanding tha&p-up orprompt, you
quickly "accept".

Downloadinganyinfectedsoftware such ggrograms, utilities, gamespdatesetc.

Openingemail attachments: Asgeneral rule, dootopenemailor attachment yowerenot
expecting taeceive. Computers can get infected throtingth.

Insertingor connectinganinfected disk, disor drive: Any diskdiscor drive arewritable media
andare susceptible virus attacks.

Not running latest updategtany updatesgspecially those associated with Microsoft Windows are
security oriented. Always keep your operatiygtem anghrogramsup todate.

Pirating software, musiar movies: Stop downloadingratedsoftware, booksnusicor movies.
You mayrun therisk of downloadinga virus asthose filesandprograms sometimes contarruses.
No Antivirus Scannein your computerif you arerunninga computer with Microsoft Windows,
it's highly recommended you have sofoem of Antivirus softwareandSpywareor malware
protection. This software can remamey existingviruses, spywarer malwareand alsdelp
preventfutureinfections.

Somecomputenwiruses are programmea harmyour computers bylamaging programdgletingfiles or
reformattingthehard drive. Others simply replicate themselweffood network traffic, makingg
impossible to performany Internet activity. Eveessharmful viruses as said earliegnsignificantly
disruptyour systemperformancesappingcomputer memorgnd causingrashes.

Symptoms andEffects of Virusesin a Computer

=

©ooNoOOkWN

el el
WN RO

Slow computeperformance
Computemotstarting

Erratic computebehavior

Unexplained datkoss

Frequentrashes

Unexplained memorysedup

Pop upads

Computer restarts faro reason
Hijackedaccounts andendingmessages

. Lockdown warnings

. Anti-virus software won'vork
. Corruptionof programs

. Corruptionof operatingsystem
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Virus protection / removal

1 Use virus protection prograhantivirus

Dondt opeigsuspiciaus | t hat
Scanall storage mediandfiles before openinghem
Scanall programsr applications before installinpem
Avoid openingemail attachmerthat are notamiliar
Downloadfrom trustedwebsites

Scanemail attachments before openthgm

Avoid copyingfiles and programBom untrustecgources

=A =4 =4 =8 4 -8 4

Antivirus Software

An antivirusis computer software th& designedo detect, preverdandremove malicious software and

files from computerslt is sometimes referrei asAnti-Malware.

Antivirus were designed tetect andemoveviruses hencthename. Nowadays, antiviragésoprovide
protection fronotherthreatssuch adrowser hijackers, ransomware, keyloggbesskdoorsrootkits,

trojans, worms, adware, spywaesg.

Antivirus softwarework silently in the backgroundandreceiveupdatesautomatically They providescan
engineghatusevirus definitionsto examinefiles andprogramso determinewhetherthey areinfectedby

viruses Thevirus definitionsarethekey to identifying knownviruses

Computers are alwayailnerable to newnalwareor virus attacksThis is thereason yowshouldalways

useAntivirus software thatipdateitself anddefinitionsfrequently.

<L B &
AVIRA = bitdefender
- Lz f®TREND

} » )
AMTI.WiImus

Examples of anttvirus software:

1. Avast 2. Norton 3. Avira 4.McAfee 5.Kaspersky 6.AVG

7.

ESET 8Dr.Web 9. Panda 10.BitDefender 11. TheShield 12. CMSecurity
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Other Threats to Computers

1 Electricity
 Rodents

{ Dust

1 Liquidsor humidity
{ ExcessiveHeat

i Attemptingto correct problemsn yourcomputer

Electricity (Power Faults)

Desktop Computers need power frardirect sourcé operate. Laptopmndnotebookperatewith
batteries which neetd berechargedvhenit runs down. Electric power especialipm thedirect source
is not always reliable. Fluctuatioasidfrequent electripowerfailuresandfaultsarethreatghat can
damageomputers.

Someothersimilarpowerrelatedporoblemsarebriefedbelow:
1 Brownout: Lowervoltagesat electricaloutlets
1 Voltage Spikes Temporaryoltageincreasesrefairly common
1 Frequency Shifts: While infrequent,f the line frequencyvariesfrom the normal60 Hertz (or 50
Hertzin somecountries) the powersupplyon the computercanbe affectedandthis, in turn, can
reflectbackinto thecomputercausingdataloss

UPS, voltagguardsand regulators are used to protsmtnputers andther appliancesom electric
faults.

1 UPSstands for UninterruptiblBowerSupply.UPS is usedo ensure constasupply ofelectric
powerto the computesystem and also usgéalsustain power fosome timevhenthe mains
goesoff. In otherwords, t'sagadgethatprovides emergency powtr thecomputer when
electric powefails.

Uninterruptible Power Supply (UPS)Gadgets

1 Voltage Regulator (Stabilizer)is agadget designed tnaintain a constanbltagelevelfroma
source oklectricity.lt is usedto protect the computeendother electronic appliances from power
fluctuations.
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Voltage RegulatorGadgets

Dust
Dust can cause short circaitddamagehe computer when it settlem the circuit board. Sthereis the

need tgorotectthe computer frondustby:
1 Covering thecomputemith Dust Cover.
1 Not settingup acomputer ira dusty environment.
1 Keepingcomputer laboratorgiean.

Computers protectedwith Dust Covers

Rodents
Rodents suchsmiceand rats caattackandchew cables insidendoutsidethe computer especially

desktop computer3.o preventhe computefrom rodentsgo not eator litter the computetaboratoryor
thecomputersetup.

Rodent ChewingCables

Liquids
Liguidsin the formof wateranddrinkscanalso damagthe computerA drop ofliquid in acomputercan
breakthe circuit board ancender thecomputer useless. Avoid drinking near the compsiup.
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Chapter 17- Managing Files

This chapter explainsowto managdiles by openingrenaming, movingcutting andcopying), deleting
andretrieving (restoringfiles.

File managements organizingand keeping track dfles andfolders,helpingyou stayorganizedso
informationis easilylocated.

File System

A file systemis amethod for storingindorganizing computer filegndthe data thegontain tomakeit
easy tdind andaccess thenthere ar@wo file systemaised by thevindows suclas:

1 FAT (File Allocation Table)

T NTFS(New Technologyile System) file system3heFAT filing system

Window Explorer

Window exploreris atool used tananagdiles, foldersandprogramson thecomputer.

How to Use WindowsExplorer
 Click onthe start buttoon thetaskbar.
1 Inthe searclareaof thestart menu, typewindows explorer andpresshe enterkey.
1 Thewindows explorer program will open the default folder for saving files, wikichlled
documents
9 Files andolders of similacontentghen carbe movedfrom onefolder into another usindrag
and drop actionof the mous@r copy or cut andpastecommands.

Files

A File is adata stored electronicallyy acomputer ag documentworksheebr program.This stored
datawhen displayedn thedesktop is representbg an iconcalled fileicon. File iconis usedto identify
andaccess the electronicabyoreddata.

A Closer Look at Files
There ardghree partso afile. Theseare:
9 Fileicon(picture)
1 Thefile name which carbeup to 255characters. [NB: File names cannot conthéfollowing
characterst/: * ?"<> ]
1 Thefile extension which is three charactdmng andtells Windows what type of fila is. It is
preceded by periodor full stop (.)E.g..doc, .docx,pdf, .jpg, .png, .mp3, .mp4tc.
™ |

NB: File extensiortanbedisabled fronbeingdisplayed.
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File icon
My formatted File name
&[ File extension

Parts of afile

EXAMPLES OF FILES

@ 2 = 2

naosoftExul Notepad file Microsoft Word  PDF file
2003 file

- o Q@ &

WinRAR Picture file mp3 File Microsoft Word
archive file 2007 file

Creating afile

There aranany waydo create dile onyour computer. Microsoft Windows offeasway tocreatea
blank file, withouthavingto openan applicationby using thecontextmenu.
1. Navigateto thefolder or desktop you would liketo create your file. For exampligly Documents.
Right clickanempty sectiomf thefolder window or desktop.
Select'New" from thecontextmenu.
Selectthetype of file you'dlike to create.
Enter anamefor the newly createfile.
PressEnter key or click on any freespace.

oakwnN

E Shortcut

a Briefcase

xﬂ Bitmap Image
. Wordpad Document

Arrange Icons By
Refresh

sharkcut

Ij Text Document
| t-}'] Wave Sound

@ Compressed (zipped) Folder

Properties

Undo Delete Ctrl+2

Creating aFolder
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Opening afile

Locatethe fileto beopened.

Doubleclick the fileto openthefile in theprogram that createtd
OR

Locatethe fileto beopened.

Right clickthefile.

SelectOpenfrom thePop-Up Menu.

Ways of Managing Files

E g

Renaming

Moving (copying, cutting angasting)
Deleting

Restoringrom Recycle Bin
EmptyingRecycleBin

Renamingafile

Renaming meanshanging thenameof afile. Filescan berenamedn the followingways:
1 Usingtheright click button(Rename).

1 Usingtheright click button(Properties).

1 Usingthe leftclick button.

To rename usingthe right mousebutton:

1.
2.
3.
4. Type thenewname[NB: You may haveo delete thénighlightedold name beforéyping thenew

Locatethe file you wantorename.
Right clickthefile.
SelectRename'from thePop-Up Menu.

name].
Pres<Enter keyor click on any frespace.
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& Practice

File

Address

Edit View Favorites Tools

Help

eBam v \J " /F' Search || Folders. v

B

V|Go

File and Folder Tasks &

®ij Rename this file

{3 Move this file

) Copy this file

&) Publish this file to the
Web

fj E-mail this file
é Print this file
¥ Delete this file

Other Places

Details

Open Me
Text Document

Date Modified: Tuesday, July

13,1999, 11:55 AM —-

Size: 25 bytes

Accounting

CARBRAKE

) C:\CustomGuide \Windows XP'\Practice

I B

Trade Show

Canada

Meeting Memo

B v

Current
Budget

el

- Open
Print
Edit

Open With 4

Homewark 3

Scan with Norton AntiVirus

Send To >

Cut
Copy

Create Shortout
Delete

Properties

Renaminga File

To rename using the right mouse button(Properties):
Locatethe file you wanto rename.
Right clickthefile.

SelectProperties' from thePop-Up Menu.
SelectGeneral.
Type thenewname[NB: You may havdo delete thdighlightedold name beforéyping thenew

1.

2
3.
4.
5

o

name].

PressEnter key or click on Ok.

To renameusingthe left mousebutton:
Locatethe file you wanto rename.
Click to select thdile.

Left click onthe nameof thefile.
Type thenewname[NB: You may havdo delete thdighlightedold name beforéyping thenew

1.

2.
3.
4

namel].

PressEnter key or click on any freespace.
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=NB: A file namecancontainup to255characters, includingpacesFile namesannotcontainthe
following characters:/ : * ?"<> |

Reasondor renaming a file
9 Toreflectthecontentof thefile
Whentwo or more files havehe samenames
| tldssconfusing whershared
Easy tdfind fileslater
Easy tosearchor

= =4 —a A

Moving (Copying/ Cutting) afile

1. Locatethe file you wanto Move.
Right clickthefile.
Select Copy ' ffomthé&PogUp Menu.
Locatethefolder or disk youwantto place the filento.
Right clickthefolder
SelectPaste'fromthe Pop-Up Menu.

oak~wnN

OR
Locatethe file you wanto Move
Click thefile to selecit

Click 'Copy' /6 Cu 3{’ &from theStandard Toolbar
Selecthefolderor diskwhereyou wantto placethefile into.

o pw dMDPE

Click Paste@ from thestandard Toolbar.

Copying or moving afile from onedrive (e.g.Local Drive) to another (e.g.Floppy Disk)
1. Rightclick thefile
2. SelectSendTo Floppydisk(or anyother drive)rom thePop-Up Menu.

Drag and Drop Method
Hold downtheCtrl key while you draghefile to thedesiredocation(you mighthaveto open another
My Computermwindow if you wanto copyit to another foldeor disk).

EaNB:

To copy afile is tomakea duplicate ofafile:

To cut is toremovea file from one place t@anotherand

Todrag and drop file from onedriveto awindowonthe same drive is equivaletd amoving
operation.

= =4 A

Reasondor moving a file
1 Tosecure files.
1 Get filesanywhere.
1 Tocreatesa backupoy copying &ile.
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1 Savetime increatingnewone.
1 Reclaim spacbky moving it toanotherdisk.

Deletinga File
Deletingafile is aproces®f clearingor removinga file from thecomputerTo delete:

1. Locatethe file.

2. Right clickonthe fileto bedeleted.

3. Select D e |fremhtee®op-Up Menu.

4. Click Yesfromthepop-up menu (if prompted).
OR

=

Selecthefile you wantto Delete
Press orthe Deletekey on thekeyboard.
3. Click Yesfrom thepop-up menu (if prompted).

N

Reasondor deletinga file

1 To create @paceonthe diskspace
Whenfile is infectedby virus
Removingduplicatefile
When thdfile is notneeded
Making sensitive information unavailable

= =4 -4 A

Restoringa DeletedFile
Justlike awastebasket, the Recy®e stores albf thefiles you have deletedf. you change your mind
anddecide yowneed aleleted filejt's easy tdind and retrievt.

To Restorea DeletedFile
1. Rightclick on thedeleted fileto berestored.
2. SelectRestorefromtheshortcutmenu.
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e Recycle Bin

File Edit View Favorites Tools: Help oy

Qe - @ ¥ Pseach [ Foiders

Address | @) Recyde Bin

Recycle Bin Tasks ’ ! /I |

| __|
= g New Folder Curi M
-3 Empty the Recyde Bin =
|

B Restore this item

@ ‘ Delete
b4

Restoringa DeletedFile

OR
1. DoubleClick on thefile in theRecycleBin to selecit
2. Click Restorefrom thePopUp DialogBox

Emptying the RecycleBin

1. Rightclick the RecycleBin LZJ and
2. SelectEmpty RecycleBin from theshortcutmenu.

7

. Open
Explore

Empty Recyde Bin

Create Shortcut

Properties

Emptying the RecycleBin
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Chapter 18- Intellectual Property (IP)

Intellectual Property (IP)

Intellectual Property (IP) is theproperty thats asaresultof the creativityof themind of a person.

Intellectual Property Right (ILR)

Intellectual Property Righs theexclusive right givero inventors for their Intellectual Propertyis also
theexclusive right giverno inventorson theproduction, sale, hiringgtc.of thethingstheyhaveinvented.

Types of Intellectual Property Rights(IPRs)

1 Trademark

1 Patent

1 TradeSecrete

1 Copyright
Trademark

Trademarks formally registered nameyord, logo, symbobrimagethat isused to identifithe
manufactureor distributorof products or service¥he symbolfor trademarks Tm or ®.

Patent
Patenis anexclusive right giverto inventorsto manufacture, user sell inventions for limited periodf
time.

Trade Secret
TradeSecret refers to thight to elements such as distinctive formula, desfgitern orstrategy which
may not bedisclosedr usedby otherorganizationso gain businesadvantage.

Copyright
As earlierondefined,copyright is thelegalright givento inventors of original workenthe use,
production, reproduction, rental andsaleof their works.n otherwo r d s |, itds nohe right

allow individualsto copyintellectual propertyf the original ownerlt controls the productioof
intellectual propertyight.

Copyright and copyright laws areusedto protect original workef inventors fromunauthorized
reproduction, sale, rental andeof partor entire work.To use, reproduce, reat sell, partor entire
copyright material, you neele permissiorof the inventor, creatar originator.

Remembethat before amventor willbe protectedby copyrightin Ghana, thénvention musbe
registered at th&hanaCopyright Office. The symbdbr Copyrightis ©.

Pagel25

t



ICT for JHS

ProductProtectedoy Copyright:

1 Poemsplays andstories.
Paintings, sculptures, mags)dother architecturahodels.
Music albumsandaudio recordings the form ofcassettes andDs.
Movies, films andaudiovisual recordingsen cassetteandDVDs.
Information broadcadty televisionandradiostations.
Others ardooks,gamesapplicationsoftware, pictures, podcast, logdc.
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CopyrightLaws
Copyrightlaw is the lawthat protects original workedf inventors from unauthorized copyingntal,

sale odistribution.

Copyrightinfringements

Copyright infringemenis anact ofreproducing, copying, imitating, selling, distributinging,
exhibiting,etc. acopyrightproductor material without permission frotheinventor.It is simplytheact
of breakingthecopyrightlaw. E.g.

1 Piracy: Piracyis theunauthorizeadopying andlistributionof copyrightedmaterials. Apersonwho
Is copyinganddistributing without authorizatiols aPIRATE. Pirates produce the counterfeits
theoriginal materials andell them at lowprices.

1 Plagiarism: Plagiarisms the taking osomeone'siork or idea andlaimingit asyour own.lt is a
criminal actand ispunishable undehe copyright lawf Ghana.

SoBluetoothing music, video, applicatiomameor picture to someone withotite permissiorof the
inventor iscopyrightinfringement.

Reasongor Copyright Protectior{Laws)
1 Toencourage peopte beinnovativeandinvent newthings.
To ensure that inventors gain financial benefits ftbeir hard work.
To increasehe revenuef theNationas itis easyto tax copyrightednaterials.
To protect the works dhventors.
To promote development becausavthingswill alwaysbe produced.
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Consequenceas BreakingCopyrightLaws

1 Fine,imprisonmenbr bothon theculprits/ offenders.
Confiscatiorof items.
Discourages people fromventing newthings.
Inventordosefinancial reward$rom theirinventions.
Governmentoses revenue ithe formof taxes andevies.

= =4 —a -9
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Chapter 19- The Internet

Theworld isnow aglobal village TheInternetandother Networks have brougpéopleandcountries
much closeto oneanother.

What is the Internet?

Thelnternetis theglobalsystenof interconnected computer netwotkatusethelnternet Protocol Suite
(TCP/IP)to link billions of devicesworldwide.It is anetworkof networksthat consistef millions of
networks of locato globalscopelinkedby a broadarrayof electronicwired, wireless and optical
networkingtechnologies.

Internet is simplya global networkconnecting million®f computers that communicaisingwire or
wireless technologyt is the largest networi the worldandit is also called thé\et.

With the Internet, it'possible taccess almosiny information, communicateith anyoneelsein the
world, and danuch more. Yowan doall of thisby connectinga computer to the Internethichis also
called goingonline.

Network

A Networkis thecollectionof two or more computerandhardware componentisatare linked together
suchthat theycancommunicateisingwire or wirelesstechnology.

E\g:
V Wired Network is anetworkthatuses network cables wiresto connecthecomputersn the
network.lt's alsocalledCable Network.
V Wireless Networkis anetworkthatdoes not use wires cablego connect computers i
network.lt useswireless technologies such@®PRS, EDGE,Wi-Fi, WiMax, HSPA, infrared
andBluetooth to connect the computens thenetwork.

The Main Types ofnetworks

1 International Network (Internet)
1 Local Area NetworkLAN)
1 WideArea Network WAN)

The International Network (Internet)
Internet as defined earlierasglobalnetwork connecting millionsf computers that communicate using
wire or wirelesgechnology.

Local Area Network (LAN)
Local Area Network (LAN)is anetworkof computerghat are geographical close togetheml(gingle
building) such aschoolbuilding, computer laboratory, office buildinetc.
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Wide Area Network{ WAN) is acombinatiorof two or moreLocal Area Networks (LANS). The
computers aréarther aparandare connecteldy telephone linesr radiowaves.
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Wireless Local Area Network (WLAN) is anetwork thats geographical close togeth@n a
single building) that uses wireless technolobyatis, nowiresor cables are used connect the
computerslt usesadiowavesto connect the&eomputers.

Personal Area Network (PAN)is thenetworkaround a person fdis/her personal use. PAN
involvesthe use ofJSB cablesBluetoothor Infrared in connectinthe computers for
communication.

Home AreaNetwork (HAN) is thenetworkof digital devices in aiser's homeDevicesmay
include computemrinter, mobile deviceglameconsolestemote controletc.

Campus Area Network (CAN) is anetwork withinalimited geographical area suabuniversity
campus, company, government ageraty,

Metropolitan Area Network (MAN) is anetwork that sparescity or ametropolitanarea.
Botnetis anetworkof zombie computers that perform large scale malicious adtsednternet.
Intranet is arestricted private network withinorganizatiorthat isonly usedby authorizedusers.
Extranet is a private networlof anorganizatioror companyor bankthat carbe accessed by
customerslt uses Internet technology securelyshare pardf abusiness's informatioor
operationsvith suppliers, vendors, partners, custonoergtherbusinesses.

Advantages ofan Intranet

)l
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Commerciabr confidentialdata iskept secured withithe organization.

E-mails remain private and mayso beencrypted.

High bandwidth.No connection limits unlike thimternet

Reliable.Theorganization will have dedicatd@l personneto keep things runningmoothly.
Information specificity tailoretb the organizatioors t a f f @anbepublsitd

Advantages ofExtranets

1

\l

A costeffective methodo shareandtradeinformation anchll other data effectivelgt anytime to
theauthorized people (internal and external) sasthe customers, partners, investors, suppliers
who areincluded within the builup extranet.

A platformfor companieso conductbusinesgo-business deal€anassist irstrengthening
relationships between tway moreorganizations.

Useful wherthe staff of thecompany worksutsidethe office, from their homesy sales siteso
that theycanstill bein with thecompanynetworkwith theaccespermission.

World Wide Web (WWW)
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Electronic mailE-mail)

File Transfer

Onlinechat

Blogging

Socialnetworking

Podcast

Websearch

Internet television (Onlin&V)

Internet radio (Netadio)

Online shopping or-ecommerce omternetBanking.
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World Wide Web (WWW) or Web

The WorldWide Web(usuallycalled the Web for shori acollectionof linked documentsr pages
stored orweb servers whicls distributed acrostheworld throughthe Internet. Web is awvorldwide
networkthat makes electronic information availatdeisersWWW is notthe sameas theinternet.
WWW isjusta subnetworkwithin thelnternet.

Theweb is basedn Hypertext Transfer Protocol (HTTP) and thdatestSecuredHypertext Transfer
Protocol (HTTPs). Webdevelopers use artificial web language caliggbertext Markup Language
(HTML) to create Welpagedor websitesandstore the Webpages special storageomputersalled
servers Each webpagef awebsite storedn thewebserver hasnaddress calledniform Resource
Locator (URL) or Websiteaddress Computer usergseweb browsersto accessheinformationon the
web pages storezh webservers.

The purpose of website cafbealmost anythinga news platformanadvertisement, an online libragy,
forum for sharingmagespr aplace for sociahetworking!

1 How does the Internet work?When you visia website, your computer senalsequest over
wiresor wireless taaserverA server is where websitasestored and itworksa lotlike your
computer'dhiarddrive. Onceherequest arrives, the server retrieves the website and sends the
correct data badio your computer. What's amazirggthatthis all happens ijust a fewseconds!

Electronic Mail

E-mail is theserviceon theinternet usedo send and receive digital messagashe internet. Emalil
doesnot require both sendandreceiverto be onlineat the same timieeforesendingor receiving
messages.
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Remembethatyou need tosignup (registerfor ane-mail accounand obtairane-mail addressand
passwordbefore you can useraail servicesuch asSTMP, POP, etc.

File Transfer
File transfer is aservice ortheinternetused tdransfer filedrom onelocationto anotherThere aréwo
actions durindile transfer These arelownloadinganduploading.

1 Downloadingmeango receive datar files fromthelnternet ontalocal computer.

1 Uploading meando senddataor filesfrom a localcomputeto somewheren thelnternet.

Online Chat
Onlinechatis anyreattime communication between tvao morepersonver the internet. During online
chat, bottsendeandreceiverof message musieonline.

Typesof Online Chat

1 Internet Relay Chat (IRC) is areal time textmessaging designéadr groupor conference
communication. Ch&oomsare used inRC.

1 Chart Rooms is anareaontheweb where manpeoplecometogether tacommunicat®nline. The
conversations arie realtime and arevisibleto everyonen thechart roomlt is a site orthe internet
where users communicaterealtime.

1 Instant Messaging (IM)is an onlinechat service that involves telsised messages betwaesers.
E.g.WhatsApp,Telegramgtc.

1 Voice overinternet Protocol (VolP) is a real time voice conversation between tvay more
persons on thimternet.

1 Video Conferencingis ameetingn which the participants aie different places®ut areconnected
by videoandaudio links.lt is arealtime voiceandvideo conversation between twomore
persons on thimternet. Skypés themost popular software us@udvideo conferencing. Devices
associated with video conferencizige:

Input Devicessuchas Output Devicessuchas:
I Videocamera 1 Computemonitor
1 Webcam 1 Television(TV)
1 Microphones 1 Projector
i CD/ DVD player 1 Loudspeakers
9 Cassette player  Headphones

SocialNetworking

SocialNetworkingis aserviceonthe internet that providesplatformfor individualsto engagen social
activities. Examplesf social networking websites are facebook.com, twitter.¢iokgdin.com,
pinterest.cometc.
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Web Search
WebSearch is the use# websearch engines to search the i@linformation.E.g.bing.com,
google.com, yahoo.cormtc.

Blog
Blog is apageonthe internet where people visit and write commentasubjectlt is like a website.

Podcast
Podcasts a multimedia file distributed ovehe Internet for, playbackn portable mediplayers such as
iPodand personalomputers.

Internet Television
Internet Televisiomr OnlineTV is aserviceonthe internet that enables digital distributfrtelevision
contentontheinternet.

Internet Radio
Internet Radias aserviceon theinternet that transmits audio streamirgm radio stations on the
internet.

Online Shopping

Online shopping oElectronic commercée - commercepr internet bankings theuseof computergor
transactions involvinghoney on thénternetWhenusingthis service, users caellitems,buyitems,
sendand receive monesafely.E.g. tonaton.com, ebay.com, amazon.com, olx.@im,

Terms Relating to Internet and Network

1 Serveris acomputer thais designedo runservicedo other computers called clieritsa network.

Web Serveris acomputetused tostoreweb pageof websitedor the World WideWeb.

1 Client isacomputer thais used taccess shared information aservelin anetworksuch as the
internet.

1 HomePageisthe first pager main web pagef awebsitelt is also called Inde¥age.

1 Uniform Resource Locator (URL)is the lineof textused toopen web pagesf websitenthe
web.It's alsoknownasWebsite Address. E.g. microsoft.com, ghanaweb.com, facebook.com,
twitter.com, youtube.com, wikipedia.com, webopedia.com, dictionary raference.cometc.

=
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Server andClients

Protocol (Communication Language)

Protocol is the modeof communicatiorbetweencommunicatiordevices Internet Protocol (IP) is the
format of communicatiorbetweencomputerson the internet Examplesof internetprotocolsareHTTP,
FTP,SMTP,etc
1 Hypertext Transfer Protocol (HTTP) is theprotocolused taransmit web pages websites.
1 File Transfer Protocol (FTP)is theProtocol used ifile transfer servicen thelnternet.
1 SimpleMail Transfer Protocol (SMTP) is theprotocol used to serahdreceiveemails.
1 Transmission Control Protocol/ Internet Protocol (TCP/IP) is acombinatiorof two protocols.
The TCPestablishes connectitvetweertwo computers and ensures properly deliwdrglata.
WhereadP is usedto deliverdata.

Internet Protocol Address
InternetProtocolAddress(IP Address)is a sequenc®f numbersusedto identify computersandwebsites
ontheinternete.g. 72.14.207.99, 69.17122911, etc

Web Browser

A web browseis software that allows you to find and view informatamthe internetlt is software
used tasearch theveb toretrieveandpresent informationnweb pageso theusers. E.g. Internet
Explorer(defaulton Windows), Chrome, Firefox, Opera, Safari, Netscape, UC, Max#tton,

0

Chrome Firefox Internet Explorer Opera Safari

=\

/
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How to Launch a Browser
1. Click the"Start MenuButton™ to displaythe" Start Menu"
Point to"All Programs® "9 3

2.
3. Point(select) browsenf your choice.
4. Click onthe selected browser (e, g. Internet Explorelamchit.

OR
1 Doubleclick theshortcut icon of abrowseron thedesktop.
OR
1 Right clickontheshortcut icon of abrowseron thedesktopandthen select (clickjopen' fromthe
pop-up options.
OR

1 Simplyclick thebrowsericon Q on the 'Quick Launch Bar".

Stop button Print button

Title bar

Forward button Refresh or reload button

Menu bar

Back button

INTELLECTUAL
PROPERTY
ORGANIZATION

RESOURCES

ABOUT WIPO
Displayed
web page

COLLECTION OF LAWS FOR

ELECTRONIC ACCESS Ghana

Wrntlinae =

< .
£ | \ &) reerret T

\
Status bar Scroll box Scroll arrow
Internet Explorer Browser

Featuresof a browser

1.Title Bar displaysthenameof thedisplayedveb page, namef web browser anthe controlbox. As
you can sedrom theabove picture, the nanoé theweb pages 'Welcometo MSN.com'and thenameof
thebrowser is 'Microsoft Internéixplorer'.

2. Menu Bar consistof menuof commands that contraise operationof theweb browser. E.g-ile

Edit, View, Favoritesetc.
3.Standard Toolbar consistf buttons usetb send commands web pages. Standafaolbar isalso

called Navigation Toolbar. E.g. Badkgorward,Close RefreshHome,Searchetc.
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€ "') Back » () Lﬂ L""j . P, ) Search ‘: Favorites @Media 6}1’ o 7 (11

Il nternet Explorerés Standard Tool bar

Tools on theStandard Toolbar of |.E. Browser

1 Back Q g movesback tothe previously viewed webage

-

1 Forward instructstheweb browser tonoveforwardby one webpage
B

1 Stop instructghebrowserto stoploading a welpage

Al

| 4
1 Refresh reloads theontentof a webpage

j\i
1 Home instructs browsetio display thdhome pagef displayedvebsite. Ahomepageis the
first pagethat isdisplayedon awebsite.
i @) Search ‘

1 Search- — searchethe webfor specific information

\;‘( Favorites _
1 Favorites showfavorite web pages theteuserbookmarked
1 Mail opensMicrosoft Outlookso thatthe usecanreadandcomposemails
1 Print sends print commarntad printerto print displayedvebpage.

Address g:]_ E@:{)’-évwwuc

4 AddressBar — is the locatiorwherewebsite addreds typedbefore theveb
pageof thewebsitearedisplayedoy the wekbrowser. Webpags thedisplayed pagby the web
browser.

5. Horizontal Scroll Bar is used tanoveto theleft andright of awebpage.

6. Vertical Scroll Bar is usedto moveup anddownawebpage.

7. Status Bardisplaysthe operationsf thewebbrowser.

Launching a WebPage
1. Launch a welbrowser (seabove).

2. Delete the existingddress itthe address bg ““"= | €] http:/fwww.g
3. Type the address the web page you watd browseor view.
4,

PresgheEnter key on yourkeyboard.

Remembethatwhen youaunch avebsite usingwebsite address URL, you haven effectlaunched a
webpagédecause aebsiteis madeup of webpages.
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Uses or Importanceof the Internet

Theinternet is usetbr:

=
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Teachingandlearning

Sending andeceivinge- mails

Browsingthe WWW for anyinformation

Downloading softwarenusic andszideos

Listeningto musicandwatching videogentertainment)
Engagingn onlinebanking
Watchingtelevisionandlisteningto radio

It is used in Search @fiformation.

It is used focommunicating witloneanother.
It is used foteachingandlearning.

It Is used foronlineshopping.

It is used fowatchingmovies.

It is used foplayinggames.

It is used folcustomesupportservices.

It is used forsocial networkingetc

Advantages ofthe Internet
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Informationon almost evergubjectimaginable.

Powerful searclkengines

Download and update programusdsoftware.

Ability to doresearctirom your homeversugresearchibraries.

Informationat various level®f study. Everythingrom scholarly articleso ones directed at
children.

Messagdoardswhere people can discuss ideasnytopic. Ability to get wide rangef opinions.
People cafiind otherghathavea similar interestin whatevettheyare interesteih.

Theinternet providesheability of emails. Free mail servide anyone in thevorld.

Platform forproducts likeSKYPE, whichallow for holdingavideo conference with anyoirethe
world who also has access.

Friendships antbve connectionfhiavebeenmade ovetheinternetby peoplenvolvedin
love/passion over similanterests.

Thingssuch asrahoo Answers and othsiteswhere kidscanhavereadilyavailablehelp for
homework.

News,of all kindsis available almost instantaneously. Commentamthat news, from every
conceivable viewpoint is alsvailable.

Disadvantagesof the Internet

1

There is dot of wronginformationon theinternet. Anyone&anpost anything, and muaf it is
garbage.
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There argredators that harmut onthe internet waitingo getunsuspecting people dangerous
situations.

Somepeopleare getting addicte the internet and thusausingoroblems withtheirinteractions of
friends andovedones.

Pornographyhat can gein thehandsof young childrertooeasily.

Easy towastealot of timeon theinternet. You can start surfingnd therrealize far moréime has
passedhan you realizednternet andelevision togetheof addedo the moresedentaryifestyles
of peoplewhich further exacerbathe obesityproblem.

Internet hasilot of "cheater"” sites. People chay essaysndpass thenoff astheir own far more
easily thartheyused to babletodo.

There are #ot of unscrupulous businesses that have spapngnthe interneto takeadvantagef
people.

Hackers can create viruses that canmgetyour personal computandruin valuabledata.
Hackers camisethe internet for identityheft.

It can bequite depressing toe on thénternetandrealizejust howuneducatedomanypeoplehave
becomen today'ssociety.

Thelnternetis the largest computer netwarktheworld, with millionsof computersll over the
world connected teachother.

Webpagesarestoredon Web servers, which are always connected to the Intsotleat people
canview their Web page24 hoursa day.

Someof things youcan do usingnternet include sendirgnd receiving €nail, browsingthe World
Wide Web, postingandreadingnewsgroupmessages, chatting with other Internet userd,
downloadingsoftware.

To connect to thénternet, youneed arinternet Service Provider (ISR)Web browseprogram
and aphone lineandmodemor otherconnectiorto thelnternet.

To Connect to the InterndDoubleclick the Internet Explorer icoon thedesktopor click the
Internet Explorer icomnthe Quick Launch toolbarlf necessarygnteryour usemameand
password andlick Connect.

To Displaya SpecificWebPage: Typeéhe Webaddressn theAddress bar and pres&nter>.
Sometimes Webpage mayot beavailable for viewingThis can beausedy a Webserver
beingdown where the Web paggestored by Internet congestiorr by the Welpageno longer
existing.Try returningto theWebpagédater.

A hyperlink is alink to another Web pager file. The pointer change® a handgointer wheneveit
is positioned ovea hyperlink.

To UseaHyperlink: Click thehyperlinkwith thepointer.

To Go Backto the Previous Page: Clitke Back buttoronthetoolbar.

To Stopthe Transferof Information: Clickthe Stop buttoron thetoolbar.

To RefreshaWeb Page: Clickhe Refresh buttoon thetoolbar.

Pagel36



ICT for JHS

1 Hackeris a personvho overcomes securignd gairunauthorizedccess teomputers software
andnetworksto stealandblockinformation.

1 Homepage!lt is the firstpagethatappears wheawebsiteopened.
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Chapter 20- Technologies Used to Access thiternet

As said earlier, the internean be used to access informatioornmunicate with someone, share files,
etc.But this cannobedone without amccess tinternet.There arevarious technologies uséalaccess
thelnternet. The technologiese:

1 Dial-Up

1 Broadband

1 Wireless Internet Service Provid@VISP)

1 Mobile Internet

Dial-Up Internet Service

Dial-up Internet access a form ofinternet access that allows connectitiytheinternet througla
standardelephone lin€lt is also knowrasintegrated ServicesDigital (ISD) Network.It requires that
youjoin an ISPin orderto link a telephondine to amodemor router and to have accdsshe dialup
gateway.

Telephone lines

/

If youarelooking for aninexpensive (cheap) internet servidal-up is the wayo go.Becauselial-upis
cheap, it has thglowest typef accesyou camnget.

Broadband Internet Services

Broadbandnternet service trulis themost used forrof Internet access because of its tagless
speedsilt is offeredin four different formsDSL, fiber-optic, cable,wirelessandsatellite.

Digital Subscriber Line (DSL)

DSL internet service makés connectiorby utilizing unusedelephone wires that causeinterruption
to yourtelephoneservice Thespeed you experience wiDSL connection varies with your distance
from theswitching stationA DSL modemandan Ethernetard are required for installatio.splitter
mayalso berequired A splitteris afrequency filter that separates the higguenciesised forsending
dataupstreamandreceivingdatadownstreanirom the lowfrequency rangased fowoice.
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Cable (Coaxial Cable)

Thebroadband cable connection is provitigdhelocal CableTV Providers. Her¢hecable Internet
connection speed variesth thenumberof usersonthe service a specific poinin time. Cablelnternet
connection is good for homdss notusuallya viablesolution for businesses because of limitations
whichinclude thewiring, congestioranddelay(i.e. slowsdownwhenalot of people are usini).

Fiber-Optic

Thet echnol ogi es that we0v e andappér wicksotramamiithesgmal. f ar use
Thenalong comes fiber optich its simplest terms, the signiallight and themediumis aspecial typeof

flexible glassor clear plastic cable. Glass allows light to travel quite well, rigii@roptic is thenewest

andfastest broadband servigelnternet connection thuar.

WirelessBroadband

The ISP will connectto the Internetthrougha cabledconnectiorandthenbroadcasthatconnectiorusing
radiowaves You, asthe customerwould havesomesort of antennaand modemsetupthatwould let you
communicatevith thelSP.

Satellite Broadband

Thelastandslowest broadband serviisprovidedby satellite. Satellite Internet service requires special
modem thais connectedo acomputerand asatellitedish. Satellite Internet connection cha aoneway
connection (only for downloadingy atwo-way (for both downloadingnduploading). Satellite
connection needsclear, unobstructed viewaf the southern skyo receive the signal and it is available
everywhere.

Satellite Receiver

Satellite Dish 2 coaxial
cables Ethernet cable

Power For Power
computers
tablets

smartphones
Internet of things

Satellite Internet

Wireless Internet Service Provider(WISP)

A wireless Internet service provider (WISPhanInternet service provider with networkbasedn
wireless networking. Technology maycludecommonplac&Vi-Fi. It requiresseverapiecesof
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equipmensuch agawireless carar antenna, andwireless router. WISHoesnot requireacable
between yowandyour ISP.

Mobile Phonelnternet

A mobilephone is a hartlelddevice usedb sendor receive voice callandtexts oveia radio waveThe
mobilephone has a venyide varietyof uses. Somef whichare:
 VoiceCalls
TextMessages
MultimediaMessages
InternetServices
Short- range Communication (Infrared, Bluetodtiotspotetc.)
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Not all mobilephonescando the above. Thmobile phones thato theabove computebased services
arecalledSmart Phones Smartphonesare abld¢o dothe above servicdsy thehelpof asmall microchip
placedunderneath the batteo§ amobile unit calledsubscriber Identity Module (SIM).

Smartphonesapart fromprovidingInternetaccess taself, can alsgrovide acces® other devicesuch
ascomputers throughprocess calletethering.

=INB: Tethering refersto the abilityof asmart phone to share Internet connection with other devices
suchasa computerlt is the usef mobilephones asnodemdo connect t@omputersindother devices
thatcan beusedto surfthelnternet.

Thisis done through the usé# Univgrsal Service Base (USBjable Bluetooth or Wi-Fi hotspot

Wi-Fi Router

Mobile Internetworkswith radio waves, similaiowi r el ess broadband.thaMost peop
their cell phoneareactuallyatypeof aradio.

There areseveral different waythatdatacan besentoverthec e | | s i gheardtheterh® u 6 v e
General PacketRadio Service(GPRS), Enhanced Data ratefor Global Evaluation (EDGE), 2G,
High-Speed DownlinkPacketAccess (HSPApr 3G+, 4G andmore recentlyLTE. Each ofthose
methoddhas adifferent wayof sending data. 2G is ander, slower methodndLTE is the newefaster
method. Service providers sometinged mobile Internet as Wireleddobile Broadband.
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Internet Service Provider(ISP)

An Internet Service Provider (ISB)acompanythatis ableto provide you with acceds thelnternet.
Your ISP maketheInterneta possibility.In otherwords, youcanhaveshinycomputer witha built-in
modem butvithouta subscription witlan ISP, you won't hava connection to the Interndtherefore, an
ISPis yourgateway to thénternetandeverythingelseyou can doonline.

Examples of Internet Service providersn Ghanainclude:

)l
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MTN Ghana

VodafoneGhana

Airtel Ghana

Glo Ghana

Zipi Net

Africa online

Network Computer SystenfsICS)
Surfline

BusyInternet(now Busy)

Summary

In summarydevices thamaybe usedvhen connectingr accessingo the internet areomputer,
Modem, Mobile phone, Telephone, Satellite, Routerl-pad, etc.

)l

A broadbanar digital modems muchfasterthana standardnodem, withspeeds up t6,000K bps.
BroadbandnodemsncludelSDN, DSL,andCable.

A gatewayis anetwork that allows entmpnto anothenetwork.

Router is a hardwaredevicethatallows you to connectseveralcomputersandotherdevicesto a
singleInternetconnectionwhich is knownasa homenetwork Many routersarewireless,which
allowsyouto createa homewirelessnetwork,commonlyknownasa Wi-Fi network

Modem is a connectiorndevicethatallows you to connectyour computerto theinternet It converts
digital informationinto analoguenformationandtransmitst overthephone

Examples ofModems
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Chapter 21 - Basic Storage Media, Devices anllemories

RelatedTerminologies

1 Storagedeviceis any mechanism capablerebdingandwriting information fromand on astorage
medium. Inotherw o r d sthemechaidisen that is uséalrecord and retrievilemsto andfrom a
storage medium. Some storage devices are storage mediaariegd, write andtore.

1 Storage medium (pluralis media)is any physicamaterialcapable oholding information either
temporarilyor permanenthandat the saméme informationcan beretrieved fromit. One
commonlyusedstoraganedium is a disayhichis round, flat piecef plasticor metal withor
withouta magnetiacoating orwhich itemscan bereadandwritten.

1 Memory is aplacein storage mediadevicesvhereinformationis read, written, storednd
retrievedby theCPU.Themediumand the devicdpgether, fornthememory.

1 Storageholds items such as data, instructominformation.Storageis mostly nonvolatile which
meanghatitemsin storageemainsevenwhenpower is removeérom thecomputer.

Memory versusStorage
Memoryholdsdataandinstructions temporarily whilthey arebeingprocessed by thePU. Storage

mostlyholdsitemssuch as datanstructionandinformation forfuture use

Think of storageas a schoolbag usedtold books and memogs the top ofour desk. When yoneed
to work with abook, you remové from theschoolbag (storagendplace itonyour desk(memaory).
Whenyou are finished witlthe book, you return it to thechoolbag.

EaNB: Fromtheabove, one can sastoragemedium, storage deviceand memory mean different
things but thegansometimede usednterchangeably.

Storageinvolvestwo processes:
1 Reading(retrieving): Readings theprocess of retrievinmpformation from astoragedevice.
1 Writing (storing): Writing is theprocess of storing informatian astoragedevice.

Main Storage Memory (Devices)

A computer hasvo main storage devices. Theme:

1 Primary Storage Memory (Device) It is an arean acomputer in which datia stored for quick
accesbythec o mput er 6 Hisanyswrage desice that can stores volatia ina
computerThis Primary Storagleas dimited capacityoutit is veryimportantasthe processinginit
of the computecanact directlyonly oninstructions and datan theprimary storagePrimary
storagds alsoknownasMain memory, Main Storage, Internal Storage orsimply Memory.
E.g.Random Accesslemory(RAM), cachegtc
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1 Secondary StorageMemory (Device) It is anynonvolatile storage device that is interoal
external to the computer that allows permanent data st@&gecondary Storage devisealso
knownasAuxiliary Storage Deviceor External StorageDevice.E.g.HardDisk Drive (HDD),

Random Access MemoryRAM)

RAM is ahardware device that allows informatitrbe storedandretrievedon a computeiRAM
commonlycalledi me m o, is gohsidered primargtoragesinceit stores data that is directly accessible
by thecomputer'sCPU atavery highspeedl t 6 s t he wor & thecgnpeen.vi r on ment

RAM Chips

Dataremainin RAM aslong asthe computeiis running Whenthe computeris turnedoff, RAM losesits
data Whenthe computeris turnedon again,dataareonceagainloadedinto RAM. Becausef this, RAM
is considered volatile memory, which meanghatthe storedinformationis lost whenthereis no power.
ThisalsomakesRAM atemporary storagedevice

In short,the RAM is the main memoignd allowsyouto temporarily storeommandsand data. ThEPU
reads data and commaRA&M to perform specific tasks. RAN madeup of chips (integrated circuit),
which canbe expandedRAM is like anotebook You canread fromit andwrite into it

Typesof RAM
1 Dynamic RAM (DRAM) is by far themost widely usedt storeseach bitof datausing atransistor
andcapacitor pair.
1 Static RAM (SRAM): The termstatic referso thefact thatit maintaingts current state without
having to beefreshedn a regulabasis.

> IN[:% Cache(pronounced caslig asmaltsized typeof volatile computer memorthatprovides high
speeddata acces® aprocessoandstores frequentlysedcomputer programs, applicatioasddata.
Memorycachehelps speetheprocesses of the computsr storingfrequently used instructiormsddata.
When theprocessor needs an instructandata,it first searches thecache.

Read Only Memory (ROM)

TheROM is the memorthatretains its contents evexfter thecomputeiis turnedoff. ROM is non-
volatile or permanentmemorythat iscommonlyused tostore commandsuchasthecommandsand
programsTheprogramsvhich areneeded to statp your compute(E.g.to bootthecomputer) are
stored inROM. ROM s like atextbook. You canread from it but you cannotvrite into it.
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Read Only Memory (ROM) Chips

Differences between Primary and Secondary Storage Memorig®evices)

Primary Storage Devices.g. Secondary Storage Devices.g.
RAM HDD
1 | Theyarevolatile Theyare not volatile
2 | Theyareexpensive Theyare not expensive
3 | Theyare smalln capacity Theyhave largeapacity
4 | Theyhold data uselly thecomputer Theyhold data useby theuser
5 | These arsemiconductomemories These arenagneticandopticalmemories
6 | Theyare the maimemories Theyare used alsackupmemories
7 | Theyare working memorgf thecomputer | Theyare used for storage of datacmmputers
8 | Faster thaisecondarynemories Slowerthan primarymemories
9 | Co mp ut eunwitheurpimary Computer mayun without secondanyiemories
memories

Types of Storage Media Devices

1 Magnetic medi# Devices
1 Optical medid Devices
9 Flashmedia/ Devices

Magnetic StorageMedia / Devices

Magnetic storage medis any physicamaterial capable dfoldinginformation magnetically. Othe
other hand, Magnetic Storadevice is any devicthat manipulates magnetic fields amediumin order
to recordaudio,videoor other data. Several typesmagnetized media are useccomputer systems,
includinghard disk drives, floppy disksandmagnetictape. It is aform of non-volatile storage

Hard Disk Drive

A HardDisk Drive (often shorteneaisHard Disk, Hard Drive or HDD) is anon-volatile storage
devicethat stores digitallgncodedlataon rapidly rotating rigid (i.e. hard) plattersth magnetic
surfaces.

It storesall programsand data in theomputer. Hencthe harddiskis referredto asthe Memory Bank of
a computer. Thiaard disk memoris permanentsothattheprogramsanddata are not lost whethe
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computer is turned offlarddrivesaresecondarystorage devicesincetheyarenotconnected directly
to theCPU. They are noasfast aRAM.

Typesof Hard Disk

)l

Internal Hard Disk Drive: It is placednsidethe systemunit andstoresheoperatingsystem of the
computer as wehlsother programand usefiles.

Internal Hard Disk Drive

9 External Hard Disk Drive looksandworksalmost liketheinternalonebutis connected outsidéhe

systemunit througha cable. Thexternal hard disk drive is portatdadcan be carrietom one
computer tanother.

External Hard Disk Drive

Partsof Hard DiskDrive

1

Platter: Platter isa circular, metal diskhat ismounted inside hard disk driveo storedata.Each
platter can store datan both side®f the platterThe moretheplattersthelargerthe storage
capacity of thalrive.

Spindle Motor : The Spindle motois themotor that turnghe platters Many hard drive failures
occur due tespindle motonot functioningproperly.

Actuator: An actuatoiis an electronic device controlléy amotor that movethe harddrive head
arm.

Read/Write Heads Theheadsonvert thanformation, whichs in the form ofbitsto magnetic
pulsesvhen it is tobe storedon the platteiandreverseshe process whileeading.

Logic Board: The logic boards anintelligentcircuit boardintegrated intdhe hard diskunit. Drive
Bay: Drive Bay is anenclosure designdd protect thenarddrive fromthe outsideair, dustand
other contaminants.

Ribbon cable: Theribbon cable is the flexible wire that link read/write hetadtelogic board.
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Platters

Parts ofthe HDD

FloppyDisk Drive(FDD)

A FloppyDisk Driveis acomputer disk drive that enabkesserto savedata toremovable diskettes 5
1/4" floppy disk was capable of storing betwe2B0KB and 1.2MBof data,and the3 1/2" floppy disk
was capablef storing betweeB60KB and 1.44MBof data.

Floppy Diskettes

Today,due totheir extremely limited capacitgpmputersio longer come equipped witlloppy disk
drives. This technologlyas largelbeen replaced wit8D-R, DVD-R and flashdrives.

Optical StorageMedia/ Devices

Optical storage media is apfysicalmaterialon which datds written and read with laser. On the other
hand,Optical storage devide any devicehat manipulates laser beam amediumin order torecord
audio,video or other data. Optical Storage, stores datadiscas anumberof data dots (thds durnd
onto thesurfaceof the diskthrougha processs knowna sburidingd that carberead using light (usually
a lasebeam)Each dotepresent4 6 s O&msd ( Bi t s of i n byshinimgthdaserbgam
ontothe surfacef thedisc.

In order toread/write dat@n adisc you need 'discdrive'.
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Optical Disc Drive

CD /DVD
A CompactDisc (CD) is a small, portable roundmediummadeof mouldedpolymerfor electronically
recording storing,andplayingbackaudio,video,text,andotherinformationin digital form.

Ontheotherhand,a DVD standdor Digital Versatile Disc. It looks almostidenticalto a CD. A single
DVD canstoreasmuchinformationasseveralCDs A DVD drive canalsoplay the same greatmovies
thatyou canwatchonaDVD player. DVD driveshavereplacedCD drivesin computers

CD-R/DVD-R

CD-R standgor Compact DiscRecordable Theinformation you write oburnto a CD-R is permanent
andc a méchangedr erasedSoCD-Rsareused tacreatemusical CDs that yoaanlistento in astereo
system.

Re-writable DVD drives, that can recood burninformationto special type of DVD are availahlethe
market.lf you havea DVD-RW drive you canpermanenthstoreinformationon aDVD-R. The
information you writeor burnto aDVD-R ispermanena n d ¢ a n éhangeabl esased.b e

DVD-R standdor Digital Versatile Disc-Recordable Youcan also usBVD-R to create musical and
video DVDs that yowcan listen tandwatch.

CD-RW/ DVD-RW

Unlike CD-R, aCD-RW (Compact DiscReWritable) canbewrittento many times. Yowanalso
modify anderase informatioon aCD-RW many timesif you havea CD-RW drive, of course.
Ontheother hand, unlike DVER, aDVD-RW (Digital Versatile Disc-ReWritable) can also beavritten
to many times. Yowanalso modifyanderase informatioon aDVD-RW many timesif you havea
DVD-RW drive, of course.

CD ROMandDVD-ROM

CD-ROM stands foCompact DiscReadOnly Memory. What this meanis that youcan onlyread
informationfrom a CDROM; youc a n 6 hew afdrohatiorin away. A CD-ROM drive lets you
install programs;un CD-ROM based programandplay audioCDs.

DVD-ROM, on theother hand, stands fdigital Versatile Disc-Read OnlyMemory. What this also
meangs thatyou can onlyeadinformation fromaDVD-ROM; youc a n & hew afdrohatiorin a way.

gNB: Otheroetical discsareDVD-RAM and BIue—Raz Disc.
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CD-ROM DVD-ROM CD-R DVD-R

aTOX
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CD-RW DVD-RW

P

Initially, CDs wereread-only, but newer technology allowsers taecord as well. CDwill probably
continue tdbe popular for music recordingndplayback A newertechnologythe
Digital Versatile Disc (DVD), stores much moiia the samepace and igsed foplaying backmovies.

Blu-ray Disc

Optical Storage Media

Flash Memory /Media

Flashmemoryis anelectronig(solid state) norvolatile storage mediummatcanbe electricallyerased and
reprogrammedt storesand retains data withoahy externapowersource on &hip. Insidetheflash

chip,data is storeth cells protectedby floating gates. Tunneling electronschatiygeg at e 6 s el ect r on
charge imflash{hence thename), cleaninthecell of its contents so it calne rewritten. Exampleare

flash drives, flaslecards anegmemorycards (SDcards).

FlashDrive

A flash driveis aportable removablandrewritable storage device that usesntegrated circuit memory
chip tostore datalt is oftenthe sizeof a human thumtandit connectso acomputer viaa Universal
Serial BugUSB) port.  hlsoknewn agpendrive; memorystick ordatastick.

Flashdrive will only work when pluggeéhto the USB connect@anddraws power fronthe supply
providedby the connection. The device will not work unless conneci@tomputeror anyother device.
Flashdrives arean easyvay to transfer and store informati@md theyare available in sizes rangifrgm
1GBto 1TB.

)

‘- "’/ @; r
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Flashcard
Flash card arecommonlyusedasthefilm for digital camerasndcanalsobereadby PDAs,tablets,

smartphonesandotherphones Therethreedifferent typesof flash cards compactflash cards,smart
mediacardsandmemorystick

Other storagedevices

SDCards
Securedigital (SD)cardis anultrasmall nonvolatile flash memorgard forportabledevicessuchas

mobilephonescameras, audio playeec.

Secure Digital

YLOCK

2cs

NTO7Y8M27D
MADE IN JAPAN

Adapter Plug and SDCards

Performance of the StorageéDevices

To increasdhe performancef thestorage devices, storaggstem habeen dividedn to theseveral units
suchas;

1 PrimaryMemory
1 Secondarylemory
1 CachememoryAccordingly,

Theperformancef thecomputer goesp if the collective memory (Primary, secondaagdCache) is
high.

StorageCapacity

Storagecapacityis the amounbf information thatan bestoredon astorage devicestoragecapacityis
measuredh bytes A byteis agroupof 8 bits. A bit canhold only oneof these twovalues0 or 1. The
smallest unibf datathe computeicantake isBit.
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0 1 bit
1 1 bit
0110 4 bits

01101011 8 bits or lbyte

Bit is anabbreviatiorof theexpressiomBl narydigiT. It is called binary, since it derived fronthe
binary numbersystemA sequencef 8 bitis known asl byte as yowcanseein theabovetable.

1 8hitsé é é6ééeéééé. . . hytesl

T 1024byteéeééeéééklobyte(kB). . 1
Note; 1024bytescan beroundedo onethousand (1000) bytdsr the sakeof simplicity.

T 1000KBé ¢ ¢ ¢ ééééé. 1 MegabditaghlyyIMB) | i on byt es.

1 1000MBé éééééééé. 1 Gigabyt elbfi@Byt@sowdghl y

,,,,,,,,,

Importance Features of StorageMedia

Someon themhavecracks.
Theyhavesectors.

Theyhave datarea.

Theyhave silver coateslurfaces.

Theyare nonvolatile/ Store datgpermanently.
Capacity reckoneth termsof bytes/ megabytegterabytes.
It has addressabimits.

It is accessedequentiallyor randomly.

Made ofplasticmaterial.

Dataare recordedn sectorswith tracks.
Eachtrack is sukdivided intosectors.

= =4 -8 _8_a_9_92_9a_4._-24-2

Reasondor Storing Information / Documents

1 Forfuture use

For safe keeping

To save timeof creating the same informatiamthefuture
Foreasyaccess

=a —a A

Uses and importance of storag®evices

1 Theyare used for making Badip copiesof important information(NB: BackUp meansopy of

anyinformationon acomputer storedn storagedevices).

Storageadevicesmakeit possible tgproduce andlistribute commerciadoftware.

For storinginformation.

Storagedevicesare usedor transferringor sharing information betweemputers
Theyare used for storing software and information thatd@oot need taiseimmediately.
Use for securing informaticenddata.

= =4 -4 —a -

(@)
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Waysto Protecting StorageMedia

Keepingstorage media ia protectivgack.
Keepingstorage media awdyom magnetidield.
Write-protect storage media.

Keepingstorage media awdyom magnetidield.
Keepingstorage media awdyom dust.
Keepingstorage media ia protectivecase.
Keepingstorage media frornotenvironment.

= =4 =4 =4 =4 -8 A

Difference betweerHard Disk and Flash Drive (Pendrive)

Hard Disk Pen Drive
1 | Much greater storageapacity Less storage capacity
2 | Usuallyfixed Removable
3 | Heavyin weight Lighter inweight
4 | Faster Slower
5 | ltis larger (lesportable) It is muchsmaller (moreportable)

Difference betweerHard Disk and Optical Storage

Hard Disk Optical Storage
1 | Much greater storageapacity Less storage capacity
2 | Usuallyfixed Removable
3 | Heavyin weight Lighter inweight
4 | Durable Breakable
5 | Faster Slower

=NB: Formatting adiskrefers topreparinga diskfor useor preparinga diskto acceptiata.

Summary

A Computers function baseth the binangystem, wheren is representelly aone(1) andOff is
representetly a zerq0).
A A Bit is the smallest memomynit. Bit stands fobinarydigit.
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Eight bitsmakeoneByte. A byteequalsone character (letter, number,symbol).
1,024bytesmakeoneKilobyte (K or KB) whichis equivalento aonepage doublespacedetter.
1,048,57@ytesmakeoneMegabytgM or MB) whichis equivalento anovel.
1,073,741,82bytesmakeoneGigabyte(G or GB) whichis equivalento an encyclopediset.
1,099,511,627,776 bytemakeoneTerabyte (Tor TB) whichis equivalento asmallbookstore.
RAM : Standgor RandomAccessMemory. Thissc o mp ut er 6 s wihih isusedie mo
processnformation. You cameadfrom andwrite to RAM. RAM is volatile,and any data
disappears when yahutoff computer.

ROM: Standg$or ReadOnly Memory.Thisi s t h e tw-leMelménony,dvkichis usedo
perform itsmost basic function¥ou can read fromput not writeto ROM.

CD-ROM: Standdor Compact DiséRead Only MemoryA CD-ROM driveletsyouinstall
programsyun CD-ROM basedprogramsandplay audioCDs.A CD-ROM holds about 650MBf
information.

CD-R: Stands folCompact DiseRecordable. Lets you permanently wotgburninformation.
CD-RW: Stands for Compact DidReWritable Can bewrittento andmodified manytimes.

DVD Drive

DVD: Stands for Digital Versatile Disé& DVD disc looks likea CD-ROM but can storenuch
more information.

RecordableandReWritable DVDs: There are several competing-compatible formateutthere,
including DVD-R /DVD-RW andDVD+R/ DVD+RW.

Ripping: is the processf copinginformation froma CD orDVD.

Floppydisks are slow and camly store 1.44MBThey areall butobsolete.

Zip andJazdrives are removabkoragelevices that have featuresbothfloppy andharddisks.
Formattinga disk preparet for use, sahatit can beread andise by the o mput er 6 s
systemFormatting adiskerase®verythingonit.
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Chapter 22 - Basic Input Devicesand their Functions

What is an Input Device?

An inputdevice is any hardwacevice that sends datma computerallowinginteractionand controthe
computerE.g.Keyboard, Mouséylicrophone, CameraWebcamScannerl.ight Pen,Touchscreen
(Finger), Stylus, DigitizeBBarcode Cod®eader, Trackball, Biometrics (Fing&gannerJoy Stick, etc.

Types and Functions of InputDevices

Keyboard

Thecomputer keyboari$ awide rectangular object thstequipped with buttons on which there are
letters (alphabets), numbeasdother charactemndsymbols.The keyboards like atypewriter. It
consistof aserief keysthatcanbe pressedo input commandsr letters. Thekeyboard is sometimes
calledQWERTY Keyboard.

ThenameQWERTY is derived fromthefirst six letters in thaop- left alphabet row. ThQWERTY
layout was originally designed for typewriteadwas meanto prevent typewriter keygom jamming.
QWERTY isconsidered inefficient because it slows typspgeds. Because of thiewnesof the
QWERTY keyboard DVORAK Keyboard (layout) wasinvented.

DVORAK keyboard is designedgothat the middle row keyisiclude themostcommonletters.In
addition, commottettercombinations are positionedsnch a wayhat theycan betypedquickly.

1  Functions;
1. Itis used towvrite documents
2. ltis used tanavigate user interfacéslieu of amouse.
3. It is used tesend commands/instructiottscomputer.

Mouse
Thecomputer mouses afunny lookingobjectthat frankly looks likeareal mouse. Originally, computers
camewith keywords without mous@&ut in 1988, Dongengelhardt inventethe mouse.

Themousds handheldpointing devicethat allows youo control the actions dheblinking itemon
your screercalledcursor.

Typesof mice

1 The MechanicalMouse Themechanical mouse has twattonsnamely left click andright click
buttons. Ascroll wheelhas now been addednmakethe buttons three (3A roller ball is alsoon
theunderside.

1 Optical Mouse: Optical mousés oneof thelatest innovations which operdig using annfrared
sensor You can identifyanoptical mousdy thetell-tale red glowemanating fronits underside.

1 Cordless Mouse Cordless mous@/socalledawirelessmouse is amouse that connedis a
computer without the use of wires. Instead, the massawireless technologiedike Bluetooth or
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Infrared radio waves. Usuallyg USB receiveris pluggedinto thecomputerandreceives signals
from thecordless mouse. Cordless mice nbatleriesto work. An example o& cordless mousis
the OpticalMouse.

9 Trackball: A trackballis essentiallya mouselying onits back It consistsof a ball held by a socket
containingsensorsto detectthe rotationof the ball. The userrolls the ball with a finger to movethe
pointer. Sincethewholedeviceis notmoved,atrackball requiredessspacdahana mouse

i GStick: ThegStickis acomputemouseshapedike a pen The gStickworks exactlythe sameway
asanymouse but you hold it differently, just asyou would a penor pencil But this meanghatyou
caneasilysignyour name draw, paintor sketch play gamesandmuchmore

LQA—x

Types ofMice

1 Functions: Themouse allowsheuserto select objects (clickjpovewindows(drag),open
applications (double cliclgr scroll througHong document®r Webpages.

=INB: Mouse padrefers taa surface omvhichamousecan bemoved.lt is typically a rectangular
rubber pad coveredith fabric, providing more tractiothan awoodenor glass desktopr tabletop.

Touchpad
Touchpadis asmall rectangular surface thatu canmove your fingeon it tocontrolthe movemenof
themouse pointer (cursoon thecomputeiscreenlt is a pointing deviceon laptopsand notebooks.
Another namdor Touchpads Trackpad. Like themousethe Touchpad has three parts (buttofitjese
are:

1 Touchsurface

1 Leftclick

1 Rightclick
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Touchpads

1 Function: A touch pad ismall, toucksensitivepadusedas apointingdevice onrsomeportable
computers. Bynovingafingeror other object along thead,you canmovethe pointeionthe
displayscreen.

Pointing Stick
Pointing stick ottrack pointjs apointingdevicethat looks likea pencittop erasein themiddle of the
keyboardf laptopscomputer.

Pointing Stick
1 Function: It is usedfor pointing.

Microphones
Microphoneis aninput devicehatis used to input sound infocomputerYou hold the microphonep to

asource, most likela person's moutklgndit registerghe sounds anishputsthem intoaudio recording
applications.

Microphones

1 Function: The microphonés usedfor variousapplications like addingound to anultimedia
presentatiomr for mixing music. This will let youlo many thingsfrom recordinga song tdalking
to someon®n Skype.
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Scanner

A scanner is a devideat captureandconverts documen{gext, pictures, graphs, diagrams, eto.)
imageslt is lot like a photocopier

Sanners

Typesof scannerare;
1. HandHeld Scanners
2. FlatbedScanners
3. Digital Camera

1 Function: By placing apieceof mediain ascanner, yogancreateanimagefile thatcan beopened
andmanipulatedn thecomputer.

Barcodereader/ scanner

Barcodereaderis a handheld or stationaryinput deviceusedto captureandreadinformationcontainedn
abarcode Barcodereaderconsistof a scanner, a decoderanda cable usedto connectthe readerwith a
computerlt is alsocalleda price scanneror point-of-sale(POS)scanner

™
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Barcode reader/ scanner
9 Function: It is usedto capture and read information contaime@ barcode

Camera(Webcam)

Camerais anoptical instrumentor capturing imagesr recordingvideos.Ontheother handWebcamis
avideo camera that feedsstreamsts imagein realtime to orthrougha computerto computernetwork.
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Camera (Webcam)

9 Function: It allows youto record and send small videashavea videochat with someone over the
Internet.

Light Pen

Light pen isinput device that utilizealight-sensitive detector to select objeatsa displayscreenA light
pen is similato amouse, except that withlight penyou canmovethe pointerandselectobjects on the

displayscreen bydirectly pointing to theobjects withthepen.

\\\:“B'f
\

R

Light Pens

1 Function: It is usedto select objects oadisplayscreen.

Stylus
Stylus pens ianinput device thais usedfor writing andselectingon touchresistiveandcapacitive

screens.
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Selectingwith Stylus

9 Function: These pens allowsers td'write" onthe touch screen muets they would a paof paper,
allowing inputof handwriting,drawings anathergestures.

Digitizer
Digitizer is aninputdevicewhich convertsanalogue information into digital form. Digitizesralso
knownasGraphics Tabletbecause itonverts graphicandpictorial data intdinary inputs.

Digitizers (Graphic Tablets)

1 Function: A graphic tableasdigitizeris usedfor doingfine works ofdrawing and image
manipulationlt allows artistgo draw more naturallin agraphics application. They haaestylus
that youcanuse to dravon a flatpanel.

Joystick
Mostly used focomputergamesa joystick is lever that move all directions andisuallycontrols

some typaf movemenbn thecomputerlt consistof a stickon abase with various buttons that have
differentfunctions.

Joysticks

1 Function: It is usedn racingandflying games.
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GamePad
Game padis a devicewith buttons andevers that moveis all directionsand usuallycontrols some type
of jumps andnovement®nthecomputer.

2y

a ¥
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GamePad

Optical Mark Reader/Recognition (OMR)

An opticalmarkreadelis adevice that reads penailarks on apeciallydesigneaperandconverts
into digital form for computer usage. Optical mark rea@deesised for multiple choice answer
sheets, where it scans the ansvtethe computer for analysendgrading.

Optical Mark Reader

Functions of Input Devices

1. Usedto input data/information intthecomputer.
2. Usedto give the computer commandsdinstructions.
3. Change human languatgecomputedanguage.

Summary

T A mouseactsasahandheld pointinglevice andontrolstheactionsof that blinkingitem onyour
computer screen knowas acursor.

1 A keyboard lets you enter informatiandcommandsnto acomputer.

A digital camera lets you taksctures andransfer thento acomputer.

1 Thequality,or resolutionof the pictures digital camera can talk®@emeasuredh megapixelspr
millions of pixels (dots)Themorepixels,the

=
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Other input deviceimclude touctpads, track balls, light pens, scanners, joystekd,
microphones.

input devices such as Moudeackball,Joystick, Trackpa@louchpad)Light Penandstylus are
Pointingdevices.

A CRT Monitoris anolder typeof monitor that looks like televisionscreen.

A FlatPanel LCD Monitois anewer typeof monitor thats thin,lightweight and somewhat
expensive.

The sizeof amonitoris measured diagonally acrab&screenAverage monitosizesrangefrom
15inchesto 21-inches.

Themonitor refresh rate determinesw quickly themonitorredraws or updatestheimageon the
screenMost monitors havarefresh ratef 72MHz orbetter.

A screersavelis amovingpicturethatappear® n your comput er useyoureen when
computer fomawhile.

Somecomputerdevices haveothinputandoutput functions. Examples include touch screen
monitors, camerandmultifunctionprinters.
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Chapter 23 - Basic Output Devices

What is an Output Device?

An output device ianyperipheral that receives datar information froma computer for display,
projectionor physical reproduction. E.g. Monitor, Printer, Speaker, Headphone, Projector, Television
(TV), etc.

Types of Output Devices

Monitor

Monitor is the outputdevicethat displaystheinformationon the computerto the user It is alsoa device
that convertscomputeroutputinto displayedtext characterandgraphics The monitoris alsocalledthe
screenor Visual Display Unit. It is like atelevision(TV).

Typesof Monitors
i Cathode Rayube(CRT)
1 FlatPaneDisplay

Cathode Ray Tube (CRT) monitor: is a type of monitorthatlookslike the old type TV whichis very
heavywith alongback

Cathode Ray Tube(CRT)

Flat Panel Display(FPD) is amonitor that is flatn front andatthe back. E.glLiquid Crystal Display
(LCD) andLight Emitting Diode (LED)

Flat PanelDisplay
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CathodeRay Tube (CRT) Flat Panel Display (e.gLCD)
1 | It uses electron guns to creatmges. It creates images with liquictystals.
2 | It can stand electrioutages. It screen can easy break dolayelectricoutages.
3 | Weighted pulky and largesize Light, compactndthinin size.
4 | It consumes higpower. Consumesow power.
5 | Imageflickering. | mag e flicker.n 6 t
6 | It canbeviewed in longdistance. It canbeviewed in short distance.
7 | It has goodesponse. It hasslowresponse.

9 Function: The monitor allowsheuserto seewhatthecomputer hagrocessed.

i=NB: Most Monitors arenulti -coloured or coloured. A monitor which displaysutput only in one
colouris calledmonochrome(also knowrasblack and whit@r greyscale).

Printer

The printeris anoutputdevicethat putstext andimagesonto a paper | t afdavicethatis usedto produce
hardcopyfrom softcopyon a computer A documenin the computeris calledsoftcopy while a document
which hasbeenprintedontoa papetis calledhardcopy.

There are two(2) primary categoriesof printers:
1 Impactprinter
1 Non-impactprinter

ImpactPrinter

Theimpactprinteris a printerthat printsthe charactersndimagesby usingpins or hammergo strike
(press)aninkedribbon againstthe paper Examplesmpactprintersarethe line printers,daisyWheel
printers,dotmatrix, etc

NornImpactPrinter

A nonrimpact printeiis aprinter that useseror beamto form textsor graphics imagby spraying ink
or transfer marken thepaper without usingbbon. Themost commomonimpactprinters arénk-jet
printers and Lase®rinters.

Laser Printer : Thesearenonimpactpageprinters They uselaserlights to producethe dotsneededo
form thecharacter$o be printedon apage

Laser Printer 1Laser Printer
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Inkjet Printer: Inkjet printers are neimpact character printebmsed on eelativelynewtechnology.
Theyprint characterby spraying small dropsf ink ontopaper Inkjet printergproducehigh quality
output with presentableatures.

—

Inkjet Printer

Inkjet Printeranakelessnoise becausgo hammering islone and thedgave many stylesf printing
modesavailable Colour printingis also possible. Some modeliinkjet printerscanproduce multiple
copiesof printingalso.

Plotter
A plotter isacomputer hardware device much l&printer thais usedfor printingvector graphics
Insteaddf toner, plotters usapen, pencil, marker, or anothemvriting toolto draw multiple, continuous
lines onto paper rather tharseriesof dogs likeatraditional printerThereare three different types
plotter:

1 Flatbed Plotters - Thesehold the paper still whilthe pensnove.

1 Drum Plotters - Theseroll thepaper overcylinder.

1 Pinch-Roller Plotters - Thesearea mixtureof thetwo typesabove.
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Speaker

A Speakeis usedto outputssoundfrom the computer It helpsus hearthe soundwhenwe play musicor

watchmovieson our computer Somecomputerscomewith in-built speakersvhiles othersarenot Most
laptopscomewith in-built speakers

2gliSke

Woofer and Speakers

Projector

Projectoris a device fodisplayingvideo,imagesor computer datan ascreeror other flat surface. This
is normallyused inpresentations and seminars whitvere ardots of people.

Projectors

Functions of Output Devices

1. Provideprocessed/stored data/information totiser.
2. Indicates whathecomputer needs froomser.

3. Changeaheprocess/stored data/informatifisom computer languag® humanlanguage.

Input & Output Devices

Some typef hardware can act &®th inputandoutput devices. Examples areuchscreen Modem,
Digital Camera, disk drives, facsimile (fax).

1 Touch Screenis atypeof monitor that displays texirimages yowantouch using your
fingertips. When you toudescreen, its speciabnsorsletecthetouchand thecomputer
recognizeshepoint/locationonthe screen where ydgauched. Touchingifferent locations
determines different informatido bedisplayed nexor whataction tobetakennext.
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Touchscreen

9 Bluetoothis awireless device that is used to inpndoutput sound fronthecomputerlt helps
us to speak anidear soundhto andoutof acompute(phone).

Bluetooth

1 Headphoneis awired device thais usedto inputandoutput sound frorthe computerlt helps us
to speakandhearsoundinto andout of acomputerphone).

Headphone
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Chapter 24 - Managing Files andFolders

Whenyou leave all your booksn your deskthe deskbecomes messynlessyou makeaneffortto stay
organizedy putting themn your bagln order tounderstand filandfolder management, ymeed to
understand howour computerstores information. Filingabinetsstoreinformationin files, which are
organizedandgroupedn folders andkeptin big drawerdn disk drive.

Disk Drives

A diskdrive is the parof the computer that readsdwrites information onto disk3.herearefour main
typesof disks/drives computers used to store their information. Térese

1 Floppy Disk: Floppy disksare the squanglastic thing that can't hold informatidmytthey'reideal
for movingsmallfiles, suchasword processing documents between computdssin drive ‘A’ or
'B' and it hasa capacityof 1.44 MB.

9 Hard Disk: Your computer'diard disk igts main filing cabinetwhere it stores almoatl of its
programsandfiles. It's on Drive 'C' and it hasa capacity obver4 GB.

1 CD-ROM: Compact disker CD-ROMslook like the audiadiscs you playn your stereoCD-
ROMs are cheap and thegn store 4ot of information, whichis why they're usedb install
softwarefor gamesandprogramswith alot of multimedia.lt's in drive 'D' or aboveand has a
capacity ofover600MB.

1 Removable Drive Removable storage drivesfeaturesf bothhard disks andfloppy disksand is
almostasfast asa hard drivelt is locatedin thedrive 'E' or above'lt can contairovera 100 MB  of
data.

Folder

A folderis virtual place/ locationonthe computewhereprogramsfiles and other foldersan bekept/
located itored placed brganised.

Using My Computerto SeeWhat's in Your Computer
1. Doubleclick theMy Computericonon theWindows Desktop displaytte contents ofyour
computer.
2. Doubleclick adisk drive intheMy Computer windowto displaythedisk drive'scontents.
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2 My Computer
File Edit View Favorites Tools Help :"','

\) Barl J l” /:1 Search u* Folders v

Address i My Computer v| Go
| Hard Disk Drives. A

System Tasks

View system information S

-_’é Add or remove programs Local Disk (C:)
B+ Change a setting

Devices with Removable Storage
Other Places

&3 My Network Places E@\a
(&3 My Documents VD Drive (D:)
(3 Control Panel

Details
My Computer Sf
System Folder

melissa on Shared

'server' (G:)  Folders o... = |

P

My Computer Window

To View the Propertiesof Something (disk, file,folder, etc.):
1 Right clicktheobjectand
1 SelectPropertiesfrom the pop-up menu.

Forexample, right clicking hard driveandselectingProperties from the Pop-Up Menu would display
how muchspace isisedandleft onthe harddisk.

Open
Explore
Search...

Sharing and Security...

Send To »

Cut
Copy

Create Shortcut
Delete
Rename

Properties

PopUp Menu
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Local Disk (C:) Properties @

General \ Tools | Hardware | Sharing | Securty | Quota ]

@ | |

Type: Local Disk
File system:  NTFS

B Used space: 2482810880 bytes  231GB
B Free space: 12,610,543 616 bytes 11.7GB
Capacity: 15,093,354 456 bytes 14.0GB

Drive C Disk Cleanup

[[] Compress drive to save disk space

Allow Indexing Service to index this disk for fast file searching

| ok || cance |

Properties of Local Disk

After understandingow your computer stores informatiamfiles, folders andcabinets let us now
managehe files andolders.

Creating Folder

Creating a Folder on the Desktop

1.
2.
3.

Right clickon anyemptyspaceonthe desktop.

Click onNew, thenfolder fromthePop-Up Menu.

Type the name yowantto give to yourfolder. [NB: You mayhave todelete the highlightetNew
folder' name beforéyping thename].

Click outside your foldeor press thé&nter key onyour keyboardo finish.
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@ Shortcut

a Briefcase
;S Bitmap Image

| E%] Wordpad Document
r% Rich Text Document
B Text Document

| ) Wave Sound

@ Compressed (zipped) Folder

Arrange Icons By
Refresh

= Shorkcut
( |

Undo Delete Ctrl+2

Properties

Creating a Folder on the Desktop

Creating a folder on a Drive or another folder

1.
2.
3.
4. Type the name you want give to yourfolder. [NB: You mayhave todelete the highlightetNew

Open thedisk or folder where you wanto put the neviolder.
Right clickon anyemptyspaceon the folderor disk.
Click onNew, thenfolder from thePop-Up Menu.

f o | danebéfore typing th@ame].
Click outside your foldeor press thé&nter key.

RenamingFolder

Renaming ighe changing of the name of a foldeffite. The default namdor a newlycreated
folder isNew Folder.Foldersjust likefiles canberenamedn the followingways:

1 Usingtheright click button(Rename).

1 Usingtheright click button(Properties).

1 Usingthe leftclick button.

To rename using the right mousebutton:

1.
2.
3.
4. Type thenewname[NB: You may haveo delete thénighlightedold name beforéyping thenew

Locatethe folder you wanto rename.
Right clickthefolder.
SelectRename'from the Pop-Up Menu.

name].
PressEnter key or click on any frespace.
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* Hard Disk (C:)

File FEdit View Favorites Tools Help :","'
» | . s ) ‘ﬂj] i -
@ Back 2 ’? P Search || Folders
Address |<e® C:\ Vl Go
! A = = — — -
| System Tasks il l/} u u U ‘//
CustomGuide  Database Documents Palm Practice
File and Folder Tasks and Settings
(‘!‘m Rename this folder D D u D
Fy Move this folder = = :
(9 ove t Pragram Files Temp winoows | TSN :?‘
D Copy this folder =&
Publish-this folder to Open ¥iith K
the Web Scan wth Norton Ativins
il ‘Share this folder S5end To ’
(3) E-mail this folder's files = an
¥ Delete this folder .
Create Shoetout
Delete
Other Places : ' Propierbes !
v

Renaminga folder

To rename usingthe right mouse button(Properties):

1.

2
3.
4.
5

o

Locatethe folder you wanto rename.

Right clickthefolder.

SelectProperties' from thePop-Up Menu.

SelectGeneral.

Type thenewname[NB: You may haveo delete thdighlightedold name beforéyping thenew
name].

Pres<Enter key or click on Ok.

To renameusingthe left mousebutton:

1.

2.
3.
4

5.

Locatethe folder you wanto rename.

Selecthefolder.

Left click onthe nameof thefolder.

Type thenewname[NB: You may haveo delete thénighlightedold name befor¢yping thenew
name].

PressEnter key or click on any freespace.

izANB: A file or folder name can contaup to255characters, includingpacesFile or folder names
cannot contaithefollowing characters:/ : * ? "<>|
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Opening Folder

1. Locatethe folder you wartio open.
2. Double-click thefolder.
OR

=

Locatethe folder you wartio open.
Right clickonthefolder.
3. SelectOpen' from thePop-Up Menu.

N

Moving (Copying / Cutting) Folder and Files
Moving (Copying/ Cutting) a Folder

Locatethe folder you wantio Move.

Right clickthefolder.

Selectcopy' / 6 C ufrordthe Pop-Up Menu.
Locatethefolder or disk youwantto moveit into.
Right clickthefolder.

SelectPaste'fromthe Pop-Up Menu.

oakrwNE

OR
Locatethe folder you wartio Move
Click thefolderto selecit
Click Copy/ Cut button fromthe Standard Toolbar
Selectthefolderor diskwhereyou wantto movethefolder
Click Pasteon theStandard Toolbar.

abrwbdPE

Drag and Drop Method / Usingthe Left MouseButton:
Hold downtheCtrl key while you Dragaind Drop thdolderto thedesired location. Yomight haveto
openanother driveor folderwindow if you wantto copyit to anothedrive or folder.

Movmg (Copying/ Cutting) a file into a Folder
Locatethe file you wanto Move.

Right clickthefile.

Selectcopy'/ 6 C ufrordthe Pop-Up Menu.
Locatethe folder you wantio moveinto.

Right clickthefolder.

SelectPasté from thePop-Up Menu.

o0 MNP

Moving (Copying) a file or a folder from onedrive (e.g. LocalDrive) to another (e.g.
Floppy Disk)

1. Locatethe fileor folder.

2. Rightclick thefile or folder.

3. Select Sendro FloppyDisk (or anyother drive)from thePop-Up Menu.
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Drag and Drop Method / Usingthe Left Mouse Button
1 Hold downtheCtrl key while you draghefile to thedesired location (yomighthaveto open

another MyComputer windowf you wantto copy it to anothefolderor disk).

@INB: Dragginga folderfrom onedriveto awindowonthesame drive is equivaletd amove
operation.

Deleting afolder

Deletinga folder is aprocess of clearingr removinga folderandits contentsrom the computer.

Deletingafile is like deletinga folder. Todelete:
1.

2.
3.
4

N =

Locatethe folderto bedeleted.

Right clickthefolder.

SelectDeleté from thePop-Up Menu.
Click Yesto confirmthedeletion.

OR
Locate andselect thdolder
PresgheDeletekey.
Click Yesto confirmthefolderdeletion.
Difference betweenfiles and folders
File Folder

6 | You can share files through emails You candt share drol de
internet. internet.
Summary

Using My Computerto Seewh at 6 s

1 | Containsor storesdata/information

Containsor stores files and othdolders

2 | Takesspace®nthe computer storage

Takesvirtually no spaceonthe computestorage

3 | Has name extension

Has no namextension

4 | You cancopydata from one fileo
another

You can onlymoveor copyfile from onefolder
to another.

5/You canodt cr e afiee

a

You can create filesr subfolder within a folder.

A

Camput¥eo u r

1 Doubleclick theMy Computer icon onthe Windows Desktop displayise contents of/our

computer.

1 Doubleclick adisk drive intheMy Computer windowto displaythed i s k donténts.e 6 s
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1 To View the Propertiesf Something: Rightlick the objectand select Propertiéom theshortcut
menu.For example, rightlicking a hard driveandselectingPropertiesfrom theshortcut menu
would displayhow muchspace ideft on theharddisk.

Openinga Folder
1 Doubleclick afolderto openit anddisplayits contents
1 To Move Backor Up to the PreviousLevel or Folder. Click the Up buttononthetoolbar,click the
Backbuttonon thetoolbar,or click the AddressBar on the toolbarandselectthe appropriatelrive
or folder.

Creating and Renaminga Folder

1 ToCreateaNew Folder: Open the disk folder where you want tputthenewfolder. Select
Makea newfoldertaskfromthe File and~older Tasks panel, aight-click anyemptyarea in the
window andselect NewY Folder fromtheshortcut menwr select FileY NewY Folderfrom the
menu.Type anamefor thefolderandpress<Enter>.

 ToRenameaFolder: Clickthefolderto select it, select Rename this folflerm the Filesand
FoldersTasks panel, typanamefor the folder and press <Enter>. You can also rerafolkeler by
clicking thefolderto selectt, selecting FileY Renamdrom the menutypinganamefor the folder
andpressing<Enter>.

Copying, Moving, and Deletinga Folder
1 Movea FolderDragandDrop Method): Movea folderby draggingit to thedesired locationsuch
asanother foldeor on thedesktop (youmight haveto openanothetMy Computemwindow if you

want tocopyit to another folder).

1 MoveaFolder: Clickthefolderto select it and click Movéhisfolder fromtheFile andFolder
Tasks menuselect thdolderor diskwhereyou want to movéehefolder and clickOK.

1 Copy a Folde(Dragand DropMethod): Hold dowrthe<Ctrl> key while you draghe folder to the
desiredocation (youmighthaveto open anothey Computemwindow if you wantto copy it to
anotherffolder).

1 Copy a FolderClick the folderto select it, clickCopythis folder fromthe File andFolderTasks
menu,selectthe folderor diskwhereyou wantto movethefolderandclick OK.

1 ToDeleteaFolder: Select the foldemdpresghe<Delete> keyClick Yes toconfirm thefolder
deletion.

Opening,Renaming,and Deletinga File

1 Doubleclick afile to open thdile in the progranthat created.

1 ToRenamea File:Click thefile to select it, select Renanti@sfile from the FilesandFolders
Tas ks panel neweamearndpress hEaterfOr, tightélick the file, select Rename
from theshortcut menu, typanamefor the folderandpress <Enter>You can also renamefile
by clicking thefile to selectit, selecting FileY Renamdrom themenu,typing anamefor the
folderandpressing<Enter>.

Copying and Moving aFile
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1
1

You cancopyandmovefiles the sameasyou copyand movefolders.

Move aFile: Clickthefile to select itandclick Move this file fromthe File andFolder Tasks menu,
selectthefolderor diskwhere you wanto movethefile andclick OK.

Copy a File(DragandDrop Method): Hold dowrthe <Ctrl>key while you draghefile to the
desiredocation (youmight haveto open anothely Computemwindow if you wantto copy it to
anotherfolder).

Copy aFile: Clickthefile to select it, clickCopy thisfile from the File andFolderTasks menu,
selectthefolderor diskwhere you wanto movethefile and clickOK.

To Copy aFile or Folderto aFloppy Disk: Righiclick thefile or folder and select Sefiw Y

3% Floppy(A:) from theshortcuimenu.

Restoringa DeletedFile and Emptying the RecycleBin

f

1

To Restorea Deleted FileDoubleclick theRecycleBin to openit. Click thefile to select itand
click Restore this file fronthe Recycle Bin Tasks menQ@r, right-click thedeletedile and select
Restordrom theshortcuimenu.

To EmptytheRecycle Bin: Rightlick theRecycle Binandselect Empty RecyclBin fromthe
shortcutmenu.

A Closer Look at Filesand Folders

1

There arawo parts tafile: the file namewhich canbeup to 255characterandthe file extension,
whichis three characters lorand tellswindows what typef file it is.
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Chapter 25- Typing Punctuation Marks

In this lessorwe will learnhow totype Punctuation characte¥ou have alreadjearned how to identify
them inchapter 11

Typing Punctuation Marks without Shift Key

First,let'slearn how taypethe punctuation marké, . —) thatdonot ra(quirethe@hiftKey.

The Commay(,)
TheComma(,) istyped withtheright hand middldinger.

The Periodor Full Stop (.)
The Periodr Full Stop(.) is typed with right rindinger.

Y4

e e ééd... é.

B
B

The Semicolon(;)
TheSemicolon(;) istyped withright little finger.

The Forward Slash(/)
TheForward Slash (fs typed with right littlefinger.

(T I e i i

The SingleQuote( 06 )

TheSi ngl e Quote (6) firnger. typed with right little
0 0 6 G060 COIDDDGIN® DO O ®OOO00606 006060

The Hyphen ()
Thehyphen {) is typed withtheright little finger, reachingip and to theight of the P key.
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Now, let'slearn how to type the punctuation marks ( :  ?) tha@t reduire the Shift Key.

The Colon (3)

Thecolon (3)is thealternate character for tismi Colon(;) key. To typeit:
1 Press antiold downshift key
1 Thenpresghe Semicolon(;) with your right littlefinger.

The Question Mark (?)

The Question Mark?) isthe secondary character the Forward Slash (/.o typeit:
1 Press antiold downshift key.
1 ThenpresgheForward Slash (/)with your right littlefinger.

PP PVDVPWVIVVVIVVVVIVVVVV?P??V7?7?777?7

The Double Quotation Marks( i )
TheDouble Quotation Mark§ fis)thealternate character for the Single Quotation Maikey. To type
it:

1 Press antiold downshift key.
1 ThenpresgheSingle QuotationMark ( dvith your right littlefinger.

N WA NN\ \N\ ~N\ \\ N\ N\ \ \

NOOOO NNOOOGOAD MM ®OMDOMMDO 0 O

The Exclamation Mark (1)
The Exclamation Point Mark (!) is thesecondary character for thdey. To typeit:
1 Press anttiold downshift key.

1 Thenpresghel keywith your left little finger, reachingp and to théeft of theQ key.

The Underscore( )
TheUnderscor€ ) is thesecondary character for the hyplien To typeit:
1 Press antiold downshift key.
1 Thenpresghehyphen () with your right littlefinger, reaching upndto theright of theP key.
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=ANB: The difference betweaheunderscore (_)andthehyphen (-) is thattheunderscorés acharacter
that originallyappeared on thigpewriterandwas primarysed taunderlineand the hyphen is@haracter
thatis usedio formcompound wordsA continuougyping of underscore withowt space in betweenill

create dine hence it is sometimes call thaderline key. The hyphen islso sometimes callédedash
or minus.
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Chapter 26 - Typing Symbols

In this lessowe will learnhow totypethesymbolcharacters. Yobhavealreadylearnechow toidentify
them inprevious lessons, bunbwwe will belearninghow totypethem.

We will begin by revisitingthe punctuation keys yojust learned in therevioudesson.

.......... 227 " /] ———- T

The Ampersand (&)

The Ampersandr and(&) which is thesecondary character fire 7 key. To typethe & key:
1 Press antiold downshift key.
1 Thenpresghe7 key with the right index finger, reaching and to théeft of theU key.

&&&&& &&&&E& &&&&& &&&&&

The Asterisk (*)
TheAsterisk(*) is the secondargharacters for the8 key. TOtypethe *key;
1 Press antiold downshift key.
1 Thenpresghe8 key with the right middle finger, reaching and to théeft of thel key.

kkkkk kkkkk kkkkk  kkkkk  kkkkk  kkkkk  kkkkk

Parenthesis( )
Let'slearn toparenthesizevith the( and) characters! Thepen(left) parenthesig, useshesamekeyas

the9 key, andthe closgright) parenthesis,, uses the samey as thé key. You will reactthe (key
with therightring finger, aboveand to thdeft of theO key, andtypeit while holdingthe Left Shift Key.

(CCCCCCCCC e (CccC (CccC (e (CCCC Ccce e

The )keyis typed withtheright little finger, reaching abowvendto the leftof theP key, and isalso typed
while holdingtheleft shiftkey.

)N NI NN M) )

The Dollar Sign($)
Thedollar sign$, uses the sanmey as thel key. Typeit with the left index finger while holdintpe
right shift key.It is locatedto the upper lefof theR key.

SRR AR AR AR AN NN AN
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The Hash Mark (#)
Thehash mark#, is typed withthesame keys3, reaching up and to theft of the E key withtheleft
middle finger while holdingheright shift key.

HEHIH HHHHHHHH TR

The at Sign (@)
Thefi at 0 sisithg second@mharacter fothe 2key.With theleft ring finger, reachip andto the left
of theW key, andtypeit while holdingthe right shiftkey.

@QEPE@ QPEO@EPQEQEREE@Q@

The Exclamation Point(!)

Theexclamation point, which you may remember frothe Punctuation Lessonses thesame keys
thenumberl. Typeit with theleft little finger, reachingup and to théeft of theQ key whileholding the
right shiftkey.

The Percent Sign(%)
Thepercent sign¥o, is typed usinghe samekey asthe numbeb. Totypethe% key,reach up and to the
right of theR key with your left index finger, and typewhile holdingthe right shiftkey.

%% % %%%%% %%%%%  %%%%%

The Caret Symbol(")
Thecaret”, is typed with the same kes thenumber6. You will typethe” keyby reaching up and to
theright of theT key with your left index finger while holdintdperight shiftkey.

NANNNN NNANNN ANNNN ANNNN NNNNN NANNNN

All Together

Putall of thesesymbolstogethemow andseehow well you'velearnedhem! @ #3$% " & * () 2#4 hot
dogs,50% off @ 1 $ ea ForJim& | (*** w/o ketchup)!l useCTRL ~ C90 % of thetime (andCTRL ~ X
the other10%). I'm your #1fan! Il havea#9 & a#5 & a#47. Thatwill be $20, 847, 817.92 (***plus 5%
tax)! Learntyping, make$$d Fact#417:2" 8 is 27(2"2)* 27\ (2"'2))!
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Chapter 27 - Internet Etiquette (Netiquette)

What is Internet Etiquette?

Internet Etiquette is arule of acceptable behavioon theuseof the Internetlt also refergo the rules
andregulations that are laid dovimgovern the usef thelnternet. Internet Etiquetie simply knownas
Netiquette.

=NB: Etiquette is arule of acceptable behaviout.also refers toules and regulations that govern the
behavioutthatis sociallyacceptable.

Rules and regulations in Usingnternet

1 Do notrespond to flamas itwill leadto "flamewar". Flameis a rudejnsultingor threatening
email message. Flamear occurs wheflamesarereplied withflames.

1 Avoid pornography orthelnternet.

Avoid sendingspasm.

1 Respect théntellectual Property Rights (IPR) of people PR refersto the rightsof originalwork
in the literary domainTherefore, daot copy, distribute, setlr use copyrighteanaterials.

1 Avoid phishing.Phishingis thepracticeof creating fraudulent email messagesvebsitein order
to trick Internetusersnto revealing personar financialinformation.

1 Do notshout. Typen lowercase (small) letterShoutingmeandyping inuppercase (capital)

letters.

Respect other peoplgisivacy.

Reply toemailspromptly.

Look goodin thelnternet.

Do notuse the Interndb steal(sakawa.)

Always be brief on what youwrite.

Use appropriatanguage.

Avoid internet fraudinternet Fraud is theuseof internetto cheator steal from other

users.

|

= =4 -4 a8 —a —a -9

Spam

A Spamis anunsolicited but identical email messagesat tonumerous recipientt. normallycontains
promotionsandadverts.

How to avoid spam
1 Do notforwardanemail messagehen it is nonecessary
1 Enter onlyrelevant email addresses whammposingand sending emaihessages.
T DonoétonBdplyAllkvh en y ou tdaudresdall recipiens theoriginal email
message.
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Internet Privacy

Internet Privacys theprivacyor security levebf personal data publish theinternet.lt deals withthe
protectionandmaintaining sensitivandprivate data of users on th&ernet.

Protecting Internet Privacy
1 Do notaccess and read messages that are not foeswail.

1 Do notsend oaskfor sensitiveandpersonal informatiosuch agredit cardetc.

1 Do notdisclose your password to othegers.

1 Do notaskfor password$ other internetisers.

1 Do notaccess websitemdother resources withoatuthorization.
Pornography

Pornography is the portrayabf sexual subject mattéor thepurposeof sexual arousalt alsorefersto
displaying explicit sexual images, videmditerature.

Avoiding Pornography
1 Do notsearctor accespornographiavebsites and materials sua$videos, pictures, novelgtc.
Do notforward pornographic websitesidmaterials suclsvideos, pictures, novelsic.
Report anypornographic material you receitgauthority.
Closeunwanted pornographic pap windowsmmediately.
Do notsearch for irrelevartbpic.

= =4 —a A

=INB: A popupwindow isasmall web pager advert that is launched automatically when you visit
somewebsites.

What is Computer Laboratory?

A computer laboratoris a room obuildingwheremanycomputerdiave been assemblfat thepurpose
of teachingandengaging studenis practicallessons o€omputing.

Rules and Regulations on the use of the Computéaboratory

Always keepghecomputer laboratorgeat.

Do noteator drinkin thecomputetdaboratory.

Do nottakeor steal anythingrom the laboratoryithoutpermission.

Do not ON or OFFthecomputer withoupermission.

Do notinstall programén thecomputer.

Do notplay withthe gadgets e.g. mouse, printetg.

Do notmakenoise inthelaboratory

Do notconnect devices suasflash drives, to the computer withqugrmission.
No illegal copyingof anymaterialin thecomputer.

=4 =4 4 -4 —a 4 _—a _a 9
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Surf(browse)safely.

Do notmovethe computerchairsand tables, andtherlaboratoryequipmenandcables.
Do notchangdehe computersettings.

Respect othgveople in théaboratory.

Do notuse computerim thelaboratoryto send ocheck youremails.
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Chapter 28 - Creating E-mail Account

What is E-mail?

Emailstands folElectronic Mail . Emailis anetwork communicatiogystemusedto transmit messages
from onenetworked computep another over the Interndt other wordsanemailis amethodof
exchangindligital messages between people using digital devicesssgoimputerstablets ananobile
phones.

Email requiresSimple Mail Transfer Protocol (SMTP) for the transmissioandreceivingof messages.
However,userclient level mail applications typicallyseSMTP only for sending messagesamail
serverfor relaying. For retrieving messageslientapplicationsusuallyuse eithetMAP (Internet
MessageAccessProtocol) or POP3(Post Office Protocol3).

E-mail clients

An email clientis acomputer programasedto accesandmanagea user's emailt is also

referredto as are-mail reader or aMail user Agent (MUA). It canreferto anysystentapable

of accessinghe user's email mailbox, regardle$#t beinga mail user ageng relayingserver,

or ahumantyping on aterminal.In addition, a welapplication that provides message management,
composition, and reception functions of emelalsosometimes considerashemail client, but more
commonlyreferred to asvebmail.

Examplesfor some popular locally installed email clients:
1 MicrosoftOutlook

IBM LotusNotes

Pegasus Mail

Mozilla's Thunderbird

KMail in theKontactsuite

Evolution

Appleinc.'sMail.

= =4 4 -8 —a -9

Examplesfor some popularweb-basedemail clients:
1 Gmall

Yahoo!

Outlook.com

mail.com

Lycos mail

= =4 —a A

Many internet service providers providevebmail clientaspartof the email service included their
internet servicpackage.
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Components ofE-mail

1 Email Addressor Username orUser ID: Just like youneed tcknowap e r spostataddressf
you wantto send them Better, you neetb knowap e r seamaibaddress if you want to send that
person are-mail message. Emaalddress isnostly writtenin small letters. E.qg.
riyahdsoaliheenjhs15@gmail.cohyssein2010@ymail.corsic.

1 Password A password is aecretodeknownto you only that prevents other peoglem
accessing yourccountand reading yougmails.

Parts of E-mail Address
1 Usernamer UserlD e.g. riyahdsoaliheenjhs15, hussein2010, ibrahim.alhastan,

f The@ symbol
1 Themail ISPor e.g. gmail, ymail, hotmail, outloolec.
1 Theextension,COM

At Symbol
Mail ISP

rivahdsoaliheenjhs15@gmail.com
y

N =
Username Extension

Parts of Email Address

@INB: The mail ISPand theextension togethenakethe domain name.

Creating E-mail Account

To effectivelymakeuse ofemail, therds the need tareateanemail accountTo dothis:
1. Launch @rowser e.g. Firefox, Internet Explorer, Google Chrabpera,etc.
2. Typein themail ISP website address. e.g. gmail.com, ymail.com, outlook.com, hotmail &tom,
3. Click onSign Upto displaya form(NB: Sign Up means taegister).
4. Complete théorm:
91 Enterall mandatory fields (First NamkeastName,Gendergtc.)
1 Typein your desireEmail Address
1 Choose a secufgassword(atleast8 characters, mixintgtters, numberdower and uppercase,
andusing special characters).
1 Select youSecurity Questionandtypein your Answer.
9 Verify your registratiorby typingthe characterin thecaptchain thespaceorovided.
5. Click the"Accept'- Buttonunderneath
6. Click onfiCreateMy Accounto .
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Google accounts

Create an Account
Ifyou already have a Google Account, you can sign in here.

Required information for Google account

Your current email address: |MvEIoggerIab@mvbloggerlab.w|
e.d. myname@example.corm. This will he uged to sign-in to yaur

account,

Choose a password: | | Passwoard strength:
Minimurm of & characters in
length.

Re-enter password: | |

Stay signed in

Enahle Weh History Learn Maore

Location: | Pakistan (olsl) w

Birthday: | |
MR DA™ (eog, " Ar2r201 2

Word Verification: Type the characters you see in the picture below.

| &

Letters are not case-zsensitive

Terms of Service: [ 1 agree to the Google Terms of Service and Privacy Policy

[ Create rmy account. ]

GoogleMail (Gmail) Registration Form
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YAHOO.’® ‘Yahoo! | Help

Get a Yahoo! ID and free email to connect to people and info that you Already have a Yahoo! ID?

care about. Sign In

Can't access my account

MName

&®
-

Gender |- Select One - ~
Birthday | - Select Month - > ||
Country Indonesia v

Postal Code

®

&
&

3]

Select an ID and password

Yahoo! ID and Email | ‘éj @ | yahoo.com v | | Check

[ P d Strength
Password | SRS S eng

& ©

Re-type Password

In case you forget your ID or password...

Alternate Email

.‘@‘

Secret Question 1 |- Select One -

Your Answer

Secret Question 2 - Select One -

|

Your Answer

(€3]

Type the code shown [ @ ) Need audio assistance ?

2250

Try a new code

By clicking the "Create My Account" button below, | certify that | have read and agree to the
Yahoo! Terms of Service, Yahoo! Privacy Policy and Mail Terms of Service, and to receive
account related communications from Yahoo! electronically.

Create My Account

Copynght @2010 Yahoo' Inc NI nghts resen/ed Copyngm/IP Policy | Terms of Service | Guide to Online Security

with the Captcha Project at Camegie Mellon University.
NOTICE: We collect personal information on thls sne To leam more about how we use your information, see our Privacy Policy

Yahoo Mail (Ymail) Registration Form

Email Folders and their Purposes

1 Inbox: Aninbox is themain folder where incoming mails get storediris also the destinaticio
which electronic mailaredeliveredlt is just likethepost office boxin the postakystem.
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9 Outbox: an outboxs afolder where outgoing electronic mails are temporatibyed Once thes-
mail is delivered,t is movedto Gsen® .

Sent: Sentor sentmessagés folder where emails that have been delivered &spt.

Draft: Draftis afolder wheree-mail messages thatre beingcomposear yetto besent arestored.
Trash: Trashis the folderwheree-mails deleted frorthe inboxaresaved.

Spam Spamis simply unsolicited bulk mail. It is also knowrasjunk e-mail. That is,email you
d o nwvantor need.

= =4 —a A

1 My account To keepa privaterecord ofall mails/ messages sent, received drafted.

Compose To createa newmessage/ documehinail tobe sent.

Attach: To add/ fixanalreadyexistingdocumenbn a storagenediato acurrent message be

sent.

Sign up: Toregister forthefirst time on anemail applicatioror to createa new emailaccount.

Signin: To haveaccess tgour email accountcomputeisystem owebsite.

Signout: To closeor exit your email account, computer systamwebsite.

Carbon Copy: To input the email address(esggcondaryecipients oinemail messagsuchthat

the copy will alsobevisibleto anotherecipient(s).

1 Blind Carbon Copy: Toinput the email address(eskafcondary recipientf anemail message,
suchthat thecopywill not bevisibleto the main recipient(s)

I To: Toinputtheemail address(esf themain recipient(spf anemailmessage.

1 Subject: To inputthemain themé title / headingof an emailmessage

= =

= =4 —a A

Information that can be transmitted Usingemail are:

I Text
1 Audio
1 Videos

1 Picturesor Images
1 Programs /Applications
Etc.

Do you knowthatsimilar to internet etiquetteye needto follow some etiquette whesendingemails
whichis important.

Email Etiquette is arule of acceptable behavioon theuse of theEmail. It also refers to theules and
regulations thatresocially acceptable, laid dowa governthe useof theEmail. e.g.

1 Messageshouldbe conciseand to thepoint. Readinga longmail will give aboring experiencto
thereaderandit will be ade-motivatingfacttoo.
1 Bepolite and courteous asyou would befaceto-face
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Avoid writing in CAPITALS . Typing incapital letterss considereasSCREAMINGand it is
offensive.

The subject shouldbe meaningful. If it is ashort descriptionf the mail you are writing, then it
will give abriefidea to theeader.

In order to makeit clear break-up your mails into paragraphs. Small chunksrebetter
understoodby thehumanbrainthan longparagraphs.

Make it more personal It will drawmore attention frorthereader.

Before sending your mailread your mail again and again Because there & chance for

i mprovementit?2al ways, i snot

Make sure whether the readerto whom you are sending the mailwill understandthe
abbreviationsand emoticonsyou haveused.Abbreviations like BTWBY theway)andLOL
(Laugh Out Loud) are certainly easier for ytouype but sometimes iight bedifficult for the
persorwho is readingt.

Avoid spam

Bulk messagesan besentandreceivedeasily.

Themessagesanbesavedor futureuse.

It provides securitjor confidentialinformation.

Information received througémaildoes noexpire.

It is afast mediunfor the transmissionf information.

You mayattachfiles, documents, imagesmd othemediato anemail.

You canaccess your emdilom anywherewith Internet connection kepi.

It is veryeconomical (mang-mail accountsre completely free!).

Messages are secured sitteeowner only knowshe password dfis/her email account.
To send jolapplications.

For sendingfficial informationandcommunication.

To sendacademipapers.

To advertissnewproducts.

It is moreprivate andeliable formof information.

It providesenhancedeatures suchsfile attachment, rich texandformatanddelivery
confirmation.
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Chapter 29 - Editing Word Documents 2

Oftenin word processingjou will need to transfer information froonedocumento another. Insteadf
having toretypeor replace this informatioi/ord allows youto movea block oftext, suchas aword,
sentence, paragraph, page, docuroegtaphic.Cut, Copy andPastearetime-savingfeaturesaand are
located orthe Standard Toolbar.

Cut, Copy and Pastdan Word

%
Cut
Cut simply meanso remove (select) textsr objects and pladéonthe clip boardor it to bepastedn a
newlocation. Any time yowcut anobiject, it is placed imtemporary storage area caltb@ Windows

Clipboard.

Copy =
Copy simply meanso select text®r objects and pladé onthe clipboard for it tdbe pasted in a new
location

Paste
Pastesimply meango placethe contents of the clipboatd anewlocation.

PasteOptions
Once the itenmasbeen pasted, you can determtineformattingby clicking the PasteOptionsthat
appeargust below your pasted selection. Checkleselect angf the followingoptions:

1 KeepSource Formatting This maintains the text formattirg the originaldocument.

1 Match Destination Formatting: This formatthe pasted text to matahetext formattingn the
documentn whichit waspasted.
Keep Text Only: This removesny graphicyou may haveopiedalong withthe copiedext.
1 Apply Style or Formatting: This allows youto choosea specific format fronthe stylesand

formattingmenu.
B -
keep Source Formatting

0 Makch Destination Farmatting

=

0 Keep Text Only

ﬂ Apply Style or Formatting. ..

Paste options

How to Cut/Copy and PasteUsing the EditMenu
1. Select (Highlight) the texdr object you wanto cut.
2. Selectedit from theMenu Bar.
3. SelectCut/Copy from thePop-Up Edit Menu.
4. Movethelnsertion Point to whereyou want to place thiextor object.
5. Selectedit from theMenu Bar again.
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6. SelectPastefrom the Pop-Up Edit Menu.

Edit | Wiew Insert Formakt
7 Undo Typing Chr+Z
i} Repeat Typing  Cerl+Y
Boocut Chrl+x
Copy Chrl+C
COffice Cliphoard. ..

[ Paste Chrl+y
Partial view of Word 2003's
Edit menu

How to Cut/Copy and PasteUsing the StandardToolbar

1.

2.
3.
4.

Select (Highlight) the texdr object you wanto cut.

Click theCut/Copy button on the&Standard Toolbar.

Movetheinsertion point to whereyou want to place thiextor object.
Click thePastebuttononthe Standard Toolbar to paste théextor object.

Cut, Copy and Paste Buttons on the Standard Toolbar
st &RV a8 - @O
& B @

AR B
Cut Copy Paste

How to Cut/Copy and PasteUsing the Right Click Button

1.

ok

Select (Highlight) the texdr object.

Right clickonthe selectetkext.

SelectCut/Copy from thePop-Up Menu.

Movetheinsertion point to whereyou want to place the teat object.
Right clickontheplace.

SelectPastefrom the Pop-Up Menu.
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& cut
Copy

B Paste

A Fort...
= Paragraph...
= Bullets and Numbering...

_J Draw Table

Define
PopUp Menu

How to Cut/Copy and PasteUsing Shortcuts
1. Select (Highlight) theéextor object.
2. Pres<LCtrl + X (to Cut) or Ctrl + C (to Copy).
3. Movethelnsertion Point to whereyou want to place thixtor object.
4. Pres<trl +V (toPaste)

=NB:

1 Copying informationis very similar to cutting information Both commandsgut your selected
informationin the Clipboardwhereyou canthenpastét to a newlocation Theonly difference
betweerthe two commandss that Cut commanddeletesselectednformationwhenit copiesit to
the clipboard while the Copy command copiesthe selectednformationto the clipboard without
deletingit.

1 Copy-and-Pasteis appropriate when data thatasalreadybeeninputtedhas tabeduplicated
(copied)in another parof the same documeat in anotherdocument.

9 Cut-and-Pasteis appropriate whendatathat has alreadyeeninputtedhas tobemoved/
transferredo another parof the same documeat to anotherdocument.

Drag and drop

Thedrag-and-drop methodof moving itemsallows youto moveselectedextandgraphics using your
mouse.

To drag and drop:
1. Select theitem you wishto move.
2. Placethemouse pointeranywhereonthe selected itemaithout clicking.
3. Click andholdtheleft mouse button until thimsertion point changes intawhite arrow pointing
up to the left.
4. Drag the selected texo its newlocation.

To drag items betweerprograms:
1. Arrange the program windove® both files are open and visibl&ou mustbeableto seetheitems
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2. Selectheitemand clicktheleft mouse buttoto dragthe item to thenewlocation.

Clipboard

Theclipboardis aplace where textr objectscut or copiedareheld orsavedlt is a buffer usedbr short
termstorage and/or data transfer betwdeoument®r applications useldy cut,copyandpaste
operations.

Clipboard (5 of 12) B
R Paste Al BB

%)) )8
i

Resave EditedDocument
{Da
1. Click onFile on theMenuBar or OfficeButton “ .
2. Inthe leftcolumn,click Save
OR
M Click SaveontheStandard Toolbar.

OR
 Use the shortcu€trl + S.
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Chapter 30- Formatting (Bullets and Numbering)

Word letsyou maketwo typesof lists: bullets and numbering. Bullets and Numbering areindications
suchassymbols,numbersalphabetsetc placedmostly at the beginningof a paragraphn a documentlt
aimsat helpingreadergo identify the pointsin apassage

Create a Create a
numbered list bulleted list

Numbering and BulletsButtons

Bullets and Numbering

A bullet is anysymbolthat isusedto highlight items imalist. It is usuallya blackcircle butit can beany
other symbol. Use bullets to list itettiatdo not haveo be inany particulaorder.Examplesof bullets
are:

® r»/ar:t m L

Bullets Options

Numbering arenumbersnumerals, alphabets, etc tlaaeusedto highlight items ira list. Use
numberingwhen information mudte in acertain order.

A a) a. 1. 1) L I
B. b) b. 2, 2) Il iil,
C. c c. 3, 3 m .

Numbering Options

You canuse the default bulletsnd numberingettingsy clicking theappropriatdutton onthe
Formatting toolbar.

To createa bulleted list:

Click theBullets ~ Button on thd=ormatting toolbar.

Type the firstitenonyour list and presEnter Key.

Thenext linewill begin automatically witl newbullet.

Type the nexitem onyour list and presBnter Key.

Whenyour listis complete, press thenter key twice tostopthe bulletedist.

= =4 —a —a -8

To createa numbered list:

4 —

1. Click theNumbers *7 button on thd=ormatting toolbar.
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ahrwbd

Type the first itenonyour list and presEnter key.

Thenext linewill begin automatically witthe next number.

Type the nexitem onyour list and presBnter key.

Whenyour listis complete, press thenter key twice tostopthenumberedist.

If you have already typedyour text, you canadd Bullets or Numbering by:

1. Selectinghetext (createdist)

2. Click theBullets = or Numbering = Buttonon theFormatting toolbar.

=ANB:

1 RemoveBullets andNumbering by placing thensertion pointo the rightof the bulletsor
numbering angressackspacgyou will notbeable to place your insertion potatthe leftof the
bullet).

1 If you wantto changeabulleted list toa numbered lisfor vice versa), seletheentire list and click
theappropriate button.

1 To create dine break between itemg abulleted omumberedist, place your cursor where you

want the line brealindpressShift + Enter.

Bullets and Numbering Dialog Box

Word offers you manytheroptions for your bullets and numbetherthan thedefaultthat you have
seen sdar.

You canview the typeof bulletsandnumbers availabl® you by opening thd&ullets and Numbering

Dialog Box.
1. Selectthetext you wanto turn intoalist.
2. Click Format onthemenubar.
3. SelectBullets and Numbering. The Bullets and Numberirdjalog boxappears.
4. Click theBulletedtab to view bullet optionsr theNumberedtab to view numberoptions.
5. Selecthetypeof bullets or numbersyou want
6. And click OK.

TheBullets and Numberindialog boxalso offers yowutline numberedptions. Byclicking theOutline
Numberedab,you can view templates for creatiag outline. The.ist Styles tab allows yoto create
your own list stylausingsimilar alignment, bullets ancharacters.
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Chapter 31 - Formatting (Alignment of Text)

Alignment of Text

Alignment determines theppearance aratientationof the edgesf the paragrapHeft-alignedtext,
right-alignedtext, cantered texpr justified text, whichs alignedevenly along théeft and right margins.
Forexamplejn aparagraph that is letiligned(the most common alignment), theft edgeof the
paragraph iflush withtheleft margin.

/ N\

Left Align Justify
Center Right Align

Text Alignment Buttons

Aligning text carbeinvaluable when tryingp format your documernb meet certain standards. Most
documentdave text thais left aligned However, ifyouwerecreatinga greetingcardor advertisement,
you mightneed tdknow how tocenter align, right aligor justify your text.

Left Alignment
Left alignis thedefault in Word. All selected itemgtext,numbersandinline objects) are aligngd the
left-hand margin witlaragged right edge. (See pictirelow)

1. Selectthetext you wanto align.

2. Click theAlign Left buttonon theFormatting Toolbar.

This paragraph is left aligned. This paragraph is left
aligned. This paragraph is left aligned. This paragraph is
left aligned. This paragraph is left aligned. This paragraph
is left aligned. This paragraph is left aligned. This
paragraph is left aligned.

Left Alignment
@Noticehow each line isdifferent lengthln most cases yowtocumentsvill be left-aligned.

Center Alignment

All selected itemgtext,numbersandinline objects) are alignad thecenter, leavingpace orboth sides.
1. Selectthetext you wanto align.

2. Click theAlign Center button on thd=ormatting toolbar.
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This paragraph i1s center aligned. This paragraph is center
aligned. This paragraph is center aligned. This paragraph
is center aligned. This paragraph is center aligned, This
paragraph is center aligned. This paragraph is center
aligned. This paragraph is center aligned.

Center Alignment

Theabove texin thepictureis cantered. Yowansee eachline of textis cantered between the margins.
Centeredext isvery usefulfor aligningtext indocument titles, advertisements dodflayers.

Right Alignment
All selected itemgtext,numbersandinline objects) are aligned theright-hand margin wittaragged
left edge.

1. Selectthetext you wanto align.

2. Click theAlign Right button onthe Formatting toolbar .

This paragraph is aligned right This paragraph is aligned
right. This paragraph is aligned right. This paragraph is
aligned right. This paragraph is aligned right. This
paragraph 1s aligned right. This paragraph is aligned right.
This paragraph is aligned right.

Right Alignment

This text is rightaligned.Notice howeach line isa different length. Righaligned textan beusefulin
some situations, especially when alignaaigiress in &etter.

Justify
All selected itemgtext, numbersandinline objects) are alignad boththeleft and right margins.
Justifying text gives the selected iteawstraight edge margion boththe right and lefsides.

1. Selectthetext you wanto align.

2. Click theJustify — button on thé~ormatting toolbar.

This paragraph 15 justified. Thiz paragaph 12 qustified,
This paragraph is justified. Thiz paragraph 15 justified.
Thiz paragraph 1z justified. Thiz paragaph 1z justified.
Thiz paragraph 1z justified. This paragraph 12 justified.

Justify
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Although justified text looks neandtidy, theextra spaces between words can get distraictifogmng

paragraphs. Books, however, alwagedustified margins. Justifyingext might makethe lastine of
textin aparagraph considerably shorter thla@otherlines.

=NB: Y o u d o ndselectttexbeferealigningit. You canselect the appropriate alignmégtfore
you begintyping.
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Chapter 32 - Formatting (Line Spacing)

Line Spacing

Documentanbeformattedio showa numberof line-spacingoptions.Themost commorspacing options
aresingle spacednddouble spaced

I

Line SpacingButtons

A double spacemeans sentences contaifull blank line (the equivalerdf thefull heightof aline of
text) between the rowsf words.By default, most programs hawngle spacingenabledwhichis a
slight space between each lofaext, similarto how thisparagraphooks.

To format line spacing the MenuBar or Format Menu
1. Click Format onthemenubar.
2. SelectParagraph.[The Paragraph dialdgpx appears].
3. Click thelndents and Spacingtab.
4. Intheline spacingdrop-down menu, you can select.0(single), 1.5, 2.0 (double), etc.
5. Click OK.
OR
To format line spacing Using the FormattingToolbar
1. Selectthetext you wantoformat.
. . .J*Ev . |4=-|
2. Click theLine Spacing #*=  button on thé=ormatting Toolbar [or theParagrap| *= | group
on theHometab].
3. Select an option frorthe Drop-Down Menu.

II3==| S B =| || TNomal | THo

1.0 ; I:O[% !

1.5 | 15 [

4
< | i

2.0
2.5 30

Line Spacing Options...

3.0

Add Space Before Paragraph

More... Remove Space After Paragraph

Line Spacing Drop-Down Menu (Word 2003and 2007)

OR
To Format Line Spacing Using the ParagraptDialog Box
1. SelectLine Spacing Options [The Paragraph dialogox appears].
2. Use theline spacing drop-down menuto selecta spacingoption.
3. Modify thebefore and after points adjust line spacingsneeded.
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4. Click OK.

Examples:
Single-spaced Text

This is text that has been single-spaced. Most
documents are either single-spaced or double-spaced.
Single-spaced text is usuallyv reserved for bodw text
because of it"s easv readability.

Double-spaced Text

This is text that has been double-spaced. MNost
documents are either single-spaced or double-spaced.
Double-spaced text is great to use when there is a
possibility of someone proofreading vour worlke. The

extra space allows more room for comments.

Resaving Documentn Folder

After typing, editingor formattinga document:

({ Ba
1. Click File fromtheMenu Bar or Office Button .

2. Inthe leftcolumn,click SaveAs. [A smaller window, called dialog boxppens].

3. Inthe dialog boxhat popsip, selecta folder or createa newfolder. [To createa newfolder,
click thedrop-downarrowin the Saveinbox, click the New Folder iconor Create NewFolder
icon in theSaveAs dialog box. You should see a new yelloi@lderappear in thenainareaof
the SaveAs dialoguebox, withsomebluehighlighting for youto typein the nameof thefolder
andclick Enter key].

4. Doubleclick on afolderor thefoldercreated.

You maychoosdo renamethedocumenby typing the namén to the spacéor 6 F iNlaane 6

6. Movethe cursor t@aveand clickit or pressEnter Key.

o

Page199



ICT for JHS

Chapter 33 - Drawing Toolbar (Lines and Shapes)

In this lessonyou will learnhow toinserta shapeandformat itby changingts fill colour,outline colour,

shapestyle,and shadoveffects. Additionally, you will learn to appBD effectsto shapeshat have3D
option.

Drawing Toolbar

Drawing Toolbar is acollectionof tools thatare used tareate graphic objecits documents.

Displaying the Drawing Toolbar

To displayor openthe Drawing Toolbar:
1. Click onView ontheMenu Bar
2. SelecftToolbars

3. Checkmark nextto drawingcascading oolbars Sub-Menu.

i Using Drawing Toolbar - Microsoft Word

§E|Ie Edit | ¥iew | [nsert Format Tools Table Window Help

BN = = | Mormal
£ Final Shown] 8 teb Lavodt R AR AR YNE=T
m Erint Layout iz '| B 7 U |§ = =
s Reading Layout e 2 >
Cutline 1800t R000E000E
B Task Pane C+EL petangle and Oval Tools
Toolbars > | Standard
Ruler Formatting e rmn
Dacurment Map AutoText
1=l Thurmbnails Control Toolbaox o
| Header and Footer | Datahase -
N Foothotes Draweing |“Op'
Warkiup | E-mnail ct
Full Screen ; Forms E
W zoom... | Frames
How | Mail Merge far
Settir | Outlining
;:::;E Picture
Text ] IZ Reviewing
Grou E Tables and Borders eas
i Task Pane
Yisual Basic
| wweh
Web Tools
Word Count
| wWordart
- Customize...
Sec 1 1/1 AL 51" Ln 12 Col 63 REC 1

Opening theDrawing Toolbar

OR
1. Click theDrawing button on theéStandard Toolbar.
2. TheDrawing Toolbar will appear.
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@ BEOE @sm
Drawing Tool Button

When theDrawing toolbar is operit is usuallydisplayed athe bottom of th&Vordwindow
(lower left, abovehe Start button).

A Use this  Use this Use these Use these Use these Use these ) ~ Use these
Usethis  gelection menu to tools to tools to Use these  tools to tools to add ~ Use this  Use these tools to
me'nu to Toolto select pre- draw draw tools for insert color or tool to t?OIS tf’ create
adjust a select defined lines or  rectangles text or clip art other selecta  adjustline  haded and
drawing drawing  drawing arrows or ovals Word Art  Or other effects color Orarmrow  3.p objects

object objects  objects \ | / imgees to drawing for styles
’\L:TO—
NV S e T W W !
EDLaw-[:g AutoShapes = ™ \DOéﬂ?:ILQj &vgvng--—-E.ﬁ,

A Labeled Drawing Toolbar

Themost importanof the abovelrawingtoolsinclude
1 AutoShapes: lines, arrows, rectangle, oval, curves, etc.
 TextBoxes
T WordArt
1 Clip ArtsandPictures

Canvas

Thecanvasgs theshaded box that displayshen adrawingtool such as ahape is selected, inviting you
to "create your drawing here".

Create your drawing here.

Canvas
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Theinitial dimensions ofhecanvasareset by defaultYou canchange the dimensiotssuit your own
purposes.

You don't havdo use theanvador your drawinglf you start drawingsomethingoutsidetheborder of
thecanvas, the canvas willsappeaoff the screerandyou canproceed withouit.

=NB: It is often usefuto usethedrawing canvas becautee various objects you draen thecanvas are
thustreated as single object when movingutting/copying angbasting) it, forexamples.

Line, Arrow, Curve and Arc Tools

Drawing lines andArrows
Theline and arrow tools allow yoto create linesindarrows(of course)To dothese:

. EY

1. Click ontheLine or Arrow tool ontheDrawing Toolbar.
2. Thenclick in thewhite area, holddown the button andrag the cursor in ardirection.

Theresultshould be dine or anarrow, depending omvhich oneyou selecteceforehand.

Arrow

Drawing a Curved and Arc Line
1. IntheDrawing Toolbar, click on Curve or Arc tool.
2. Thenclick in thewhite area, holddown the button andrag the cursor in argirectionto adjust
thecurveorarc.

2 }

Rectangleand Oval Tools
Therectangleandoval toolswill allow you to surround objects specify docationin apicture.To do
these:

Shapes

1. Click ontherectangle oroval tool onDrawing Toolbar. The cursoturns toacross
shape
2. Thenclick in thewnhite areahold down thebutton and drag the cursoranydirection.
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Rectangle Oval

Rectangle and Oval outsidehe Canvas

Drawing Square, Circle or other GeometricObjects

If you wantto drawa perfect squarer aperfect circle, you mustold down theshift key while youdraw
with the Rectangletool or theOval tool. To dothese:

1. SelectheRectangle or Oval tool ondrawingtoolbar.The cursoturnsto across
shape
2. Press antiold down theshift key.

3. Click onthe whiteareahold down théutton anddragthe cursorin anydirection.

Square Circle

Squareand Circle outsidethe canvas

AutoShapes

Thereis anitem calledAutoShapesin the Drawing Toolbar asmentionabovewhich makesavailable
quite a nice selectionof pre-defined shapesfor lines, connectors,arrows, flowchart symbolsandso
forth.

1. Click the AutoShape¢auteshanes= too| on theDrawing Toolbar to viewthe AutoShapes Pop Up
Menu.
SelectBasicShapego view the Shapedvienu.
Selectashapefrom the shapemenu.Thecursor turngo acrossshape
4. Click in thewhite area, hold down tHmutton anddragthecursorin anydirection. The result should

be aShape that you hawselected.

w N
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& Lines

biT Connectors

»

»

D[au\;'r Iy [auteshapes~ |\ N [0 O 4l 7 3 S R

']

I@- Basic Shapes

% Block Arrows

T Flowchart

% Stars and Banners
=

Callouts

¥

»

»

»

»

127X Draglto make this menu float
oO0ADN
OCOoOT
i o
0@~
(VA R R (¢
SO0
[ I3 .5

AutoShapesPop UpMenu

Spend a fewninutes checkingutthe manyshapesvailableto you andtry asmanyof them as/ou have
timefor, soyou can sedoweasy they are tose. Whygoto all the troubleof creating your owshapes
when manyof them arealready designefibr you. Youcould usehese shapdse learnthe geometric

shapestight?

A\
-

O
\

Other shapes in AutoShapes. Cayou identify them?

Line Styles andColours

You canchange thatyle (width) andcolour of thelines, arrowsandother shapes, usingh kine Btyled

= andf L i Goloro g - tools.

Changing the Line Style
1. SelecttheLine oranyShape.

2. Click theLine Style: on theDrawing Toolbar.
3. Click onwhicheveline width and style you want fromthemenu.
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1A pt
Vo pt ——————
ipt —
12 pt

214 pt

3pt

Line StyleMenu

SNONNON

Original Styled Coloured Circles at the end Dragged Lines

Styling, coloring and moving Arrows

Changingthe Line Colour
1. SelectheArrow or anyothershape.
2. Click onthedrop-down arrow of theLine Color tool on theDrawing Toolbar.
3. Selecthecolourof yourchoicefromthe coloumalette.

More Line Colors..,

Patterned Lines. ..

Line Color Menu

Original Shape Styled Shape Coloured shape

Changing theline styleand line colour ofan oval

Filling shapeswith colours

In addition,y o u fil an dtheftenterof theshapes witltoloursusingt h &l cdlor - tool.
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To fill shapes withcolours:
1. SelectheshapeA newFormat tab appearsvith Drawing Tools.
2. Click onthedrop-down arrow of theFill Color tool onthe Drawing Toolbar.
3. Selecthecolourof yourchoicefromthe coloumpalette.

O

Original Shape Stvled Coloured shape Filled Coloured Shape

Filling Shapeswith colours

Format AutoShape Dialog Box
1. Right clicktheshape.
2. Selectrormat AutoShapefrom thepop-up dialog box.
3. Click ondrop down arrovef Line color, Line Styleor Fill Color.
4. SelecthelLine color, Line Style or Fill Color respectively

Format AutoShape

Layaut Picture Text Box Web

Color: | | ™

Transparency: < > 0 % =
Line

Color: I Style: - W

Dashed: — Weight: 0.75pt 3
Arrows

Begin style: End style:

Begin size: End size:

oK Cancel

ResizingShapes

Whatif you decidethat you want biggeror smallershapedust:
1. Click onthe shaper object. White small circleswill appear orit.]
2. Click ononeof thewhite small circles andrag itoutwards (makest bigger)or inwards (makest

smaller)to changets size.
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=ANB: You canperform similar actionfor theother shapes like rectanglesals,triangles, polygons,
etc.

Rotating Shapes

Youcana | gotatedia shapeby clicking on thegreen small circle holding dowrthe button and
draggingt to therightor left.

=]

Moving Shapes

To moveashape:
1. Movethe cursoontothe shape. [Tharrowcursorwill turnto across.]
2. Click onthe shape (the small circles should appear), hold doglbutton,movethecursorto
whereyou want the shape te( A d r aagdtet go of the button.
OR
1 Alternatively, clickonthe shape and use therow Keys.

Adding 3D Effects

1. Selectheshape orobject.

Click the3-D Effectsonthe drawingoolbar.
Move your mouse oveéhe menu options.
Click anoption to select th8D effect.

P wn
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1) Document1 - Microsoft Word =
Eile Edit Niew |[nset Format Teols Table Window Help Kutools  Enterprise 4
PN A ST B S0 8 ) 100% ) diread B4R
I S R R R RN T EE RN ERET SN EREY: 7
B 2 % Mo 3-D
2 WGELYEE
o ! |esU0o
g _ |®e0o0
- - BYlY
%/// 7 ///ﬁ @@ﬂ O
ENB Bz @ < 3-D Settings.
iDraw~ | | AutoShapes N\ W [J O A 23 6] & | & - - A== @|J
Page 1 Sec 1 1f1 AL 1" Ln1l Col1l Englsh (.5, G
3D Effects

After you havechosen 8D effect,you can change other elements of yshapejncludingthecolour,
depth, direction, lighting andsurfaceof the3D effectonyourshape.

i=NB: You cannot ada 3D effectto all shapes.
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Chapter 34 - Drawing Toolbar (Text Box)

Placingtext insideof atextbox helps focus the reader's eye thepage content. Newsletters, reports,
announcementschool projects, and othigpesof publications oftemseWord's textox feature.

Textbox

A text box is anobject that yowcan add tgyour Word documento emphasizer set off yourtext.
®

H [Type a quote from the document
or the summary of an interesting
point. You can position the text
box anywhere in the document.
Use the Text Box Tools tab to
change the formatting of the pull
quote text box ]

Text Boxi Word 2003and 2007respectively

Displaying Text Box

Method 1: Using Menu Bar

oakrwnNE

Click Insert ontheMenu Bar.

SelecfText Box from themenulist.

Themouse pointer becomagrosshair.

Placeyourinsertion point whereyou want your texbox.

Click anddragthetext box untilit is theappropriate sizdReleasehe left mouse button whaeady.
Thetext box willby defaultcontain awvhite backgroundolour, athin black bordeandtext.

Method 2: Using Drawing Toolbar

ogswNE

Click Text Box tool on theDrawing Toolbar.

SelecfText Box from themenulist.

Themouse pointer becomagrosshair.

Placeyourinsertion point whereyou want your texbox.

Click anddragthetext box untilit is theappropriate sizdReleaséhe left mouse button wharady.
Thetext box willby defaultcontain awhite backgroundolour, athin black bordeandtext.

A Wew Text Box

Text BoxT Word 2003

Inserting Text into Text Box

1. Click onceinside theText Box.
2. Thebox isselectedand ablinking insertion point appears inside thex.
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A New Text Box]

—&

S

3. You mayhave todelete thalefault text (A New TextBox)

4. Typein thetext

5. Click outside thel'ext Box

[

Riyahd Soaliheen THS|

—

&-

=lNB: If youclick outside the boxheshading arounthe edgelisappears angbu can ndonger type
inside of it.Justclick inside thoughand youcango backandchangevhatyou wrote.

Formatting Text

You canmodify thetextin thetextbox asnormal: changinghefont, styleandfont sizeor changing its
capnalsmchange its aligonefite., Whether thaext is onthe left,
right, or canteredn themiddle and fillcolour.

colourusi ng Afont

Eiyahd Soaliheen JHS

Riyahd Soaliheen JHS

Riyahid Soalifieen JHS

Original

Calibri

Examples of Changed-onts

Lucida Calligraphy

Riyahd Soaliheen JHS

Riyahd Sealiheen JHS

Examples of Changed FonColors
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Riyahd Sealiheen JHS Riyahd Sealiheen JHS Riyahd Sealiheen JHS

Left Center Right

ChangedAlignment

Examples of Filled Colors

As with shapes, yoaanuset h kne diyled  allime&colourdtoolsto change the widtAndcolourof the
border ofthebox. (Remembeto click gn the border of theboxfirst to fiactivated  intaddi)ion,you
canfffill indo t h e thetaxtboawith badkgrounatoloursusing thefill colourdo t oo | abave. d on e

Riyahd Soaliheen JHS

Added Line Styleand Line Colour

Format Text Box Dialog Box

As mentioneckarlier,thedefault forthetext box in Word isa white background witta thin black border
with textin it. Usingthe Format Text Box dialog box,you can choosélifferent fill coloursandlines,
size,layout,andtext box.

To Use the Format TextBox Dialog Box:
1 Doubleclick atext box border. TheFormat Text Box dialog boxappears.

OR
1 Rightclick thetext box border and selecFormat Text Box. The FormairextBox dialog box

appears.

To access theext box feature fromthe Drawing toolbar:
1. Click View on theMenu Bar.
2. SelecfToolbar and therDrawing from the cascadingienu.The Drawing toolbaappears at the
bottom ofyourdocument.

3. Click the TextBox Buttor.

4. TheFormat Text Box dialogbox offers you severdahbsto choosdrom:

Colour and Lines: Tofill a text boxwith colour and defindorder colours, styleandweight
Size To defineaspecificsize

Layout: To usetext wrappingandalignment

Text Box: To set internamargins

= =4 —a A
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Managing Text Boxes

As with theshapes, you can motextboxeshy clicking on their border (but notthedots), holding
downthe button, andraggingthem totheirnewposition. Alternatively, yowanclick on theborder, and
usetheArrow Keys onyour keyboard

Resizea Text Box:
1. Click once orpneof thebox's borders. Thebox is nowhighlighted.
2. Sizinghandles(small circles) appear. Hovdremouse pointer oveany of thesizinghandlesuntil
it turnsinto adiagonally pointing arrow .

3. Click anddragthe sizing handlentil thebox is thedesiredsize.

Sizing handles

Resizinga TextBox

Move a Text Box:
1. Click once orthe textbox's border.
2. Hover your mouseointerovertheborder untilit becomes crosshairwith arrows.
3. Usingthis crosshair, clickend dragheboxuntil it is in thedesiredocation.

/‘f

! moving crosshair

Moving a TextBox
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Chapter 35- Drawing Toolbar (WordArt)

WordArt

WordArt is aprogramthatallows youto treat text as graphic.You can use the prograta addspecial
effectsandflourishesto text,andthen inserthetextin yourdocumentlt is usefulfor creating special
text elements such as logodtitles.

To insert WordArt:
1. Place thensertion point whereyou wantto insertWordArt .

2. Click theWordArt button 4 ontheDrawing Toolbar. TheWordArt gallery opens.

WordArt Gallery

Select a WordArt style:

Wondirt yyordA"t | woraar, (Wordart Woraart

Warililet (WordArt [Wordhrt [woraz - (Wondiet

VW
3 w wordare' |-WorcArt |WordArt | ¢ '

SICRIESEE {BERFT R

Wiondaet [WarAre |Horiht. | Wil o] “
et O [ [ [ T

OK | Cancel |

Word Art Gallery

3. Choose &VordArt style . TheEdit WordArt Text dialog boxappears.

Edit WordArt Text

Font: Size:

| vl Black EIEZ ﬂﬂ

Text:

oK Cancel

Word Art Text Dialog Box

4. Selecthefont, sizeand styleof yourchoice.
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5. Typein the text (e.g. Riyahd Soaliheen JHS, Examgle,)
6. Click OK.

Hereare justa fewexampleof what WordArt allows youo do:

piyahd Soalineen IS 2724 Snaliheen Wy

Sz oa LSS

Example

WordArt Examples

WordArt Format Dialog Box

1. Rightclick theWordArt object youcreated.
2. Selectrormat WordArt . TheWordArt dialog box appears.
3. Use this dialodpox toedit thecolour, size andayout.
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Chapter 36 - Drawing Toolbar (Clip Arts and Pictures)

Clip Art T Word 2003

Clip Art is aportionof theMS Word that helps the user to organize pictures, objects or inbages
document cacodleatibriofeinturesh dcdrguter groupeihto various types such as sports,
art, seasongtc.It containgictures that are mainly providég theapplication prograniheclip art
gallery canbeaccessed througine of theoolsonthe drawingoolbar.

Inserting Clip Art:
Method 1: Using the MenuBar

1.
2.
3.

4.
5.
6.

Placethelnsertion Point whereyou wantto insert theclip.

Click Insert ontheMenu Bar.

SelectPicture and therClip Art fromthecascading menheInsert Clip Art menuopenson
theTask Pane

Typeakeyword (e.g. dog;at,flower, etc.) intheSearch Text:field.

Click Go or press thé&nter key.

Selectaclip from theClip Art SearchResultsby clicking aclip to addit to thedocument.

Method 1: Using theDrawing Toolbar

1.
2.
3.

ok

Placethelnsertion Point whereyou wantto insert theclip.

Click clip art tool on theDrawing Toolbar.

SelectPicture and therClip Art fromthecascading menheInsert Clip Art menuopenson
theTask Pane

Typeakeyword (e.g. dogzat,flower, etc.) intheSearch Text:field.

Click Go or press thé&nter key.

Selectaclip from theClip Art SearchResultsby clicking aclip to addit to thedocument.

& & Insert Clip Art * X
Search For
Search text:
Other Search Options Copy
Search in!
sarehin X Delete from Clip Organizer
|AII collections | v|
Resulks should be: Qpen Clip In. .
|AII media file bypes | v| Tools on the Web. .,
T‘j Copy to Collection. ..

Searching forClip Art and Clip Organizer

Copy and Paste ClipArt
1. With theClip Organizer open, seledhethumbnail imageyou wish to insert into youiile.

2.

Click thedown arrow onthe thumbnailmage.

3. Click Copy.

4.

Return toyour file andpastetheimageinto yourfile.
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5. Theimageis inserted into youfile.

Clip Art T Word 2007

1. Place youinsertion point where you wantheimageto appear.

2. Click thelnsert Tab on theRibbon.

3.Click theClip Art Button in thelllustrations group. Thdnsert Clip Art menu opensonthe Task
Pane

4. Typeakeyword (e.g. dodlower, etc.) intheSearch Text:field.

5. Click Search.

a9~ 0+ ICT for JHS 2 - Microsoft Word - o IEN
- Home Insert Page Layout References Mailings Review View ‘@'
|£) Cover Page ~ j M u\_] __’_{J Shapes ~ e j Header ~ [A _Q Quick Parts ~ _@Z > TU Equation ~
|_] Blank Page £7%) SmartArt \= Footer ~ Al wordart ~ _.,% £2 Symbol ~
= Table Picture | Clip £ Links Text =
%= Page Break z Art |l Chart = {#] Page Number v | gox~ AZ Drop Cap~ 8~
Pages Tables Illustrations Header & Footer Text Symbaols
£ Clip At v x
Search for:

1. Place your insertion point where vou want the image to appear. dog Go

2. Click the Insert Tab on the Ribbon. Saarchin:

3. Click the Clip Art Button in the Illustrations group. The Insert Clip Art menu oper All collections v

Task Pane. Results should be:

4. Type a keyword (e.g. dog. flower, etc) in the Search Text: field. All media file types v

5. Click Search.

6. Select a clip from the Clip Art Search Results by double-click the clip art to add it tc

document.

Inserting pictures from your computer

A picture doesn't have to be in the clip gallery in order for you to insert it into your docur s | &l Organize dips...

clip gallery is just an easy place to store clips you want to use again and again. | % Clip art on Office Online
¥ = - .
@ Tips for finding dlips
[ =] m | E—
Page: 67 of 93 | Words: 16,234 | < EEEEE (e o
P— ~—

6. Selectaclip fromthe Clip Art Search Resultsby doubleclick theclip art to addit to thedocument.

Clip Art

=@NB: You mayspecifyyoursearch by using tHellowing SearchOptions:
1 Search in Thisspecifies wher&/ord will search foclip art. As longasthe checlbox for
Everywhereis checkedWord will search allcollections.
1 Results should beThis specifies what type of fiord will search for (videoaudio,
photographs, or clip arths long as the check box fédl Media Typesis checkedWord will
searchall media files.
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Inserting Picture

A picturedoesn't havéo be inthe clip galleryin orderfor youto insert itinto yourdocument. Thelip
gallery isjust an easplace tostore clips you warb useagain andhgain.

Method 1: Using Menu Bar

1. Placethelnsertion Point whereyou wantto place thepicture.

2. Click Insert ontheMenu Bar.

3. SelectPicture andFrom File from thecascadingnenu.Thelnsert Picture Dialog Box opens.

4. Locate andelect the picturto insert into your document. [You may haweopenafolderto access
thepictures.]

5. Click Insert at thebottom rightcorner(or justDouble Click),

Method 2: Usingthe Drawing Toolbar
1. Placethelnsertion Point whereyou wantto place thepicture.
2. Click onlInsert Picture tool on theDrawing Toolbar.
3. SelectPicture and From File from thecascadingnenu.Thelnsert Picture Dialog Box opens.
4. Locate andelect the picturto insert intoyour document. [You may have openafolderto access
thepictures.]
5. Click Insert at thebottom rightcorner(or justDouble Click),

insertPictore 2ix
Lookii | My Pactures = &0 8 ¥ 0 E - ek
3 ; e 4
Hiskory _] J
o Micrasoft Cip Crganier 1007514146 LOOTESEE. g
)
Deshtop
_* ]
Favoibes
ﬂ.‘:! 3 _stadaum_2002, o 6751169 |
E, Fil o -
My Network J =!
Places Fles of bype: | all ichures [* ené;* v * o™ e * 6% Joes® g 7| | Cancel i

Inserting a Picture from File

Method 3: Copy/Cut and Paste Menu Bar

1. Locatethe picture.

Click onthepicture.

Click onFile ontheMenu Bar.

SelectCopy/ Cut from thePop-Up Menu.

Moveto thedocumenandinsertthe cursowhereyou want to placéhe picture.

ahrwDn
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6. Click onFile ontheMenu Bar.
7. SelectPastefromthePop-Up Menu.

Method 4: Copy/Cut and Paste Right Clicking

1. Locatethe picture.

2. Right clickonthe picture and sele€opy/ Cut from the Pop-Up Menu.

3. Moveto thedocumenandinsertthe cursowhereyou want to placéhe picture.
4. Right clickandselectPastefrom thePop-Up Menu.

Method 5: Copy/Cut and Paste Shortcut

1. Locate thepicture.

Click onthepicture.

Press orCtrl + C or Ctrl + X.

Moveto thedocumentaindinsertthe cursowhereyou want to placéhe picture.
Press orCtrl +V.

akrowbd

Insert a picture - Word 2007:

1. Place youinsertion point where you wantheimageto appeatr.

2. Click thelnsert Tab on theRibbon.

3. Click the Picture Button in thelllustrations group. Thdnsert Picture dialog boxappears.
/D H 920 Drawi

Home Insert Page Layout References Mailings Review View

= EEEEY L

Cover Blank Page Table Picture| Clip Shapes SmartArt Chart Hyperlink Bookmark Cross-referer
Page~ Page Break > Art v
Pages Tables || lHustrations Links

Insert Picture from File

Insert a picture from a file.

:=art a picture in MS Word 2007:
\@_1 Press F1 for more help.
_|

Picture Button

4. Browseto thepicture you wisho include.
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* » ThisPC » LocalDisk(C:) » Users » USER » Documents » MW 2007 v e
Organize v New folder B v

| =) Insert Picture ﬂ
]
w

a

£

t
1 A ]
¥ Microsoft Office W

Bl Desktop L - =3 Loam !

& Downloads C-ghGTYUMAAS | wd07.archarts  wd07_ar flustrati  wd07.ar_picturet  wdD7_ar_smactart  wd07_changesha  wd07. changesha
¥

£ Recent places ons ools pe pe2
& This PC R B
e — ) B
i Desktop e y— =
Document ts sl repen ' ~9 L‘ l
& Downloads igatey P—
§ Musi wd07 _clipart_less  wd07_compressi  wd07_converttot wd07_crop wd07_cursor_tabl wadl7_deffects wd07_drawbox
¥ Music
on on able e
= Pictures 2
# Videos i s ca >
File name:  C-ghGTYUMAASTYx v| | AllPictures v
Tools ~ Insert  |v Cancel

Insert Picture Dialog Box

5. Selecthe picture(asshownabove)

Inserted Picture

Moving Clips and Pictures

Once you have insertedyraphicinto your documentyou can reposition ituntil it's in theappropriate
location.

By default,whenapicture is imported int®ord, it is alignedto the left margin. However justas you
wouldto text,you can changthe alignmentsothe graphigs right-alignedor canteredYou canalso drag
theimageto anywhere othe pagelt very easy tanovepicturethat has beewrapped with texts.

Method 1
1. Selecthepictureor clip art.
2. Use thaalignmentbuttons (left, righaindcenterto movethe selected picture alip to thecenter,
rightor left on thepage.

Method 2
1. Selecthepictureor clip art.
2. Use youmouseto dragtheselected picturer clip to anyposition on thgage.

Method 3
1. Selectthepictureor clipart.
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2. Use theArrow keys on thekeyboardo movetheobject.

el

Clip Art

=lNB: Thel-beamturns intoa cross shapavhen you ar@ragging.

Text Wrapping

Text Wrap is afeatureof word processors that allows yausurrounda picture,clip artor adiagram
with texts.

To textwrap i Word 2003:

1.

akrwbd

Double-click theclip.

TheFormat Picture dialog boxopens.
Click theLayout tab.

Selectatext wrapping style.

Click Ok.
) Document1 - Microsoft Word = =
i File Edit View Format Picture x
_#,& Colors and Lines Size Picture | TextBox Web H Read g: = E
'C‘.I"'I" ‘.-|...Q.
B || | Wrapping style | ) 57
: Line Spa|
- Document | ~ ~ ~ = fad mmon spacing
it opfions arg In line with text Square Tight Behind text In front of text
i Line Spacing
) 1 Horizontal alignment
i A dou?le s | OlLeft Ocenter  ()Right @ Other heightof a
i) (il ! have single
: = =E imilar to how
23 o— o
v
i To forma\‘i A
1. Click °
; 2. Selec Advanced... 3
=@z <

>
; OK ] Cancel ‘ E {"/ Z | ‘,‘g
i Draw ~ l¢ | AutoShapes~ N EeN=| 4‘1 {:.7. @ E [ &~ '-“ T A 'E::; v} tj!
Page 1 Sec 1 1/1 At 2.3" ln6 Coll English (U.K. G4

To textwrap i Word 2007:

1. Right clickon thepictureor clip art

2. Point toText Wrapping and

3. Select text wrap option frotthe cascadin@ayout options
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TR IR |
2, Hyperink.. bl InLine with Text
@ i
.__] Insert Caption... | E Square
€ Text Wrapping » o Tight
S o < 5
12l | size. B Behind Text
E % Format Picture... % InFront of Text
[] Top and Bottom
Through
1¢l| Edit Wrap Points
H] More Layout Options... P

4. Use thamouse orarrow keysto positionthepicturein thetexts.

[ogj 19 Document! - Miroseh) Wond - =N o
" Ty e - !
T . | e et Nebwen My
(P e e
| o R Sy SUEANER] i { - :;u.....--,.
— o Ceewe e A A AN
i Warking with the Canvas 51 S— ot =
The canvan in the shaded bt dglnrs whem & deawing toel vach w o dupe v sdected . =
g 1 ereate yeas draning beer Working with the Canvas =

The camvai o the ihaded bon that displays whew & Grawing sosl wach 49 ¥ shape it selestod ‘ i

- Wiag ven e oreate your drawing here”
‘ - B R L resme—_————l
- _ Can AR e danamaons 10 walt Tow SN POy

Yoo deet bave to e the camver b your drawang. fyvon

T drawing womething ounthe e Derder of the CRAVIA

i 3 the canvas will Sisappens olf e screen 2 vou cas
procend withos #

© N 10 eften uieid ve wie the dewwing caivas Devause the vabous objects you devw o (3] 1

e camrm e thei trewted 15 3 umgle SNt whm meviag (catting or copying =8 23
pening) s, fox exangier o]
[ ——

Wrapping Texts

SizingHandles

You havetwo options whersizingyour graphicslf it is importantto maintainproportions, whichwill
prevent themagefrom looking skewed thenusethecorner handle® resize the imagef youdo not
need tamaintainthe graphic's proportions, yatanusethetop, bottom, or side handles.

To Change Size While MaintainingProportions:
1. Click theimage you want teesize.
2. Placethe cursor oveoneof the corner handle$he cursowill changento adouble-headed

arrow.
3. Dragthehandles until the imags the sizeyou need.

o, 0

Criginal Size Smaller Larger

Sizing PencilGraphics
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NB: To keep the centesf anobjectin thesameplace, holddown theCTRL key while dragginghe
mouse.

To Change Size WhiléNot Maintaining Proportions:
If any of themiddle handlearedraggedtop, bottom, rightor left), onlythe heightandwidth changes,
thus changing thproportionor scaleof thepicture.

Shorter and Wider
Skewed PencilGraphics

Han

=NB: Be careful; usingnly thesizinghandlecanmakeyour picturedlurry anddistorted.

Picture Toolbar

Sometimes you mayeedto notonly adjusthe sizing ofyour pictures, but you mayoticethatthe
picture is too dark or tobrightfor your liking. You can adjust your picture usitig Picture toolbar.

Slam M Olotol FESEHEY Y g

Picture Toolbar

Belowis alist of the tooloffered onthePicture Toolbar andtheir functions:

Bl
1 Insert Picture from File . Insert anothepicture

[ | . .
1 Color = : Automatic, grayscaldylack andwhite, orwatermark

ek
1 More Contrast : Increase colaintensity
1 LessContrast : Decrease coldntensity
ot
1 More Brightness : Add white to lighterall colors
ek
1 LessBrightness : Add blackto darkerthe color
iy
1 Crop : Cutthe side®f animage
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+,
1 Rotateleft = : Turnstheimageby 90 degrees to theft with eaclclick

1 Line Style " Customizehe border of aimage

H1||:'
1 CompressPictures AR : Changeheresolutionof yourimage
i .
T TextWrap : Sethow text wraps around thmage

i Format Picture : Display the Format Picture dialdpx

'

1 SetTransparent Color = : Use eyedroppédp makearea®f thepicture transparer{tnainly
for webgraphics)

1

1 ResetPicture : Return picturdo its originalformat

To Use the PictureToolbar:
1. Rightclick thepicture.
2. Choose Showicture Toolbar from theshortcutmenu.
3. Selecthetool you wantto use.

To deleteaclip art or a picture:
1. Selectheclip artor picture.
2. PresgheDeletekeyonyour keyboard.
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Chapter 37 - Printing Documents

Print and Printing

Print is afeature that allows yoto convert electronidata 6oftcopy) on acomputeionto apaper
(hardcopy).

Printing is theprocess of converting electronic data (softcopy) amaper (hardcopy)heprocess
involvesa computer transferrindata to aprinterandgeneratinga hardcopy ofthe electronic data being
printed.

Printing T Word 2003
Method 1: Usingthe Menu Bar

1. Open thedocument.

2. From theFile menu, choosBrint.

3. Inthe dialog boxhat opens, select the printingtionsthat you wanto apply.
4. Click ontheOk button.

File | Edit Miew Insert  Formak  Tools  Table
[ Mew... ChrlHM
=

Qpen. .. Chel4+O

Save Ctrl+5

Save as Web Page...

Search. ..

2 @

Web Page Preview

Page Sefup...

Prinkt Prewview

& print.., Chri+P

Method 2: Usingthe Standard toolbar
1. Open thedocument.

2. Click thePrint buttor % ontheStandard toolbar.
3. Inthedialog box that opensselect therinting options that you wanto apply.
4. Click ontheOk button.

Method 3: Using Shortcut

Page224



ICT for JHS

Open thalocument.

Use the shortcu€trl + P.

In the dialog boxhat opens, select the printingtionsthat you wanto apply.
Click ontheOK button.

P wn PR

Printing T Word 2007

1. Open thedocument.
(Da
2. Click Office Button * . [This opens dargewindow calledthe Backstage]
3. Inthe leftcolumn, youclick Print. [A smaller windowopenswith thecommand#rint, Quick
Print andPrint Preview].

4. Movethe cursor tselectPrint . [Of courseyou will need to have printer hookedip toyour
computer].
5. Inthe dialog boxthat opens, select the printingtionsthat you wanto apply.

6. Click ontheOK button.

T prin »
o) Preview and print the document Printer
A, Pret [fame: ¥ Send To Onshote 2007 - Properties
WIM Selet 8 prnter, number of coples, and Stats: ide
Lpen other printing options before panting.
y = S Type: Send To Microsoft OnefNote Driver
Where:  Send To Microsoft OneNote Port: | Print to fle
Comment: Manual dupley
Page range Copres
.y Nurrber of copies:  §
Curgnt page

Pages: P da V] Colage
N Type page numbers and or page X‘ x‘

A Prepare » ranges separated by commas countng ) >

— i from the start of the document or the

section, For example, type 1, 3, 5-12

or plisl, pls2, plsd-pas3

Print phat: | Document v

o Fubksh o Pont: Al pages n range N

1] Wors Options | X Ext Word

Print Dialog Box

Setting Orientation

The two typesof page orientationsare:
1 Portrait

1 Landscape

To selectpageorientation:
1. Click File on themenubar,
2. Click PageSetup.
3. Click onthemargin tab
4. Click onOrientationandselectPortrait or Landscape

i=ANB:
1 Thedefault orientatiorior a wordprocessing documentortrait.

9 Portrait is thevertical layout whild_andscapeis thehorizontallayout
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Print Preview 7 word 2003

Print previewis afeature that allows yoto view whata printed versiorf adocumentvould look like
on the screen befopintinga hard copy.

Method 1: UsingMenu Bar
1. Open the document (file) you watotpreview.
2. Click onFile thenPrint Preview ontheMenu Bar.

File | Edit ‘iew Insert Format Tools  Table
Mew Chri
= Open... Chrl40
Close
Save Chrl45
Save As...
|48y Save as Web Page...
By Search..,
Web Page Preview
Page Setup...
":Cb'p, Prink Prexview
&h Print... Chrl+P

Method 2: Using StandardToolbar.
1. Open the document (file) you watotpreview.

[&

2. Click thePrint Preview button ontheStandard toolbar.

Print Preview T Word 2007

1. Open thalocument.
{(Da
2. Click Office Button

3. Inthe leftcolumn, youclick Print.
4. Movethe cursor tselectPrint Previewfromthe cascadingenu.

Once you have accesdednt Preview, your file will now be inPrint Previewmode It will look
somethindike this:
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o~ I} -~ | h Vet e b ot Page
Preview and print the document ¥ e | Vo tugel 7 Maget Lol
A, Print
Wl Select a printer, number of coples, and
other printing opticns before printing.

4% Quick Print
l l Save WO Send the document diredtly 1o the default
T printer without making changes.

: \  Print Preyiew
L‘ri Swveds » L4, Preview and make changes 1o pages before
printing

t) Word Optjons | | X Esit Word o p—— ERETrY e i

Word 2007'sPrint Preview

Print Preview Toolbar

Print Previewmode shows yothow your file is formatted.Thetools available otthe Print Preview
toolbar help you viewandedit your document before yquint it.

= =

= =

= =

Print — ___— View Ruler
fier _—— ShrinktoFit
Magnifier E =
- S0% - P L lose
One page — _ —— AN Full Screen
Multiple pages .f_--.'_'__’_'.':---’"""-_ Print Preview toolbar ‘\\\ Help
Zoom " Close

ThePrint button printghefile.

TheMagnifier buttonturnsthemouse pointer inta small magnifying glass. When the magnifying
glass hasa + in the centenf it, the file will enlarge when you left clickVhen themagnifying glass
has & in the centeof it, thefile will decreasé size.Click the button agaito turn the magnifier
off.

TheOne Pagebuttonwill display ongpage aatime.

Whenyou click theMultiple Pagesbutton,a small dropdown menu will display. Highlight the
numberof pages you wish tdisplay inPrint Preview.

TheZoom drop-downbox lets you view your file undea specified magnificatiotevel.

TheView Ruler buttonwill displaytheruler. Click thebutton again taurn the ruleioff.

The Shrink to Fit buttonwill decreas¢hefont sizeof eachfont usedn thefile, preventing small
amountsf texton thelast pagef adocument. You canndoShrink To Fit by clicking Undo
Shrink ToFit on theEdit menu. Oncgou savehefile, it's difficult to restorahe documento its
original fontsizes.

TheFull Screenbuttonwill display your fileonyour entire screen. Click the buttagain toturn
theFull Screen feature offr click Close Full Screen amefloating FullScreertoolbar.

The Close PreviewbuttonclosesPrint Preview mode, returning yool theprevious viewof thefile.
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Importance of Print Preview

1 You can finderrors that magxist.
1 Fix the layoubf the document beforgrinting.
1 Savesnk ortonerandpapetby not having tgrint morethanonce.

ICT devicesthat can produce output (Print) on paper

i Printer,

1 Plotter

1 Facsimile (Fax)
1 Photocopier

Softcopy and Hardcopy (Differences andmportance)

A documenbnthe computer is callesbftcopywhile adocument which has beenintedontoa paperis
calledhardcopy.

SoftcopyOutput Hardcopy Output
1 | Itisdigital/ electronidn form It is physical/ tangiblein form
2 It is produced on aelectronicscreen It is produced ompaper/ other physicasupport
3 It can beransferred sentelectronically

It can beransferred transporteghysically

Importance of Hard CopiesFormats

)l

= =4 4 -8 -8 8 -8 -9

Can beused withouanelectronicdevice

Suchbooks are free from computer virmgection.

Actual notexcanbewrittenandhighlights madenits pagedor easyreference.
Can beaccessedndused withoutlectricity

Theyare availabldor use virtuallyeverywhere.

There isno need for the uséw becomputetiterate.

Can beusedin areas where therern® electricity

Informationcanbeshared withoutisinganelectroniadevice

Could bemore portable than soreemputers

Importance of Soft Copies~ormats (eBooks)

1
1

|

Searchindor a particular information is easier and fastersingthe searcheature
Sharinginformation acroskng distancess faster and easieusing thenternetor intranetor
removable storage media swhperdrives, compact discsic.

Savesspace- Severak-bookscan be loadedntoa computeror other portablelevice
Cheaper- due to itselectronic format it cosigssthanequivalenbooksin hard copyformats
Versatilei It is possibleto change the font size, convéstaudio, etc. to suit thereferencef the
user.
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Can beread everin thedarkwithoutlight

Maintains its statajo matterhow old i does not gesld or dirty or torn, etc.

E-bookenables theser to magnifyhetextto makereadingeasier for people with eygoblems.
Some specialized softwatanreadthe contents oe-book for peoplavith poor eye sighor visually
impaired.

It is easietto incorporatdextfrom onee-book througkcopy andpaste.
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Chapter 38 - Browsing Through Websites UsingHyperlinks

Hyperlinks

Have you evenoticedthat certain worden the Welook alittle bit different? Whenever yosee avord
or phrase that® blue and/or underlineid blue colourjt is probablya hyperlinkor link for short. For
example, try clickinghelink below.

Hey, I'malink! Click me! (For the linkto work, makesureyou connectetb theinternet.)

Hyperlink is a chain ofwords, phraser graphics (images) thatuser clicks taccess a newebpager
websiteon theinternet.lt canalsobedefinedas asectionof textor graphic thats capablef linking up
with all the Webpagesn awebsite oanother.

bk hers\]

Hand Cursor

From thepicture above, you mayoticethatthe cursochanges intahand icon (or links displayed)

whenever you hover overink. Whenan arrowcursor 7 changeso ahandcursor\[h:) on atextor
graphic, itmeans that particular teat graphichasalink with another pager site.So, seeing hand icon
or cursor means you'fleund alink.

Apart fromtext, many websites actualigeimagesaslinks, soyou canjust clicktheimageto navigateto
anothempage.

1'\

i :

| o . ~ Tod ‘s N

| N (nlzia 6] (Ui (o] g I —
L '

| p

made easy Get two months free
when you sign up for
E (%) Get your life ocne year. (U.S. enly.)
organzed and ¢ Job hunting?
your PC in shape Avoid common resume
with thesa helpful mistakes with tips
regsources rom from MSN Careers.

Microsoft, MSN,

and our partners. * Better living through

i Sl softvare.
| : Build XML Web The buzz from CES
MleOSOft. services quickly. includes new Windoves
" Le=rn the Mediz-enabled DV
L fundamentsal players, =mart
technelogies =nd dizplays, Pocket PC=,
get started today. UltimzteTV, =nd more.
I z e Patch Windovis nove.
Enter rise ____________:cackees::absl:zrdata Get the security fix for
= LS p T R Windoves XP and other
Hyperlinks

Opening alink in anewTab
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Many browsers allow you topenlinks in new tabsYou canopen as many linkasyouwant, andhey'll
stay in thesame browser window insteaticluttering yourscreerwith multiplewindows.

To openalink in anew tab, Rightlick thelink andselect Open linkn new tal(the exact wording may
vary from browseto browser).

‘2 Welcome to MSN.com - Microsoft Internet Explorer

File Edit View Favorites Tools Help

@Back * &I I_J L] -h /‘: ) Search \E\? Favorites Q\Medla {f}

From digital cameras to diamonds, find what you're
looking for at MSN eShop
Saturday, Jan 12

MSN Home | My MSN | Hotmail | Search | Shopping | Money | People&Chat
waekuuumies{smcw \ Save 50% on all Holiday GODIVA

Search the Web

I ©

Choco ate at Godiva.com

Today on MSN

« Afghan POWs in Cuba
- NFL wild card playofis MSN Channels
- This weel's biggest lie Autos 2002

- Getnews on your cell Live from Detroit, Build
a Car, New Reviews

Business
[W9)"{z) Orderof the day et

- Reform a messy child Citv Guides
Abrieebinip R e - Remedies for romance Decorating dos & donts ity :
5 Entertainment
Explore 0urex_perts prescribe Rx | Tastiest takeoutin US Cames
Air Tickets for dating & lave after 40 Health
Auctions - Find out if your workeuts working: calorie calculator House & Home
Buy Books - SN Exclusive: See *NSync's ‘Girlfriend video i#7 Kids N

Browsing the internetwith 1E

i=lNB: Links don't always gto another webpager websiteIn somecasesthey allow youo download
afile.

Hyperlinks in Books

Hyperlinks are not only used link only pages in the internéfhey arealso usedo link pagesn books
and tolink booksto awebsiteor webpage for referenc¥ou canequallylink textto aheadingor
bookmarksn apage omabook.

Example: ClickHere to moveto thebeginningof thechapter.

i=ANB:
T ToopenHyperlinks in books,usethe shortcutCtrl + Click.
1 You mayneed tdbeconnectedo the interneto openlinks that areWebpagesr websites.
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1 Alink openedchangesolour.
1 Downloadingis thetransferringof data fromaremote computer to local computkris the act of
transmittingdatafrom aremote computesn theinternetor other network$o o n eo@rscomputer.

1 Uploadingis theactof transmitting data from n eo@rscomputerto aremote computesn the
internetor othernetworks.

Importance of Hyperlinks

As youcansee, hyperlinkarean important parmf usingthe Web andomebooks. Theyallow youto
navigate between differevitebpages, pagedownload filesanddo awholelot more.
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Chapter 39- Accessing Information Using Websitédddress

You must havéearntearlier thaa websiteis acollectionof webpages linketb one anotheby
hyperlinks.You must havalsolearnthow toaccess websitdxy clinking on hyperlinks as whavedone
in the previousessonBut it is not always the case thataccessvebsites you cliclon hyperlinks.
Sometimes yoneed taypethe Web Addressof themain webpagé the addresbar of aweb browser.

2} CNN.com - Microsoft Internet Explorer Q@@
File Edit View Favorites Tools Help i’f

. - , s
@ Back ~ (o) Lﬁj @ p) | )/ Search @Media @! =~ ;.
Address |@ http:/fwww.cnn.com/ v/ Go  Lnks *

AddressBar

»

5 ‘7 Favorites
A8

Theinternetis very broad andhereare aot of waysof retrieving information fromt. someof the
waysof accessing information from the internet bye
1 UsingUniform Resourcdocator(URL).

1 Usingsearctengines.

Understanding URL

URL is awebsite address whiaands fotJniform ResourceLocator. Think of itlike a street address,
with each portioof theURL asdifferent parts of thaddress, andach givingyou differentinformation.
1 Examples ofWeb Addresses ofURLS:
http://www.wikipedia.comhttp://www.google.comhttp://www.educationghana.net,
http://www.ghanaweb.conhitp://www.moe.gov.ghttp://www.tv3.com,
http://www.eduhgana.néittp://www.facebook.conmhttp://www.alatipha.blogspot.corefc.

From the above exampleyou cansee that, URLs are madep of:
1 Alphabetga,b,c,d € )
T Numberql, 2,36 )
1 Symbols (Punctuation marksychas forward slash (/), coldr), period(.), question mark?),
underscore (_), dwindle (~gic.

However theweb browseis not designedo understanthe alphabetsjumbers and symbols which are
collectively knownasURL. So,the URL will be convertedhto thenumeric equivalent knowas
Internet Protocol (IP) Address.

Typingin the IP Addressin the addresdarwill give you the sameresultlike typing the URL. But the
problemis that, it is very difficult to rememberandtypein the correctlP addres$encetherelianceon
theURL
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=lNB: Internet Protocol AddregtP Address) is @equencef numbers usetb identify computersand
websiteonthe internet. e.g/2.14.207.9969.171.229.1etc.

Main Components ofURL

Protocol(Scheme)
NetworkType
DomainName
DomainExtension

= =4 —a A

Protocol Domain Name

l l
wikipedia com

http://www.
Network Domain Extension

Type

Main Components of URL

Protocol (Scheme)
Every URL beginsvith the scheme, popularly called the protoéoProtocol is the modeof

communication bet we en tesimlesthatendble differerdtgpesi c e s .

computers andetworkson theinternetto communicatevith one anotheidnternet Protocol (IP) is the
formatof communication between computerstheinternet.

There aranany type®f protocol, but for typical web browsing you will mostly ddtp andhttps.
Others aré&TP andSMTP.

Browserusuallyw o nsbawthe protocol (schemdh theaddresdar, andusually youd o méetio type
theschemeavhentypingawebaddress; insteagipu can justegin with the domain namé&he protocolis
still always parpf theURL; it justi s n 6 tdisglaged.n g

Network Type

This specifieshetypeof network beingisedfor communication between tvas morecomputersWhen
you access avebsite, you normallgonnect taanother computer callébe serverby using thénternetor
the WWW . Network type ighenameof the web servelhenetwork typés also knowrasThird Level
Domain.

Domain Name
Thedomain namés themost prominent padf a web addres#.indicates thexameof acomputeior a
network ofcomputer®nthe internet. Typically, different pagea the samesitewill continue tousethe
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same domain namét.is the nameof the file with the directont is also known athe SecondLevel
Domain.

In most URLsthenetwork type likewww can beomitted. Google.corandwww.google.coniead to the
same page-dowever,othersub domains cannot bemitted. For example, all pages under
news.google.comequirethe newsub domain in theJRL.

Domain Extensionis thenotationat the enaf web address that specifisinternet categorgr a
country codelt is also knowrasTop-Level Domain.

There aréwo main type®f domain extensiongienericandcountry code Example®f generic domain
extensionsre:.com, .edu,gov,.mil, .org, .net, .aero, .biz,coop,.info, .museum, .name, .pro,cat,
.jobs,.mobi, .tel, .travel, and .asiaandthatof the countrycodedomain extensiorare.uk, .usand.gh.

f

|

.COMrepresenttheword "commercial," andis themostwidely usedextensiorin the world. Most
businesses prefar.comdomain namdecause it is highly recognized symbdbr having a
businespresencen theinternet.

.net representtheword "network," and ismost commonlysed byinternet Servic®roviders,
web-hostingcompanies.

.0rg representtheword "organization,” and isprimarily used bynon-profit groupsor trade
associations.

.biz s t a n dbsisinéseandisiused for small businesgbsites

.edur e pr eedecationab fiand i suseddyductohalinstitutions such as, but not
limited to, schools, collegesnduniversities.

.gOVrepresentgégovernmentab andis commonlyused bygovernmental ministries, entitiaad
agencies.

.Info is for credible resource websites and represenfsrimation . It's themostpopular
extension beyonccom, .netand.org.

.aeror e p r eaem@ptanesr aifi-transportindustry 0  d@srcammonlyused by aitravel
related entities.

.Mil representtheword "military " and is primarilyused bymilitary.

Examples of Domain Extensiongn Ghana

T

= A A A

.com.gh
.edu.gh
.gov.gh
.org.gh
.mil.gh
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How to Access Information Using Web Addres§URL)

agrLDdOE

Connect to thenternet.

Click in theAddressBar.

Launch abrowser e.gChrome

Typein thecorrectweb address(URL) e.g.http://www.cnn.com

PresgheEnter keyon thekeyboard.

2 CNN.com - Microsoft Internet Explorer

File Edit View Favorites Tools Help

@Back * & \ﬂ @j ;\J /._ ! Search

l
—

eMedia Q‘\ r"' —

S ? Favorites
1 e}

Address ’@’] http:/fwww.cnn.com/

Favorites X

add... [P Organize...

@ Jon on 'Server' (G

&) MSN.com

&) Radio Station Guide

@'] WebTrendsLive

@] Yahoo - ProsoftTraining Ann...
&) ProsoftTraining

ON CHMN.com

SE.—RC‘-! GO

MAIN PAGE
WORLD
u.s.
WEATHER
BUSINESS
SPORTS

POLITICS
LAW

SCI-TECH

SPACE

HEALTH
ENTERTAINMENT

£

~ Europe I Asia

Updated: 11:24 a.m. EST (1624 GMT) -- 12 Janu:

T
Rl
.
T
[n)
a4
[

v

DisplayedWebpage

Reasons thatwill make a Webpage not tdoad

Sometimes whew o u lirawsingthe Weby o us@d alscredike one below. This meartse Websiteis
unavailable. Several thingancausea Webpage nato load:
Y o u 0 v ein aninqoreeck wetaddresgURL).

Y o u 6 r cennettedto thimternet.

Y o u dostyour connectiono theinternet.

1

= =4 —a -—a -

Thecomputeror server wher¢gheweb pages stored isdown.
Toomanyusersare tryingto view the same web pagat thesametime.
Theweb pagaolongerexistsor maybeijt never existeth thefirst place.
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ConnectionProblems

Forall these cases, try goihg thewebsite again later. Whatever waising the problemight befixed
a fewminutesor hours later.
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