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Unit 1: Recognizing Computers

e What is a computer system.
¢ Classification of computers.
o Personal Computers.
o Handheld Computers.
o Other Electronic Computing Devices.

What is a computer system?

Collection of electronic devices that called hardware, each doing special
tasks. These devices cooperate with each other, by means of specified
instructions that called software.

Computers are integrated in our work, home, and social environments
and perform a multitude of tasks.

Classification of computers:

Types of
computers
| |
Personal Handhled oth
Computers Computers ers

Personal Computers: are designed for one user at a time .They
process and store smaller amounts of data and programs. For
example:

- Desktop Computers: are called personal computers and sit on,
beside, or under desk. These process data quickly and are
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typically used in small businesses, schools, and homes. Generally
two types (PC & Apple).

Mac

Notebooks or Laptop Computers: can be similar to desktop
models in terms of speed, performance, and usage. The
advantages of having a notebook are its portability and its power
sources. All laptops use batteries (greener alternative). You can
purchase accessories to enhance enjoyment and experience
of using a notebook such as a bigger hard drive for storages, a
larger screen, a wireless external mouse or keyboard, or more
memory. | A ]

- .

PC Notebook Mac Notebook

Netbook: similar to notebook but smaller and less expensive, and
designed to handle wireless communications or access to Internet

only. -

-

g

Tablets: are a type of notebook computers but screen can be
rotated around 180°. So, the user can write H -
or select items using a specially designed RS l“:
pen. All tablets have touch screen, which 1 «
means you can touch a pen or pointing
device at an item on the screen to select it.

)
S

R -
| .
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Hand-held or Mobile Computers (Pocket Computers): are any
computing devices that fit within the palm of your hand and are
portable. For Example:

- Cellular phones: are now more sophisticated and can include:

playing and listening to music
taking pictures or video

text messaging

paging

e-mail

accessing the Internet

global navigation systems (GPS)

- Personal Digital Assistants (PDAs) or (Smart phones): have
specific software to help you make appointments, keep contact
lists, or write notes. PDAs are very popular for portability and
software (create document, calendars, take pictures or video, or
access the internet). PDAs can be main computing device. All
PDAs incorporates touch screen technology.

- Music or Media Players (MP3): refers to file type for music to be
recognized on audio player only. But, Media player enables
viewing of movies, videos, or books that Provide audio and visual
capabilities or access to Internet.
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There are others hand-held or mobile computers that are used in the
daily life. For Example:

Game systems.
Electronic book reader.
Calculators.

Other Electronic Computing Devices: is any computer technology
which is found in variety of equipment used in daily life such as:

Equipment to diagnose automobile problems

Automated Teller Machines (ATMSs)

Point-of-sale machines

Global Positioning Satellite (GPS)

Robotics

Medical equipment

Small home appliances(microwaves, and coffee machines)
Large home appliances(ovens, and washing machines)
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Review Questions

. What is the biggest advantage of using a notebook?
a) Cost

b) Speed

c) Portability

d) Size

. Which of the following are true?

a) MP3 refers to music file types for audio and visual.

b) Some tablets have touch screen but PDA doesn’t have.

c) Generally, desktop computers are two types (PC & Apple).

d) A netbook is similar to notebook but smaller and more
expensive.

. A server is a computer that has been designhated to share
resources and data.
a) True b) False

. Game systems include a computing chip that enables you to:
a)  Obtain updates for the game system

b)  Play games with other people on the same game system
network

c) Get technical support

d)  Any of the above

e) aandb

. An example of a household appliance that has a computer chip
embedded as part of its equipment is:

a) Refrigerator e) Coffee machine

b)  Microwave f) Cereal turn-wheel dispenser
c) Entertainment system g) Any of the above

d) Doorbell h) a, b, c,ore
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Unit 1: Recognizing Computers

System unit
Microprocessor chip

How memory is measured
What ROM is

What RAM is

How memory works

Looking at system unit: Sretemfen

The System Unit or Box is often the

most important and expensive part of = P
the computer system. Poworsupply “

There are many separate devices inside .\
the box (motherboard, CPU, RAM
etc....) that perform specialized
functions for the computer. If one of
these devices fails, it can usually be

replaced.

A Notebook has the same component as a desktop, and can run on
batteries.

The Microprocessor chip:

The microprocessor chip is often called the “brain” of the
computer as instructions from the software programs and
input from user are received and executed here. This
Chip is often referred to as the Central Processing Unit
(CPU). Each model or type of CPU processes information
and instructions at different speed, measured in Megahertz (MHz) or
Gigahertz (GHz).
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Hertz (HZ) measures the speed of the internal computer clock in terms
of frequency or number of cycles per second. Megahertz refers to
millions of cycle per second and Gigahertz refers to
billions of cycles per second.

Dual and quad core processors contain two or four
processor chips, which together perform faster than a
single processor chip with higher speed capabilities.
These microprocessors are readily available in new
computers.

Looking at Memory:
Computers were developed using a numbering system of 1s and 0s,

known as the binary system. These two unique numbers represent the
charged or uncharged nature of electricity.

For a computer to store information, it needs
to have memory chips installed. Memory is
measured in bits and bytes. A bit is the
smallest unit of data used by computers. It
can be a value of 0 or 1. A group of eight bits
make one byte. (8 bits= 1 byte).

The smallest unit of data used by humans is one alphanumeric character
(‘a’ to 'z, or 0 to 9) which need a full byte of computer memory to
represent it.

The following shows how computer technology and the requirement for
storage capacity have grown:

Size in byte

Term Abbreviation Approximate Number Exact Amount of
of Bytes Bytes

Kilobyte KB 1 thousand 1,024

Megabyte MB 1 million 1,048,576

Gigabyte GB 1 billion 1,073,741,824

Terabyte B 1 trillion 1,099,511,627,776
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All data processing within a computer requires the use of various
combinations of bytes, as calculated by the computer. Every file used by
the computer has a specific size which may increase depending both on
the amount of content and the way the content is being used. For
instance, the size of a data file will increase or decrease based on what
actions are stored in that file, such as cantering a title, formatting words
in bold type, calculating a formula, or inserting a photograph. The larger
the file is, the more memory you will need to process and store
information in the file. Even if a file is not being stored on the computer,
your computer still needs memory in order to process it.

Read Only Memory (ROM) BIOS:

Read Only Memory Basic Input/ Output System have information stored
in them by the manufacturer. It refers to memory chips responsible for
starting your computer, checking RAM, loading the operating system.
This occurs only when you turn the computer on or each time you have
to restart or “reboot” it. ROM is also used to control input and output
devices such as disk drives, keyboard, and monitor while the computer
IS running.

‘Read only" means the CPU can read, or retrieve, data and programs
written on the ROM chip. However, the computer cannot write-encode or
change-the information or instructions in ROM. Unlike RAM chips, ROM
chips are not volatile and cannot be changed by the user.

This type of memory is found in calculators and printers, as it reads
information that is entered and processes it during time it resides in
memory. When the process is complete, clears itself and waits for next
entry. It does not perform any tasks other than reads information and
processes it.

Random Access Memory (RAM):

Random-access memory (RAM) chips hold the program (sequence of
instructions) and data that the CPU is presently processing. RAM is
called temporary or volatile storage because everything is lost as soon
as the computer is turned off. Therefore, software programs must
permanently reside on hard disk or optical disk. From there, the
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computer can load the program and files into memory while they are in
use, and remove them out of the memory when programs or files are
closed.

The speed of RAM is measured in nano seconds (ns). A nanosecond is
extremely fast; a computer can perform large number of tasks in 10
nanoseconds.

RAM chips are used in video display cards, which increase how quickly
picture appears on your monitor. RAM also used to buffer information
sent to the printer. This increase printing speed and allows the computer
to perform other operation while the document is being printed (multi-
tasking).

Understanding How Memory Works:

¢ When you first turn on your computer, ROM BIOS take control. Its
main job is to load the Operating System (OS).

e When the computer loads the windows operating system and
passes control over to it, the first screen you will see is the
Windows “splash screen”, identified by the Windows logo and
confirmation of the version of windows you are using.

e Windows uses up a certain amount of RAM used to run basic files

e When starting software “application” or program, asking computer
to put copy of program in RAM.

e Close application program when not in use to make RAM available

10
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Review Questions

1. The speed of a microprocessor chip is measured in frequency or
number of cycles per second.

a) True b) False

2. What are binary numbers?

a) Isand s c)1to9

b) Os and Os d) 1s and Os

3. Read Only Memory is used only when you turn the computer on.

a) True b) False

4. Why is RAM considered volatile?

a)
b)
c)
d)

e)

It disappears when the computer is shut down or reset.

It uses up only as much memory as it needs for processing.
It always uses a certain amount of memory for Windows.
aorb

aorc

5. The best way to gain more RAM for processing a newsletter is:

a)
b)
c)
d)

€)

Close any files you are not currently using.

Close any application programs you are not currently using.
Restart the computer.

Any of the above

aorb

11
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Unit 1: Recognizing Computers

What is a storage system?

Working with Disk Drives.

Working with internal Hard Disk Drives.
Using Optical drives and Optical writers.
Working with other types of storage devices.
Network drives.

Remote or virtual storage systems.

What is a storage system?

e It is the ability to store data and information on a computer for
future use. RAM is temporary so you must save your work to any
storage device, for example (CD, DVD, flash memory, floppy disk,
hard disk, etc.)

e Storage device you use depends on amount of storage you need
and speed of data transfer rate.

e Data transfer rate: The amount of digital data that is moved from
one place to another in a given time.

e Hard disk drives used most often to store and retrieve software
programs and data.

Working with Hard Disk Drives

e Hard disk drive is a primary storage area for both data and
programs.
e Both Disk drives “internal” or “external perform same three
functions:
o Rotates disk at constant speed to access sectors on entire
disk surface
o Moves read/write head across tracks on entire disk surface
o Reads data from disk and writes data to disk using
read/write head

12
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Internal Hard disk External Hard disk

Data and information located on the disk must be divided into tracks and
sectors.

o Formatting: is process of preparing disk for use.

s / Track

Sectors

Working with Internal Hard Disk Drives and Optical
Writers

Data transfer rate (throughput) of hard drive is function of hard
drive rotation speed and number of heads per surface.

The higher the rotation speed and/or number of heads,
the less time it takes to find data.

Range in capacity from 100 MB to 100+ GB

Also used in network servers where drives very large to
accommodate requirements of whole organization and data
storage requirements.

Data transfer rate quite fast although can be restricted by type of
network interface cards and number of users or tasks to be
processed.

Working with Optical drives and Optical writer

13
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Designed to read flat, circular disc, commonly referred to as
Compact Disc (CD) or Digital Versatile/Video Disc (DVD)

Read by laser device that spins disc at speeds from

200 rpm or higher.

Optical disk Read | Write usage
YES | NO
player in
audio/video
entertainment
‘) system
t.
2 ‘ YES | NO
DVD ROM
Optical writers /Burner | Read | Write usage
Drived
Archive data and
YES | YES record music
downloaded from
internet.
CD-R
1 Create and edit
YES | YES multimedia
presentation.

14
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YES | YES To record video

To record video
YES | YES devices that
support this forma

DVD-RAM

« Blank discs relatively inexpensive, with -R disks cheaper than —
RW.

» Size of disc can be 650 or 700 MB, while DVDs can be 4.7GB to
17+GB with rapid access speeds.

» Special software needed to manipulate or edit video before burned
to DVD.

Working with other types of storage devices
Tape drive or tape streamer: It uses cartridge with magnetic tape

- Generally used to back up large amount of data.

- Use different formats, with tape sizes ranging from 250MB to over
80GB.

- Other tape drives use Digital Audio Tape

(DAT) format.

== =3 71

Tape Drive

15
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Zip drive:

- Itis similar to DVD-RAM drive except that disk can hold
between 100MB and 750MB data.

- Offers relatively inexpensive storage option

- Newer systems not compatible with original 100MB devices

Zip Drive

Removable media systems: include flash memory cards, USB flash
key/thumb drives, or external hard drives

- Benefits include portability, large storage size, and data-
sharing capability.

Flash memory card USB flash key/thumb drive

Network drives:

« Hard drives in network server similar to hard disk drives in
computer
- Traditionally much larger than available with desktop
computer
- May be set as disk array, as drives usually organized
to work together.

16
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Network server

Remote or virtual storage systems: is defined as memory created by
using the hard disk to simulate additional RAM.

Do not exist on your computer or location.

Common service provided by Internet Service Providers
(ISP)

Drives on network or dedicated server at particular site
Must login to with secure ID and password to access
information

Very useful for off-site backup storage of data, or as “central
system” for people in multiple locations to share information
Disadvantage can be speed of Internet connection

17
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Review Questions

1. You can use hard disk drives to store and retrieve software
programs and data because of their speed and storage
capacities.

a) True b) False
2. Why should you save your files to a storage device?
a) To prevent data loss if the computer is turned off
b)  To store information from RAM onto the storage device
c) To have a copy of the data
d)  Any of the above
e) aandb

3. Which removable storage device would you use to copy
pictures from one computer to another?

a) External hard drive

b)  Memory card from digital camera
C) USB memory key

d)  Any of the above

e) borc

4. A virtual storage system can exist at a location such as your
ISP, where you can store data from anywhere in the world.

a) True b) False
5. How can you access a remote storage system?
a) Start a Web browser and navigate to that site
b) Through your e-mail program
c) Using a USB memory key

d) Log on with a valid ID and password
18
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Unit 1: Recognizing Computers

What are Input/ Output Devices?
Common input/ output device
Specialized device

What are Ports?

What is Device driver?

What are Input/ Output Devices?

Input or output device: enable communication between the user
and the computer. There are three classifications of input/ output
device:
e Send information to computer (example: keyboard).
e Display or transmit information from computer (example:
monitor).
e Communicate between computers (example: modem).

Input device: Anything used to enter data into computer.

Output device: Anything used to display data on or from computer.

Common input/output device
Keyboard: is input device that allows you to send information to the
computer. It is the primary tool for inputting data. You can also use
the keyboard to input commands for a task in an application program.

Escape Key Function Keys

Ctrl Key

Alt Key Numeric Keypad

Windows Key Cursor MovementKeys

19
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- Typewriter Key: These keys enter text or commands in to the
computer.

Enter

Backspace

Delete

Spacebar

Es

Ta

Caps Lock
Ctrl

B OBE 9 6 @
=1

Scroll Lock

el

Executes typed command, performs selected option, marks end of
line, or creates blank line.

Deletes one character to left of flashing cursor; may show as left
arrow (+).

Also on numeric keypad as (Del); deletes character above or to right
of flashing cursor.

Inserts blank space between words or sentences.

Cancels current selection, or generates special code for computer;
called Escape key.

Advances cursor to right by specified number of spaces in word
processing program, or to next cell in spreadsheet program.

Selects uppercase letters for typewriter keys and punctuation
symbols on number keys. Can use with other keys to perform
function or task.

Locks letter keys to produce only uppercase characters.
Provides secondary meaning or function for specific keys.
Displays Start menu.

Displays shortcut menu similar to right-clicking item. Options in
menu depend on where mouse pointer was when key pressed.

Provides secondary meaning or function for specific keys.

Move cursor up, down, left or right. Located between typewriter
keys and numeric keypad.

Captures information on screen and sends to Windows Clipboard.
Toggle (start and stop) scrolling display of data on screen.

(Ctrl) H Pause ) Stop or freeze computer, then continues when any key pressed;

sends Break code to computer to unfreeze or unhang computer.

- Function Keys: These are located at the top row of the
keyboard and are labelled through to (F12). Each

key

assigned special meaning or function in application

programs. Its primary purpose to provide shortcut for commonly
used commands.

20
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- Cursor and Numeric Keypad: This is located at the right of the

keyboard and it can toggle on and off by pressing
key:

= When on, pad becomes calculator or numeric pad.

» When off, pad becomes arrow or cursor movement pad.

Pointing Devices: are input devices that enable you to select or
activate items on screen by placing pointer arrow on item and
performing required action.

Types of pointing devices:

Traditional mouse: has left and right
buttons used to performing some actions
by click, double-click, Right-click.

Click: Point mouse cursor at item, then
press left mouse button once and
release button to select item.

Double-click: Point mouse cursor at item
and then click left mouse button twice
quickly to initiate programs or open
files.

Right-click: Point mouse cursor at item
and then click right mouse button to
display shortcut menu.

Trackball: has ball on side where your
thumb rests; rotate ball to move pointer on
the screen.

Touchpad: enables you to use finger to
move pointer by moving you finger on the
bad. It has two buttons that work as left
and right mouse buttons.

21
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Microphones: input devices that Record sounds
and converts into digital format for use on computer.

Monitor: Output device that enables you to view
information computer displays.

Specialized device

Scanners: input devices That “Takes picture” of
original and then converts to digital format.

Bar Code Reader: input device that Scans or
reads thin and thick lines and bar codes.

Game Controllers or Joysticks: input devices
Designed to use with games.

Touch Screens: input/output devices that Use
pen or finger to select or activate items.

Digital Cameras: input/output devices that
Captures pictures and transfer directly to computer.

Webcam: input device and Type of digital camera
connected to take pictures and video to share live
with others.

22
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Remote Control: input device used to activate
commands on projector or while running slideshow.

Security Devices: input device used as
Biometrics handle security issues for logon process
and to maintain integrity of data on computer.

Projector: Output devices used to display
presentation on screen only, surface such as wall-
mounted screen, or both.

Printers: Output devices that convert what is on
screen into print using variety of print options.
Types of Printers:

Inkjet-Printer: printing simple documents and
used in homes. Has Print quality and speed are
guite good. It is inexpensive.

Laser printer: wused for large amount of
printing. It contains several trays of varying
paper sizes. There are black-and-white or colour
laser printers.

Photo Printers: Print photographs on special
photographic paper.

Plotters: Specialized printers designed to print
onto very large pieces of paper.

All-in-One Printer: for all uses.

23
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Connecting Ports:

Parallel Ports: used for connecting printers

Serial Ports: used for connecting mouse devices or
modems.

SCSI (Small Computer System Interface) Ports: used
for connecting Hard disk.

USB (Universal Serial Bus) Ports: used to connected ¢
newer devices such as flash memory, digital
camera.

Network Ports: used for connecting with another
computer or a modem.

Midi (musical instrument digitized interface) Ports:
are specialized to handle musical devices.

Wireless devices: these devices do not use a cable, but
use Bluetooth or infrared radiation.

Using Software
Device driver: It is a mini-program tells operating system what kind
of device it is, how it is works, and its purpose. Device driver used to
enable communication between operating system and device. It is
important to have correct driver for device to work properly.

Plug-and-play: It is the feature that enables the operating system

automatically identifies new device connected to the computer so it
looks for and installs device automatically.

24
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Review Questions:

1. What are three common input devices?
a) Keyboard, mouse, monitor
b) Keyboard, mouse, speakers
c) Keyboard, mouse, printer
d) Keyboard, mouse, microphone

2. Which mouse button would you press to select an option?
a) Left
b) Right

3. How can you use a biometric device on your computer?
a) To identify someone who wants access to that computer
b) To identify the person as valid using their fingerprint
c) As another security method to logon to the computer
d) Any of the above
e)aorc

4. Identify the type of port shown in the following image:
a) Network
b) Serial
c) USB
d) Parallel

5. Why is it important to have the correct device driver installed?

a) The computer can recognize the purpose of the new device
driver.

b) It enables the Windows operating system to install it
automatically.

c) The device driver is the configuration file that identifies what
the device is and how it should work.

d) Any of the above

e)aorc

25
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Unit 1: Recognizing Computers

Factors that affects computer performance.
Protecting your computer.

Solving hardware problems.

Basic troubleshooting techniques.

Factors that affects computer performance.

The computer performance is characterized by the amount of useful
work accomplished by a computer system and after period of time find
the performance of the computer appears to decrease (Slowdown) that
effect by many factors such as:

e Size of RAM if is smaller that will effects:
o System resources are too low to process work if many
programs and files open at same time.
o Take along time to display the contents of document on
screen.

e Size of hard disk(HD) if is smaller that will effects:
o No enough space to install many programs and save files.
o No enough space for operating system to processing many
programs at the same time.

e Speed of CPU if slower that will effects :
o Take along time on open and close large file.

e Add new hardware, and software for computer that will cause:
o Slowdowns the computer.
o Conflicts with other system components.

26
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Protecting your computer:

There are many ways to protect your computer from theft and damage.
For example:

e To protect your computer system from theft you should to do:
— Use security cable to lock down your computer.
— Store it in locked room and can’t any person to enter into it.
— Void store any sensitive data or information in your
computer.

e To protect your computer system from overheating you should to
do:
— Do not store near heat source or cold environment.

e To protect your computer system from magnetic fields you should
to do:
— Ensure there are no magnetic items near computer.

e To protect your computer system from electrical damage you
should to do:
— Use surge suppressor or UPS to protect from power surges,
brownouts, or general fluctuations.
— Use converter that adapts electrical system and voltage.
— Avoid connecting too many electrical devices on same power
bar.

27
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Solving hardware problems:

You sometimes find that hardware has stopped working or does not
respond. Following is table include examples of common hardware
problems and how to solving them:

Name of hardware Problem How to solving it
Hard Disk (HD) No enough Use disk Cleanup tools
space to(remove temporary files,
empty the recycle bin,
remove installed programs
that you no longer used)
Use disk defragmenter tool
to (reorganize files on HD
And speed up retrieval of
files)
Mouse and keyboard Not work Cleaning it by using
properly cleaning kits.
Replace it if spilling liquid
into it.
Printers Cannot check printer connected and
print on

Check cable connections
Check printer exists and is
active

If connections active but
printer does not print, check
for error messages

If you unsure how to proceed with changes, ask for help from specialist
when and work with specialist to learn how to make changes safely and

effectively.

! Generated when you install programs, use attachments, visit Web sites, or register/subscribe on Web site

28
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Basic troubleshooting techniques

1.

Collecting Information.

When you see problems with computer, write information down for
reference, and keep notes about frequency of each message and
what you were doing when message appeared. For Example:
Mouse doesn’t work. How to collect information about this
problem? Ask you self some questions How? , What?, When?, and
Why?

. Analyzing the Information.

Analyze information for any patterns or common themes. For
Example: If the errors occur when you use the mouse, this could
mean the mouse needs a new battery or you may need a new
mouse.

Attempting Basic Solutions.

Try simple troubleshooting. For Example: If the errors occur when
you use the mouse, try simple steps such as replacing the mouse
battery, or replacing the mouse.

Finding Help.

If the message continues, seek help and advice from technical
support specialist, or IT department, or online sources, such as the
Internet, offline sources, such as the library.

Communicating the Problem Accurately.

Be accurate and concise when communicating problem with
technical support specialist and provide text of error message, and
what you did during the problem occurred. Provide as much detail
as possible so the specialist can begin to find a solution.

Analyzing and Selecting the Proper Action.

By providing as much detail as you can, so specialist can provide
list of options to correct the situation, from the easiest to hardest
solution. For Example: recoding to mouse not working, try first to

29
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10.

change battery of mouse, if it still doesn’t work try to reset device
driver of the mouse, if it still doesn’t work try to buy new mouse.

. Implementing the Solution.

When you know all the options for fixing a problem, try to apply all
option in order from easiest to hardest.

Confirming the Problem is Fixed.

After implementing each option, try to duplicate problem to see if
error occurs again. Repeat with each option until the problem is
fixed.

Documenting and Communicating the Incident.

When the problem is resolved, be sure to document incident to use
for future reference and share document with others that let all
users on network to know and learn to solve problem on their own.

Avoiding Similar Problems in the Future.

Documenting issue can help prevent similar problems in future.
For Example, if the problem was a virus that came from installing a
program you download from internet, scan any files you download,
update antivirus program regularly.

30
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Review Questions

1. Ahmed is beginning to see many messages about no enough
space on his hard drive. What should he do next?

a) Gather information regarding the messages.

b) Call technical support to fix the problem.

c) Shut down the computer until technical support arrives.
d) Buy a new computer.

2. Where can you find help or advice for fixing a problem on your
computer?

a) IT department

b) Online sources, such as the Internet
c) Offline sources, such as the library
d) Any of the above

e)aorb

3. If you notice printer cannot print, what solutions could you do?

a) Check printer is on

b) Check cable connections

c) Check printer exists and is active
d) All of the answers

4. To protect your computer system from electrical damage you should
to do:

a) Use surge suppressor or UPS.
b) Store it in locked room.

c) Use converter.

d) Do not store near heat source.
e) Aandc

5. It is important to communicate the problem as accurately as you can
so the specialist can isolate the problem and resolve it.

a. True b. False

31
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Unit 1: Recognizing Computers

Hardware considerations
Software considerations

Price considerations

Support or service considerations

Many factors are involved when buying a computer. These vary
depending on the purpose of the computer, as well as how and where it
will be used (for example, school, home or business). These same
factors will determine the type of computer you purchase or the
operating system you choose. Some additional

Factors are listed below.

The first factor is purpose: how will this computer be used and by
whom? For example, if the purpose is to store a large amount of data
that must be available to multiple users around the world, then this
computer will likely need to be a server with one or more large hard
drives.

Hard drive size and type are crucial when purchasing a computer that
will become a server. The computer type and model are also important,
especially if it will store a large amount of data. You will also need to ask
what other equipment you will need to protect the data on the server,
such as a backup device or a UPS.

On the other hand, if the computer if for a new sales representative who
will be travelling around a lot, he/she may need a notebook that can be
set to connect to the server at head office and should include a number
of features that will enable him or her to present information to
customers (for example, ensure there is an appropriate port to allow a
LCD projector to be connected, or wireless networking).
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If the computer is for someone in marketing who works with videos,
graphics, or other media, the microprocessor speed, amount of RAM,
quality of video card, size of monitor, and size of hard drive are
important. How many monitors and what size of monitor will this person
need?

Someone who will be using the computer at home may only need a
base-model notebook or a Netbook. The latter can be an inexpensive
option for the home user who wants Internet access only and does not
plan to store many files on the computer. Alternatively, if the home user
IS a student who requires the portability of a notebook consider the
amount of hard disk space needed to accommodate application
programs and personal data such as homework or shared photographs
and videos.

When purchasing a computer for a particular organization, you may
need to consider company standards. Specific department may require
standard configuration or types of computers; for example, perhaps all
field sales people need a minimum hardware requirement on their
notebooks, which are passed along to administration staff every two
years when the sales people are upgraded with the latest notebooks.

Similarly, a school may purchase computers from a designated vendor
who can accommodate one set of standards for classroom computers
and another set of standards for faculty. A library may need computers
without hard drives (called thin clients) in order to offer free courses to
the public while ensuring that participants do not save anything to the
library network. An Internet café may only need a server that handles
wireless Internet access for customers.

An organization such as a travel agency may not need computers will
large hard drives as they will be connected via the Internet to a number
of other organizations, like airlines and hotels, which provide enquiry
services. The major requirement here could be adequate bandwidth to
search these databases in order to make reservations.
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In addition to hardware requirements, you will also need to consider
which operating platform should be installed. In some cases, an
organization may use multiple operating platforms. An example would be
a university that uses a Unix or Linux platform for its school database
system, while students might be using any computer with any operating
system when they sign on to the university Web site to find information.
Alternatively, all employees at a particular business may use PCs,
except for the marketing department staff, which uses Mac-based
computers for the specific types of documents they create and use.

Another factor in selecting an operating platform is what application
programs will need to run on it. While many applications designed for
different platforms share similar features, there often is enough of a
difference to create problems in sharing files or features. For example,
Microsoft Office 2007 on the PC shares many features with Microsoft
Office 2008 for the Macintosh. Consider compatibility issues that may
arise from using different operating platforms for a variety of tasks in the
organization, such as whether the contact management program works
the same on a PDA as it does on a desktop, or what is required to set up
access to the contact management program on a PDA.

New computer are covered by warranty; the length of coverage depend
on the vendor. The warranty is usually one year and covers any
replacement costs associated with manufacturing defects, such as
abnormal hard drive failure, malfunctioning network card, or faulty
monitor. Warranties do not cover damage caused by careless action
such as dropping a notebook or spilling liquid on it.

Retailers often offer support agreements which can help extend the life
of your computer for a cost that may be less than paying for each repair
as need arises. Prices are adjusted based on call volume and cost of
parts. The term of agreement and the services included will also vary.
Some agreements include an option for the retailer to lend you another
computer while yours is in for repair.
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Extended warranties differ from support agreements as these do not
extend the life of the computer. These warranties typically cover two
years beyond the manufacturer’s one year warranty.
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1. What factors should you consider when purchasing a computer for
someone who works with video files?

a) Large Hard Drive

b) Digital Camera

c) Microprocessor Speed
d) Amount of RAM

e) Any of the above

f) a,c,ord

2. An organization that may not need computers with large hard drives
would be:

a) Library

b) Internet Café

c) School

d) Travel Agency
e) Any of the above
f) aorb

3.  The useful life of a computer is exactly two years.
a) True b) False

4.  What factors should you consider when choosing an application
program?

a) The ability to share files between operating platforms

b) The ability to use the same features in similar application
programs on the different operating platforms

c) How to use the same application program on different
computer devices

d) Any of the above

e) aorb

5. A support agreement is:

a) A replacement for a warranty

b) An agreement that can extend for the life of the computer
c) An extra cost that you do not need

d) Any of the above

e) aorb
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Unit 1: Recognizing Computers

What software programs are

How software programs are developed

What the operating system is

Which software programs are designed for specific
tasks

What is a Software Program?

Refers to everything that makes computer run .Only functions when
loaded into computer's RAM that tell the computer how to process data
into the form you want. There are two major kinds of software:

System software works with end users, application software
and computer hardware to handle the majority of technical
details.

Application software can be described as end-user software
and is used to accomplish a variety of tasks. Application
software can be divided to three categories. Application software
divided into 3 main parts:

- General purpose applications, includes word processing
programs, spreadsheets, database management system and
presentation graphics.

- Specialized applications, includes thousands of other
programs that tend to be more narrowly focused and used in
specific disciplines and occupations.

- Mobile apps, is programs designed for a variety of mobile
devices including smart phone and tablets.

You can think of application software as the kind you use. It created
using programming languages that contain commands to perform
specific tasks. These commands that users will activate in order to
complete that ask. The commands are based on a set of rules (referred
to as algorithms).
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Algorithms are exactly telling the computer what to do using Step by
step procedures designed to perform an operation. They specify how
software program identifies input type, and then proper format for output.
The following example describes exactly how the algorithms work:

Public static int partition (int[] a, int p, intr)
{
int x = a[p];
inti=np;
intj=r+1;
while(true)

while(a[i] < x)

i++;
if (i ==r) break;

while(x > alj])

I
if (j == p) break;

}
if (i <=)){
tmp = a]i];
ali] = afj];
afj] = tmp;
i++;

=4

**int exch = a[p];
a[p] = afjl;
af[p] = exch;**

Software programs are created to help the user perform tasks on the
computer. Which software you use depends on what requirements
you or your office may have to output. The choice for software is
really based on what you need to accomplish, the degree of detalil
and features needed, and you can afford.

All retail software programs go through thorough process before
being released to public. The software vendor Perform quality
controls on software based on most commonly used tasks in order to
minimize the amount of problems that could occur once the program
is installed on the computer.

When purchase software program, actually purchasing license to
install  and use that program on one computer only. The traditional
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way of purchasing software is with CDs in package that includes
booklet with instructions on how to install and use the program. You
can also purchase by Download software online where you pay with
credit card, and then receive separate e-mails from vendor confirming
purchase and providing license number.

Organization with large number of users usually purchase network
license. Network administrator purchase one media (for example,
CD)that contains the software ,as well as options copied to network
folder, and then installed to individual computers .This option is an
effective option to reduce amount of time needed to install a program
on many computers.

Software as a service (or SaaS) is another method to obtain software. It
Is a way of delivering applications over the Internet—as a service.
Instead of installing and maintaining software, you simply access it via
the Internet, freeing yourself from complex software and hardware
management. SaaS applications are sometimes called Web-based
software, on-demand software, or hosted software. Whatever the name,
SaaS applications run on a SaaS provider's servers. The provider
manages access to the application, including security, availability, and
performance. SaaS customers have no hardware or software to buy,
install, maintain, or update. Access to applications is easy: You just need
an Internet connection. A good way to understand the SaaS model is by
thinking of a bank, which protects the privacy of each customer while
providing service that is reliable and secure—on a massive scale. A
bank’s customers all use the same financial systems and technology
without worrying about anyone accessing their personal information
without authorization. Once SaaS contract expires, you can no longer

access software until you renew.
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Although these are the most common ways to obtain software, there are
other methods include Shareware, freeware, bundling and open source.
Shareware are trial version software you download for free, but usually
have limited functionality or provide limited amount of time to access
program, for example Some software developers offer a shareware
version of their program with a built-in expiration date (after 30 days, the
user can no longer get access to the program). Freeware is software that
is free to use. Unlike commercial software, it does not require any
payment or licensing fee. It is similar to shareware, but will not
eventually ask you for payment to continue using the software. You can
legally download and use freeware for as long as you want without

having to pay for it.

Many types of software programs are offered as freeware, including
games, utilities, and productivity applications. Since the software is free,
you might wonder what incentive developers have to create freeware
programs. Below are a few reasons a program might be offered as

freeware:

1. To offer a program developed by a non-profit or educational
institution to the public

2. To promote a brand or drive traffic to a company's website

3. To generate revenue through advertisements or in-app purchases
within the program

4. To generate revenue by offering other programs during the
installation process

5. To provide a "lite" version of a program that may lead users to
upgrade to the full-featured version.
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Software can also be “bundled”. Alternatively referred to as bundle ware
and pre-installed software, bundled software is any software that is
included with a new computer, hardware, or other software program.
This bundled software is included at no additional cost to the user and is
used to help promote the software with demos of the actual program. In
some cases, it may be full versions of programs, but often is trial
programs that expire after so many days or is limited versions of the
actual program. Common types of bundled software include operating
systems, utilities and accessories sold with desktop or laptop computers,
as well as mobile devices. Other types of bundled software are multiple
programs sold as a single software service or product that can provide

more than one use.

Open Source is where programming code available to anyone. You can
Modify program to your needs and then share your version with others

but cannot charge for it (available at no cost).

Whichever way you obtain software, your responsibility to ensure you
observe whatever licensing rules apply. If you do not have a valid
license, you will be violating the vendor’s copyright and could be subject
to legal action. A network administrator is aware of this responsibility and
should take the necessary steps to ensure there are enough licenses for
each computer in the organization.
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As most people know, it is very unusual for software programs to be
error free with the first release of the software. A lot of bugs (errors) that
occur generally are items that the software company cannot always
predict based on how customer uses that program.

Update or upgrade are not always problems with software, they could be
created to address Changes in government regulations such as new tax
table for accounting programs or other external factors such as a new
viruses.

Updating and upgrading a software program are two different things.
Updates are Renew for a program that allows adding new some features
in that program, , are almost always free , typically very small and the
process of running an update on the computer that installs the latest up-
to-date code and fixes. For example, Computer Hope may recommend
updating your software to resolve an issue you may be experiencing;
While Upgrade is replaced of a program with newer version of the same
program, and is usually not free and often requires installing a full copy
of a program. For example, if you have Microsoft Windows XP and
wanted to install Windows 7 you would have to "upgrade” to Windows 7.
When you register your copy of the software, you can become entitled to
receive notification about updates or upgrades, usually by e-mail that
you can use to download the upgrade. Some software vendor build a
feature within the program to automatically check the for online updates,
and display messages to indicate when a new update is ready to for
installation.

To use application software you must instruct the operating system start
a program. An operating system is a set of programs containing
instructions that coordinate all the activities among computer hardware
resources. Most operating systems perform similar functions that include
starting a computer, providing a user interface ,managing programs,
managing memory ,scheduling jobs, configuring device, establishing an
internet connection, monitoring performance, and providing file
management utilities. Applications software designed for a specific
operating system may not run when using another operating system. For
example, PCs often use Windows XP, and iMacs use Mac OS X. When
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purchasing application software, you must ensure that is works with the
operating system installed on your computer. The computer must load
the OS into memory before it can load any application.

An application program performs a specific function such as accounting,
word processing, or drafting. It is important to use the appropriate
software program to complete a specific task to help organize and
generate information as needed .Many programs share a number of
features to choose the one that best suits your need, look closely to
what you need to accomplish.

Business software

Business software is application software that assists people in
becoming more effective and efficient while performing their daily
business activities. Business software includes programs such as word
processing, spread-sheet, database, presentation graphics, and note
taking, personal information management software, PDA business
software, software suites, project management, accounting, document
management and enterprise computing software.

The following section discusses the features and functions of some of
business software.

Word processing software

Word processing software sometimes called Word processors. It
create text-based documents and are one of the most flexible and widely
used software tools .All types of people and organizations use word
processor to create memos, letters and faxes. Organisations create
newsletters, manuals, and brochures to provide information to their
customers. Students and researchers use word processor to create
reports. It can even be used to create personalized web pages.

Word processing software has many features to make documents look
professional and visual appealing. Some of these features include the
capability of changing the shape and size of characters, changing the
colour of characters, and organizing text in newspaper-style columns.
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Most word processing software allows users to corporate many types of
graphical images in documents. One of popular type is clip art. Clip art
Is a collection of drawing, diagrams, maps, and photographs that you
can insert in documents.

Word processing software provides some basic capabilities to help users
create and modify documents. Defining the size of the paper on which
print and specifying the margin (the portion of the page outside the main
body of the text.

In addition of these basic capabilities, most current word processing
programs provide numerous additional features.

Spreadsheets

Spreadsheets organize, analyse and graph numeric data such as
budgets and financial reports. Once used exclusively by accountants,
spreadsheets are widely used by nearly every profession.

The most widely used spreadsheet program is Microsoft Excel. A
spreadsheet file is similar to a notebook with up to 255 related individual
worksheets .Data is organized vertically in columns and horizontally in
rows on each worksheet.

A cell is the intersections of a column and row .Each worksheet has
more than 16 million cells in which you can enter data. Cells may contain
three types of data: labels (text), values, and formula. Values or
numbers that contained in cells can be used in calculations and
formulas. Formulas perform calculations on the data in the worksheet
and display the resulting value in a cell.

Another standard feature of spreadsheet is charting, which depicts the
data in graphical form.

Presentation

Presentation is a program that combines a variety of visual objects to
create attractive, visually interesting presentations. You can create
slides with any type of content for presentations .Also; you can add
Special effects include animation, slide transitions, and theme designs.
Presentation graphics software typically includes a clip gallery that
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provides images, pictures, video clips, and audio to enhance multimedia
presentation .The presentation can be broadcast over Internet, to live
audience, or as self-running slide show.

Database Management

A database is a collection of related data. A database management
system is a program that sets up or structures, a database. It also
provides tools to enter, edit, and retrieve data from the database.

Database management can also be used to generate monthly sales
reports that can assist a company’s management in making sound
business dcission.

Databases are identified by their structure:

Fields contain individual pieces of data

Collection of related fields make up record
Collection of records make up table

Multiple tables of related records make up database

With this structure, you can Use queries to extract data, generate
reports, use forms to access fields within table, set up key fields, and link
tables to each other. Not all databases are created for companies to
collect information. May websites use databases be “behind the scenes”
to help you find and purchase items on Web site.

Graphics and Multimedia software

Many people work with sophisticated software designed specifically to
allow them to work with graphics and multimedia. This software includes
computer aided design, desktop publishing; paint/image editing, photo
editing, video and audio editing and multimedia. In graphics software,
you can obtain graphics from different sources, create your own, or
customize picture files. This software can be grouped with multimedia
software programs to create or edit sounds or video. The program you
use will allow you to save files in specific file formats such as .gif,
jpg,.png and etc. This type of programs Include basic set of tools for
drawing shapes, text, painting fill colors or patterns, changing line styles,
width color, or filling in arrowhead styles.
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“‘Multimedia” encompasses any software programs that incorporate
graphics, music, or video. Multimedia software has grown in popularity
as these programs have become much easier to use, especially when
building items for a Web site. Having fundamental knowledge on how
best to structure or edit video is helpful to produce professional files for
distribution. It allows you to add elements such as video, music, or
animation. As with graphic programs, you need to save multimedia files
in correct file format such as Adobe Flash, Windows Media Player or
Quick Time software.

Education and Entertainment software

Sophisticated Programs designed specifically to entertain and educate
people of all ages. These programs Integrate simulation and interaction
as a way for one or many users to acquire information. Many
educational programs using game system work as entertainment
methods, For example, Xbox (online multiplayer gaming and digital
media delivery service created and operated by Microsoft) or Wii (home
video game).

Computer-Based Training (CBT) or eLearning is another educational
program. It is Self-paced learning offered though vendor's Web site. It
May have measures built into program to track progress or assess skills.
Learning is also available in form of audio or video file that can be
downloaded from Web site for use in another media or location.

A virtual environment is another program that is used by simulation to
teach crucial skills for dealing with real-life scenarios. For example, an
airline pilot which use flying simulation to practice handling plan in
different weather conditions.

Utility Tools are specialized programs designed to make computing
easier. There are hundreds of different utilities programs, the most
essential are”

- Antivirus program Protection that protects your computer
system from viruses that may corrupt files and invade your
computer system.
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Adware /Spyware Protection is a special utility provided with
antivirus program to finds and blocks unwanted items from the
Internet such as spyware and adware. Spyware referred to a
Software program designed to collect information about you, about
where and what you are browsing on Internet without your
permission. Adware referred to Programs that display
advertisement automatically.

Disk Compression, Frees space to store more files in most
accessible area.

Disk Cleanup: Reduces number of temporary files

Backup Protection: Schedule backups or copies of specific data
should computer fail.

File Compression: Reduce size of file for storage purposes or to
transfer file from one location to another.

Widgets/Gadgets: Mini-programs that provide quick access to
information, services and tools from Internet.

Accounting or Financial programs

Accounting programs: Automates tasks performed by
bookkeepers and accountants. Users need accounting
fundamentals to understand all features available in accounting
software program.

Financial programs: Focus on specialized areas such as small
business management, investments, or personal finances.
Financial investment programs: Can be obtained from financial
institution where you do your banking. These can be downloaded
from their web site ,so that can Manage financial portfolio on your
own or with help of investment advisor.

Electronic Mail

It referred to as e-mail. The Process of sending e-mail similar to manual
process for addressing, writing, and mailing hard copy letter.E-mail
requires you have e-mail program, correct e-mail address, and Internet
connection.
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Web Browsers

It enables you to view Web sites placed online by different companies,
organizations, or individuals. You must have Internet connection, and
Web browser to enter address of site to visit. You can then, Click links
on Web site to navigate to different areas of same Web site, another
Web site, or enter new Web address to go to new site.
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Messaging

It is a very popular way to communicate quickly with others through
Instant Messaging (IM) or Chat room.

- Instant Messaging (IM): Is when you Send text messages using
cellular telephone or Internet. This type of communication is limited
- only one “line” of communication can display text submitted by
one person at time.It is very useful when quick response required.
You can include emoticons.
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- Chat room: It needs to subscribe to particular group with chat
room.It can be included in instant messaging programs or search
for Web sites of interest and join their chat rooms.There will be
numerous conversations happening at same time although only

one line of communication displays at a time.

Webpage authoring programs

Programs are used to Create and design pages for Web site with focus
on options important to consider. You need to know some fundamentals
about Web site design and maintenance. These programs work in
combination with multimedia programs to include entertainment items

such as video or pictures.
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Web Conferencing

It is a method of communicating with people in different locations. It is
Similar to traditional conferencing. All participants attend one physical
location or are connected via telephone service.
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Computer Aided Design

CAD Programs are used to design objects, or create plans or drafts and
to animate special effects. Many designs can be set up in two or three
dimensions.

Project Management

Project Management programs enable you to Plan and track tasks for
small and large projects using many people or resources. By entering
tasks into a program such as Microsoft project, you can organize tasks,
people, and other resources to accurately estimate and track start and
end dates and important milestones in between. As things change in
project, you can make changes to see how timeline or resources
affected.
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Group Collaboration

Programs Enable people to share information or coordinate activities,
usually within organization although can include external people. Most
group collaboration software such as Microsoft SharePoint or Lotus
Notes, enable members go to central spot to view or find information
about activities in organization. They can add or modify items for own
department or for themselves. Group Collaboration programs Include
tools network administrator can set up to look and feel like company
Web site.
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Integrated Suites

Are group of programs packaged together for purchase. For example,
Microsoft office suite might consist of word processing, spreadsheet,
presentation and e-mail programs, perhaps database or graphics
program. The programs are all integrated or compatible with each other,
so the Data from one program can be used in any other program without
difficulty. Grouping programs is generally more cost-effective than
purchasing programs individually.

Specialized or Custom

Is any program that targets specific market for certain tasks such as
managing contacts, generating reports or filling income taxes. Custom
programs developed for specific companies with company’s needs as
main purpose. They May also be used for many by ” ol
tasks in other industries. = |

Custom programs can be used for many tasks in
many industries such as scientific, medical,
engineering doing inspections, tracking patient progress.
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Review Questions

1. What are algorithms?
a) A set of rules used for computer software code
b) Designed to complete specific tasks in specific sequences
c) Specifications for how data is inputted into a software program
d) Any of the above
e) bandc

2. When you purchase a software program, you are actually purchasing a
license to use that software program.

a) True b) False

3. Which is the most cost-effective method for a network administrator to
purchase licenses for 25 computers in an organization?
a) Purchase 25 licenses from a retail store
b) Purchase a network license for 25 computers
c) Purchase a SaaS for 25 computers
d) Any of the above
e) borc

4. Which software program would you use to manage a quarterly sales
report for expenses?
a) Word Processing
b) Spreadsheet
c) Accounting
d) Utility
e) Any of the above

5. If you wanted to have a meeting with someone in Tokyo, London, and
Miami, which type of program would be best to use to simulate everyone

being in the same room?

a) Teleconferencing b) Web conferencing
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Unit 2: Using Windows 7

Operating system definition

Identifying different operating systems

Operating systems interaction with other computers
Capabilities and limitations of operating systems
Common problems related to operating systems

Operating system definition
Operating system: is a collection of programs designed to control
interaction and communication with user. It does two important
functions:
e Manage input devices, output devices, and storage devices.
e Manages files stored on computer and recognizes file types.

Every computer requires an operating system to function. A computer
must load the operating system into memory before it can load any
application program.

There are two types of operating systems:

e Command Line Interface (Text-based software): required
single line commands to perform functions or managing files
(Examples: Dos, Unix). Text-based software requires you to
enter a command by typing codes or words. It uses the
keyboard for input

e Graphical user interface (GUI): enables you to use a pointing
device such as the mouse to point and select functions. Many of
these functions or commands appear as buttons, pictures or
icons to reduce time needed for each functions (Examples:
Windows, Linux, and Mac OS).
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Identifying different operating systems

Microsoft Windows 7

This operating system was released in October 2009 and designed to
take advantage of features of Vista and XP by simplifying common

tasks.

Microsoft Windows Vista

Vista is an Operating system for PCs. Windows products include a
WYSIWYG (What You See Is What You Get) screen display which

enables user to have an overall preview of what is available.
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Mac OS

This operating system is designed for Apple Macintosh computers. It
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uses the graphics interface so the computer will be much easier and
faster. Newer versions of Mac operating systems use Unix as its
underlying structure, providing a very secure and stable computing
device.

Unix

This operating system was released in early 1970s by programmers for
programmers. The system was designed with portability in mind for
multiple uses and users. The main drawback to this operating system is
that it is based on one-line commands controlling functions. This
system is very popular with universities and scientific or research
organizations.

2 UNIX33.andrew.cmu.edu - PuTTY eI
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Linux

This operating system is based on Unix with a graphical user interface.
This system is readily available and very popular for use with high-end
servers and entrepreneurial software developers.
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Handheld Operating Systems

These operating systems work with a PDA (Personal Digital Assistant)
device. The first operating system used in PDAs is Palm OS. Recently
the PDAs spread in the word and the companies developed new
operating systems for PDAs such as windows, Apple, Linux and
Android OS. The options for each system vary depending on the type of
handheld device.
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Embedded Operating Systems

Embedded operating systems Manage and control operations for the
specific types of equipment for which they are designed. They are
Follow process similar to those used in typical computing devices, but
recognizes purpose of specialized equipment. Some manufacturers
embedding modified version of Windows programs in the equipment so
they simulate PC environment. (Examples: ACs, Microwave, coffee
Machine, ATM machine, television, car, plane).

Operating systems interaction with other computers

In general, not all users at one network use the same operating system
or same computer type. Operating systems designed to interact with
each other to share data or communicate. In the same network we can
have many devices with different operating systems but they can
communicate and interact with each other without any problem.
Equipment with embedded operating systems interacts with larger
systems with network operating systems. For example, ATM machine
connected to the bank server in the network.
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Capabilities and limitations of operating systems

There are some examples of operating systems Capabilities and

limitations:

You can save files using names that are up to 256
characters long, enabling a detailed description of files
content.

If you are using PC, you cannot use these characters (\? : <
> |), but if you are using Mac OS you cannot use colon (:).
You can open two or more programs at same time.

You can customize an operating system to your preference
by change the desktop background, the color, or the
screensaver. On network environment or school
environment, your customization options may be restricted;
for example, you may not allowed to change system setting
such as colors background picture and so on.

On a stand-alone computer, you can install programs or
download items from the Internet. You may be restricted in
environments such as school or company network.

In a network, you can view contents of folders for other
departments but cannot move or delete any of these files.
Also you can make a copy of the file to your own folder but
cannot change original file.
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Common problems related to operating systems

Operating systems have some problems include:

Incompatibility between application program and operating
system my prevent software programs from working. For
example, you may be able to install and use older software
on newer operating systems, but you cannot run a software
program designed for a newer operating system on older
operating system.

An error massage may appear indicating that a device does
not work, usually because of the operating system cannot
identify hardware.

Other problems can arise from:

Power failures

Shutting down computer incorrectly

Installing too much software or installing it incorrectly
Viruses

Conflict between software and the operating system
Deleting system files

If your system displays many error messages or requires
you to restart computer several times, you should check with
specialist to reinstall or upgrade the operating system.

The operating system or an application program may falil
after an update. In this case you need to remove the update
by uninstall it.

If you see an error message indicate you do not have
access to particular PC, drive, software program, file, or
folder, it means that the login ID is incorrect, or network
restrictions have been placed on your ID.

O O O O O ©O
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Review Questions
1. An operating system is a collection of programs designed to
control the computer’s interaction and communication with
the user.
a) True
b) False

2. An example of interaction between operating systems is the
transfer of data between a notebook and a PDA.
a) True
b) False

3. If you changed the desktop background color yesterday and
it is the original color again today, why did the color not
remain with the preference you chose?

a) You do not have rights to change the background
color.

b) The computer was set to revert to the original color
when it was shut down.

c) You cannot change anything in the operating system.

d) Any of the above

e) aorc

4. It is crucial that you do not change any of the operating
system files without working with an IT specialist.
a) True
b) False

5. What should you try if you cannot open an application
program after updating Windows?
a) Uninstall the Windows update
b) Uninstall the application program
c) Make sure the file is valid
d) Any of the above
e)aorc
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Unit 2: Using Windows 7

Lesson 9: Looking at the Windows Desktop

Looking at Windows Desktop.
Using Start Button.
Exiting the Computer Properly.
Restarting the computer.
Using Taskbar.
Looking at Typical Window:

o Moving Window.

o Sizing Window.

saAn23algqo

Looking at Windows Desktop

When turn on your computer, a windows logo will stay few seconds then
you will see windows desktop include small symbols (icons) on a colored
or pictures background that will look similar to following screen :

1 Desktop Icons 3 Desktop 5 Taskbar
2 Mouse Pointer 4 Start Button 6 Notification Area
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Desktop Icons Shortcut buttons that open frequently used
programs, folders or files.

Mouse Pointer Arrow that follows the same movement when
you move mouse; use to identify which option
to select or activate.

Desktop The work area where windows, icons, menus,
and dialog boxes appear.

Start button Start programs, open documents, find items,
get help, or log off and shut down computer.

Taskbar Contains Start button, taskbar notification area,
and Quick Launch or other toolbars. Each open
program or file displays as a button.

Taskbar Small icons may notify of a program status, or
Notification Area be another shortcut route to open programs.

Using Start Button

The Start Button appears on the Task Bar. It contains everything you
need to begin using Windows such as: starting programs, accessing
online help, logging off the network, switching between users, or shutting
down the computer.

To display Start button, you can:
e Click Start

o Press &
o PressC) +
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o
. - Calculator
1 sl
5 Windows Live Mail »
o= Documents
W2& | Wicrosoft Office Word 2007 »
= Pictures
I_—ir Getting Started 3

Music

@ Windows Media Center
Microseft Visual C= 2008 Express |
=¢ Edition

Games

Computer
[}
ol Adobe Readerd 3
Control Panel
}( Adobe Acrobatd Pro 4
—— Devices and Printers
Microsoft Visual Basic 2008
= Express Edition Default Programs

Help and Support

»  AllPrograms

Conrch nroarame and filee
: | Search programs and files o]

Pinned programs (appear on left slide of start menu).
Recently opened.

Indicates submenu available.

Useful System Folders.

Search Box.

ok wnNPE

Exercise

If you use a program regularly, you can create a shortcut to it by
pinning the program icon to the Start menu.

1. Right-click the program icon you want to pin to the Start menu,
and then click Pin to Start Menu.

2. To unpin a program icon, right-click it, and then click Unpin
from Start Menu.
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Exiting the Computer Properly

To quit windows and exiting the computer properly, it is important to
save your files, close the programs, log off the computer when you finish
working, to prevents unauthorized access to files or to company’s
network. You can shut down the computer completely using the
shutdown button to prevent others from using it. Never turn off your
computer without closing your files and open software programs in the
correct manner, has this will Protects software and data files from being
corrupted or lost.

Switch user

1 Shut down [Shutdown | » | Help and Suppo i IPRey
2 Shut down options T T Lock
Restart
1 2 Sleep
Hibernate
Switch user | Switches to another user account without logging out of

Log off

Lock

Restart

Sleep/
Standby
mode

the current account.

Closes all open items, logs out of the current user account,
and returns to the log on screen.

Hides the desktop behind a log on screen.

Closes all open items and restarts the computer; also called a
reboot or warm boot.

Puts computer in state where it consumes less power without
losing your place on the screen; computer does not shut
down. If using desktop computer, Sleep command appears as
Standby, where mmonitor or hard disk turns off after set
interval of time. If power failure occurs while in this state, you
will lose any unsaved information. To return to normal, move
mouse or press key .Use when you want to leave computer on
but not using it for length of time
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Hibernate Available only on notebooks, saves what is on desktop and
then shuts down the computer completely. When you restart
and log on, desktop returns to where you left it.

Restarting the computer
You may sometimes find that the computer does not respond to a
request. When this happens, you need to reboot or restart using the
Task manger.
To display Task Manager:

1. Press (Ct)+(Alt)+ (Delete) or (Ctrl) + (Shift)+ (Esc)

, then click Start Task Manager.
2. Right-click taskbar and click Task Manager

To switch programs, start program,

check which programs running ang | Wr e == e
. File Options View Windows Help

Status’ Or Safely Close prog ram If Applications |Processes I Services I Performance | MNetworking I Users |

problems occurring, such as it is no - : -

Ionger respond I ng . (2*MSN Canada - The all-new MSN Canada, home o... Running

The Task Manager is advanced
application; the others tabs in Task
Manager should be wused by an
experiences user. If Task Manager not
respond or close down applications
appropriately, you will need to press [(foss=r FUeseir ol Ve o
keystrokes to restart computer Ctl) + (A} + (Delete) or (A)+ F4 key. If
you can to activate Start menu, use Restart option from Shut Down.

New Task...
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Exercise

You will now start a program and then, for demonstration
purposes, use the Task Manager to end it:

Click Start, All Program, Accessories, and then WordPad.
Right-click a blank area of taskbar and select Start Task Manager.
Ensure the Application tab is active.

In Windows Task Manager, Click Document — WordPad and then
End Task.

This closes the WordPad Program.

Close the Task Manager.

o N

o o

Using Taskbar

The taskbar is at the bottom of windows desktop, includes the
Start button, a notification area, the clock, and a taskbar button for
each open program.

1 Start Button 2 Taskbar Buttons 3 Notification Area 4 Show desktop

The Notification Area displays date and time, volume control, and with
access to startup programs such as antivirus program.

Can move the taskbar or change the way it displays as follows:

e Point the mouse pointer over blank area of taskbar and drag to any
side of screen.

e To change size, point mouse over edge of taskbar and drag to
desired height.

e To prevent changes or movement, right-click area of taskbar and
click Lock the Taskbar.

e To customize properties, right-click area to customize, or right-click
Start button and click Properties.
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Looking at Typical Window

When program or folders are opened, they appear on desktop individual
“‘windows.” You can have multiple windows displayed on the screen, but

each window will share features.
v v ¢ = 5] S |
-\;j--\‘:/,l |_,_J » Libraries » + |4'7| | Search Libraries p= |
Organize - Mew library jz ot E:l 9

T Favorites Libraries

Bl Desktop Qoen a library to see your files and arrange them by folder, date, and other properties.

& Downloads ¢ 7_ A

| Recent Places [ Documents _\'T' Music
— Library - Library

= Libraries

~ Pictures
_:I Documents

|

Videos

- — Library _ ' Library
' Music o
le=| Pictures 8
ﬁ Videos
M Computer +— 9
€M Metwork 1
4 items +
Bacl_</quward 3 Address Bar 5 Search Box 7 Favorite Links 9 Navigation Pane
Navigation Buttons
2 Title Bar 4 Command Bar 6 Control Buttons 8 Contents Pane 1 Details Pane
Back / Navigate between different views of files and folders.
Forward
Title Bar Displays name of feature or application program currently
active.
Command Contains commands to organize, view, or protect your data.
Bar

Address Bar

Search box

Control
buttons

Favorite
Links

Click name in bar to go to that folder, or click arrow to see
items in folder.

Enter criteria to search for file or folder.

== closes window to button on taskbar, &zkdisplays window full
screen, k3 restores to size before maximized, and s
closes window.

Displays commonly used folders or locations as links.
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Navigation Displays list of folders and drives you can access to view
Pane contents.

Contents Displays contents for selected folder or drive in Navigation
Pane pane.

Details Pane Displays properties or details for selected file or folder in
Contents Pane.

Exercise

1. Click Start, and then click computer.

2. Click the k=s(Maximize) button at the top right corner of the
window.

3. Click the k=sd(Minimize) button.
Notice that the window seems to have disappeared but it actually
was moved to the taskbar.
Click the computer button on the taskbar to redisplay the window.
The window is now maximized, occupying the entire screen, and
the lZs(Restore Down) button appears.

4. Click the k2 (Restore Down) button.

5. Click the =5 (close) button.

Moving Window

You can move a window anywhere on the desktop using mouse and
keyboard.

« Point mouse cursor on title bar and drag to new location

«  With keyboard, press + to activate
control icon

1. Press to select Move command and
press

2. Use arrow keys to move window to new
location and then press to exit action

You can only move window in Restore Down (not full screen).
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Sizing Window

You want to change the size of the window so that you can see more or
less of multiple windows. You can use the mouse or the keyboard to size

a window.

» Position mouse pointer anywhere on border to size and drag to
desired size

» To size vertical and horizontal sides at same time, position mouse
cursor on any corner of window, and then drag to desired size for

window

«  With keyboard, press (Alt) +(Spacebar ) to activate control icon
1. Press (3to select Size and press

2. Use arrow keys for side to size, pressing that key until
window is size you want, and then press to exit action

You will need to repeat this action for every side to be sized.
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Review Questions

1. The best way to shut down the computer is simply to press the power
switch on the computer case to turn it off.

a) True b) False
2. Use the Task Manager to:

a) End a program that has stopped responding
b) Check the power usage on your computer
c) Check which programs are running and their status
d) Any of the above
e)aorc
3. To see the programs installed on your system, which option from the
Start button would you use?
a) Documents
b) All Programs
c) Search
d) List of Quick Start items

4. If you wanted to make the window smaller than the full screen, which
button would you use?

a) = b) =il
c) i=e d) ==
5. What would you do to move the window?

a) Click and drag the Control Icon to move to the new location
b) Click and drag the Title bar to move to the new location

c) Click anywhere in the window to move to the new location
d) Click on the ¥ button
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Unit 2: Starting Windows Applications

Lesson 10: Customizing System Settings

start an application program

move between open application programs
start an application using the Run command
access online help

understand the Help screens

determine the version of Windows

saAn23algqo

Starting Application Programs

To start program is from the All Programs menu.
You can also select shortcut for application
program on desktop or button on taskbar.

227PM | |

SO ET el

11/19/2010 ||

An application program might also create an option in the Startup folder
during the time of installation, which means it automatically runs each
time you start Windows.

Each application program contains own set of control icons to manage
application window.

Working with Multiple Windows

- Working with multiple
windows and multiple
programs at the same time | =~ o ke
is called multitasking. e =y

(Tl New Adventure Proposal - Micr... | [T] Document3 - Microsoft Word X
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- Using the keyboard, Press &) + or + to switch

between programs, or press + to display small
window with icons for each open program

New Adventure Proposal - Microsoft Word

- f (EiW .-
) lé‘ 5&5 | l e jW‘ : — IWE‘ !

May need to start program that was or does not need to be installed and
not in the Start menu using Run command.

To activate Run:

e Click Start, type: run in search field, and press
o Click Start All Programs, Accessories, Run

( = Run ﬁw

Type the name of a program, folder, document, or Internet
rescurce, and Windows will epen it for you,

Open: | -

8 ]4 Cancel l’ Browse...
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Windows provide an extensive online Help system displays step-by-step
procedures, definitions for terms, and hypertext links to other related
topics
Web Help is available for additional online support via Internet.
To activate Help:

e Select Help and Support from Start

e Press

e Click ® (Help) in any dialog box
Windows Help and Support window contains navigation and search
tools, as well as links to variety of resources, such as assistance in
finding an Answer,
Asking Someone, or Obtaining Information from Microsoft.

r@ Windows Help and Support = &ﬁ
W)\ 1 @ o E] E\J.% Ask Options =
||Sscﬂ:r" Help ol

p Find an answer quickly 2
Enter a few words in the search box above,
1 Toolbar

2 Links for navigating Help to locate

Not sure where to start? the answer for yourself

= How to get started with your computer

o Losrn 2ot Windoue Bacice 3 3 Links for accessing additional

information from Microsoft

m Browse Help topics

4 Additional Help resources

More on the Windows website . . .
) . Settings for searching Offline or
."‘ Check out the Windows website, which has 5

& infarmation, downloads, and ideas for Onllne
doing more with your PC,

Featured this month:
m What's new in Windows 7

m  Getting started with Windows 7

4 A
sd More support options 5

PR P
€ Online Help ~
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e/

1 2 3
)
Arrows

1 Retrace steps through Help
system.

Home and Support home

2 Goes to Help and Support home
page.

Print

Prints currently displayed topic.

Use a table of contents to find help on specific
topics. Here, the topics grouped in types of

task or activity.

« To activate Table of Contents in Help:
— In Windows Help and Support

window, click

Table of Contents
— On Help toolbar, click

(Browse Help)

« Categories link you to specific

features or
options available

— Links to window with description

=

for topic %

— Links to window with more options

for topic ﬁ
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Lo
W ﬁ% Ask Options -

Browse Help

Displays current location in table of
contents.

Learn about other support
options

Goes to page with links to other
resources.

Options

Provides additional commands to
get help.

Contents

All Help
E Getting started

E Security and privacy

E Maintenance and performance

E Internet - going online and using the web

E Files and folders

[l Frinters and printing

E Programs, tools, and games
E Pictures, videos, and movies

E Music and sounds

# Ask someone or expand your search

E Metworking - connecting computers and devices

E E-mail, newsgroups, and other communications

m

%" Online Help ~
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» Displays hierarchy of selected topics with
options to find more information

If you cannot find help on specific topic online, a number of other options
for technical support are available:
« Contact Microsoft
— List of numbers and ways to contact available in Help menu
of Microsoft application program
— Can also use online help option to find technical support
» (Go to computer store that provides technical support
» Hire consultant who can come to your site to fix computer or
provide training or assistance on problem
» Take additional courses on Windows to study advanced skills
and troubleshooting techniques
« Search Internet for any groups that specialize in Windows 7 or
have blogs where they share information

When you require further technical support, you may be asked which
version of Windows you are using. It is important to tell technical support
the version you are using so they can provide you with the correct
support for that version.

» To display the version of Windows for technical support:
— click Start button, click Control Panel, click System and
Security, click System, or
— click Start button, right-click Computer and click Properties
s [ |

@'U"?L' » Control Panel » All Control Panel Itemns » System - | +3 | | Search Control Panel o

@ -
Contral Panel Home . . )
View basic information about your computer

® Device Manager Windows edition

% Remote settings Windows 7 Professional

) System protection Copyright @ 2009 Microsoft Corporation. All rights
[y Advanced system settings reserved.

Get more features with a new edition of Windows 7

m

System

Rating: 3 Your Windows Experience Index needs to be
9 refreshed

Processon Intel(R) Core(TM)2 Duc CPU  TE600 @ 2.20GHz 2.20
See also GHz
T By Installed memory (RAM): 400 GB (2,91 GB usable)

System type: 32-bit Operating System

Windows Update

Performance Information and Pen and Touch: Mo Pen or Touch Input is available for this Display

Tools

Computer name, domain, and workgroup settings
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Review Questions

1. The most common way to start an application program is to use the
Start button on the desktop.

a) True b) False

2. Multitasking is a process whereby Windows allows you to work on
multiple programs or documents at the same time.

a) True b) False
3. How can you activate the Help feature?

a) Select Help and Support from the Start menu

b) Click a Help icon or button if it is displayed on the screen
c) Press

d) Any of the above

4. If you cannot find online help on a Windows topic, what options are
available to you for further help?

a) Check with a technical person, either at your site or a
computer dealer.

b) Contact Microsoft.

c) Search the Internet for groups of people who may have
experienced the same problem or issue.

d) Hire a consultant to help you or take training courses that
target the features you want to learn.

e) Any of the above

77



Digital Literacy | Unit 2

Unit 2: Windows 7

What a file or folder is on the computer.

How to recognize a file or folder on the desktop.
How to recognize the drives available.
Selecting files or folders.

Moving and copying files or folders.

Changing the view for drives, files or folders.
How to create, customize, or change a folder’s
properties.

Renaming files or folders.

¢ Viewing file or folder properties.

¢ Finding files.

A file is an object on a computer that stores data, information, settings,
or commands that are used with a computer program. It is created using
a specific program. The type of program determines which type of a file

itis.

There are three major types of file:

Application File: it includes very detailed instructions for
microprocessor on what tasks to perform like (read or write). It
stored in program folder which resides in Program Files folder.
Many simple examples of application files (Microsoft word, Excel,

power point... ) i EED)
i) Fle Edt Vew Insert Format Tools Data Window Help -8 x
ﬂén‘ma\ -0 -|B I U|E=E=EE 05 A
iig : |21 9y g ]
Al ~ A SMITH
T A B | C ) E F O
1 [SMITH__JCLERK 12/17/1980, 2000
| 2 |JONES  MANAGEF 4211981 2000
| 3SCOTT  ANALYST 1219/1982 3000
| 4 |ADAMS  CLERK 11211983 1101
| 5 [FORD  ANALYST 12/311981 3000
| 6
[ 7
5|
9 |
"« > n)\.csvlemployees(1) /
RRRRR

Application File
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Data File: This type of file Contains information entered and
saved in application. For example, presentation power point,

letter in word and so on.
Department

Budget

Data File

System File: Contains detailed instructions for microprocessor
on what tasks to perform, except they are part of operating
system. Generally, many of system files remain hidden to protect
them from any changed or deleted. L?

winhlp32

System file

Regardless of the type of file all files have icon that includes symbol of

associated program.

Folder is a container for programs and files and method of organizing
information. It represented by yellow icon that looks like file folder. Each
folder has Hierarchical structure indicates how many levels and where
folder exists. This structure is much like a family tree. Consider the

example shown in at the right:

This structure shows libraries folder at the top level
with underneath documents folder, and another
folder below called my documents. This folder has a
sub folder called annual report that contains two
folders for 2008 and2009 years. Also, it has three
data files. To indicate the annual report 2010 file to
someone, you need to write it as follows:

4 = Libraries

4 |£| Documents

4 T

o

My Documents
Annual Reports
2008
2009
IEJAnnual Report 2010 (audited)
IEJF\" Budget (Actual)
Iz_|)|F"|'r Sales Figures

C:\Users\{login Name}\My Documents\Annual Reports\Annual

Reports2010 (audited).doc
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This Known as path as you are stating exact route to follow to get to
location of file.

No limitations where you store file, or number of folders created, and no
one correct method for setting up filing system. Just insure that you are
following company’s standards or create structure logical to you and
others who share computer.

It is important to be more familiar about that, if you have any important,
confidential or sensitive data you must have backups or copies. This will
protect your data from the lost due to the theft or any hardware failure.

To begin working with files and folders:
— Click Start, Computer
— Click Start, Accessories, Windows Explorer

— Click Start, type: expl in Search box, click Windows
Explorer

— Double-click Computer icon on Windows Desktop

— Right-click Start button and click Explore

Actually, you are allowed to do many functions to manage your files and
folders in both areas of computer and Windows Explorer. But, there is a
difference in what appear when you start a computer versus windows
Explorer. Computer area usually displays the storage devices in right
pane, while Windows Explorer displays the contents of folder where you
are storing your work.
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Take view the following file management and the method of view the
contents of the computer:

1 Contents Pane 2 Navigation Pane 3 Split Bar
(= i&w
l\:};l\;J |.nJ v Libraries » v|¢,|| Search Libraries p'
Organize * New library 5 » (A IZE}I
4 .7 Favorites Libraries
Bl Desktop Open a library to see your files and arrange them by folder, date, and other properties.
& Downloads =
5l Recent Places & Documents _ ﬁ? Music
S Library o~ Library
‘ ;_,_U_Libraries Pictures ;l"'" Videos < 1
» (=] Documents < 2 Library <, Library
’J: Music — —
» &= Pictures
> B8 Videos
> /M Computer
«— 3
>€i_l MNetwork
4 itemns
Navigation Pane |Displays Favorites, Libraries, and Computer or
Network areas.
Expand Displays more folders or items at this level; may see
several buttons depending how structure set.
4Collapse) Hide items at this level; may see several buttons
based on structure set up.
Split Bar Drag bar to show more or less of either pane.
Contents Pane Shows contents of drive or folder selected In
Folders pane.
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Files and folders both of them can be saved anywhere .But, It is
important to identifying specific items in relation to recognizing a shortcut
versus a program or file that has been set up in a location, i.e., on the
desktop. Consider the following view of files or folders:

LR

Letter to Joan Dict
Woods ictures

* lcon at left represents program to view or modify
document

» Text below icon is file or folder name

 If delete icon, you delete actual file or folder.

« Small arrow at lower left corner represents shortcut

;(.HI to location where item saved
L * Only shortcut deletes, not actual file.

Department 1310 Student
Budget Data

) » Shortcut to application program file
» Only shortcut deletes, not actual file to start program.

Adobe Acrobat 8
Pro
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You can create folders at any level, including on Desktop. To create
folder:

— On Command bar, click = neweide  and click New Folder
— Right-click location in folders area, and click New, Folder
— Right-click in contents pane and click New, Folder

To create shortcut to folder:

— Right-click location in folders area, and then click New,
Shortcut

— Right-click contents window and then click New, Shortcut

==

o a Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses.

Type the location of the item:

| Browse...

Click Mext to continue.

Folder name can be as long or short as required. To change folder’'s
name:

— Click folder icon to select it and then press for Edit
mode

— Click folder icon, then click inside folder name for Edit mode

— Right-click folder and then click Rename

— On Command bar, click = °@=~_ and click Rename
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In Edit mode when see folder name highlighted, with name highlighted,
type new name for folder. You can use mouse pointer or arrow keys to
move cursor to exact location in folder name to insert or delete
characters.

You can Change folder appearance by changing properties. You can
also, change view of folders and files or display file types.

To change the options: Select folder and on Command bar, click

Daones and then Folder and Search (roseopions o
Options. Generdl [View | earh|
Browse folders
The window will show three options: i
Click items as follows
- Tasks: Specifies whether to display ||| |y @smeommmenese
details and Preview pane. Lo con sy hn ort t e

@ Double-click to open an item (single-click to select)

- Browse folders: Specifies whether Nevigation pane
each folder opens in same window, || oo @ e
or in different window.  Restors Defauts |
- Click items as follows: Provides
options to single- or double-click to || teudeishasefoderomenss

open items. —I—

Sometimes you need to change the view of files or folders to display
them in different ways.

To select view:
— On Command bar, click arrow = - of
— Right-click blank area of Contents Pane and then View.
— On Command bar, click & - to cycle through Ilist of

views.
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Use column headings to sort contents or manipulate view further:

— To adjust width of column, drag vertical line at right of
column and drag to make column narrower or wider.

— To sort contents by item type, click Type column heading

The following views can be used for different purposes:

Extra Large Icons:
Shows as very large
icons.File and folder
names display below

THT

7] TRy IR

icon. This view is W
helpful for visually . - WL
impaired users. peJ
General Documents Jane Martinez

Large Icons: This view displays J | | |
files and fOIderS aS Iarge iCOnS- General Janeiaii‘nu Misc Slide Shows Worksheets
This is helpful to preview picture =" ,
files. 'E Wis W= X RS

@ El

7310 Student Annual Sales Awards Budget 2009 Car Expenses -

Data Report Personal

ey @2 PR e
Medium Icons: displays files and | || | | | ) ¥
folders with names below icons. It e wee 70 707 T we Sl

is helpful for overview of folders or

Car emplary

STy
2009 Expenses Sales

. . . Awards Budget Computer  Departmen  Exempl History of
fIIeS In Iocatlon t Budget Customer  theInternet
. Personal Service
(draft)
i &
85 IC3 Web Letter to Letter to logo Minutesof  Mewswith  RapidTypin
Site Henry Joan Sales RSS g_Setup_29
Warburn Woods Meeting
B
=] - W
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Small Icons Lists: files and
folders with names displayed to
right. The contents are sorted
alphabetically in multiple columns
from left to right.

List view: Displays contents of
folder as list of names preceded by
small icons. The main difference
between this view and small icons
view is how the contents are
stored. List view is useful to scan
contents for files.

| General Documents , Jane Martinez

) Misc ) Slide Shows

| Worksheets [#): 7310 Student Data
& Annual Sales Report 1) Awards
= Budget 2009 ] Car Expenses - Personal
() Computer Sales [ Department Budget

[EF| Exemplary Customer Service (draft)
| |1C3 Web Site

Iﬂ_1LettertoJoan Woods

[ Minutes of Sales Meeting

&, RapidTyping_Setup_2.9

E Spending Trends

IE_1Yard Sale

IE_]Histor)r of the Internet
1] Letter to Henry Warburn
= logo

[ News with RSS

|| Sales and Revenue Report
IE_I]Water Presentation

General Documents | |1C3 Web Site

Jane Martinez E_I]Letterto Henry Warburn

Misc 'I_‘-’I_]Leﬁerto Joan Weoods
Slide Shows = logo
Worksheets & Minutes of Sales Meeting

[2)) 7310 Student Data
@Annua\ Sales Report

IEJ News with RSS
&, RapidTyping_Setup_2.9

I&-_|]Awards || Sales and Revenue Report
Iz_l]EudgetEU(]g E_I]SpendmgTrends

(=) Car Expenses - Personal

) Computer Sales

() Department Budget

@B(emp\ary Customer Service (draft)
I&l]H\stor_\,f of the Internet

If_l]Water Presentation
& Yard Sale

Name Date modified Type ‘ Size -
General Documents 11/22/201011:07 ... File folder
H H N Jane Martinez 11/22/2010 229 PM  File folder
Details view: lists contents of P _
1 1 1 Slide Shows 11/22/201011:41 ... File folder r
Open fOIder Wlth ItS detalled Worksheets 11/22/201011:06 ... File folder
1 1 1 1 1 1 1 &, RapidTyping_Setup_29 7/8/20091235PM  Application 1,962 KB
Informatlon InSIde It’ InCIUdIng =] logo 5/15/20091:32PM  JPEG image 22KB
name type S | ze an d d ate ) Department Budget 11/22/2010223PM  Microsoft Excel 97.., 25KB
! ! ! 2] Budget 2011 11/22/2010 221 M Microsoft Excel W... 128
mod |f|ed and ShOWS the f| |e in ] Car Expenses - Personal 11/22/2000 222 P Microsoft Excel W 11KB
] Computer Sales 11/22/2010 222 PM Microsoft Excel W... 14KB
g ro u pS @ Department Budget 11/22/2010 224 PM  Microsoft Excel W... 11 KB
|ZIJ Spending Trends 5/15/200812:52 PM  Microsoft Excel W... 15KB
IEJ Exernplary Custorer Service (draft] 9250 P Microsoft PowerP... 19KB -~
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- Tiles view: displays files
and folders with file names
to right of icon. File format
and file size also display.

- Contents view: displays
some of file’s contents, such
as the creator of the
document, the time of last
saved, etc.

Name‘ Date modified

General Documents

Slicle Shows

@ ] Awards
[ omptersaes
5 “H ce Excel Wo

@ 5‘ History of the Internet

General Documents
Jane Martinez
Misc
Slide Shows
Worksheets

_ RapidTyping Setup 2.9

"% Type: Application

logo

e

Type

Size Tags
Il JaneMartinez
ffl) FieFolder
J Worksheets
LT' Budget2009
=
(£

T [C3 Web Site

= 1 Department Eudget L

Misc

& Exemplary Customer

Date modified: 11/22/2010 11:07 AM

Date modified: 11/22/2010 2:29 PM

Date modified: 11/22/2010 11:07 AM

Date modified: 11/22/2010 11:41 AM

Date modified: 11/22/2010 11:06 AM

Date modified: 7/8/2009 12:35 PM
Size: 191 MB

Sometimes, you may need to change some options that related to

default setting in Windows like showing or hiding file
extensions of the document. File extension is icon to left
of file name is visual reminder of software program. The
Displaying of file extension is helpful to see how the file is

saved and organized.

To display file extensions, on Command bar,
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Folder Options ==
View | Search
Folder vi
v ‘ou can apply th is) that
you are usi gv ot ol « Aol m :dth typ
| #oplvic Foiders | | Reset Folders
Advanced seftings:
o)
. Restore Defauts
Organize *

% Annual Sales Report

Ly Car Expenses - Personal
Service
B | (dreft)

T Letter to Henry Warbum
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click Folder and Search Options and then on View tab, in advanced
settings list, uncheck Hide extensions for known file types.

This option can be applied on Important files such as system files hidden
to prevent them from being deleted or changed inadvertently.

» To select one file or folder, point to that file or folder. To select all

files and folders here, click - ®=™=~  and click Select All, or press
ctrl A,

» To select consecutive multiple files or folders, point to first file or
folder, press shift , and then point to last file or folder in list .

* To select files using lasso method, point at right of first file or
folder, drag to select rest of files or folders.

+ To select non-consecutive multiple files or folders, point to first file
or folder, press ctrl, and then point at each file or folder

* If need to change any part of selection, use shift or control to add
or deselect specific parts of selection.

 To de-select selection of any files or folders, click away from
selection.

Copying file means: Original remains in source location and copy are
placed in destination location.

To copy a file or folder, select files or folders and then:

- Click oz~ click Copy, go to new location and
click Ognze~ click Paste

- Press ctrl +c , move to new location and press ctrl + v

- Right-click selection and click Copy, go to new
location, right-click and click Paste

- If copying files from one drive to another, Windows
automatically copies selection as you drag selection to
new location.
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- If copying files in same drive, press ctrl as you drag
selected file or folder to new location.

As Windows copies files from original location to new one, it will check if
other files with same name exists.If so, message similar to screen at
right. Always check whether new file to be copied over existing file. You
can keep both copies and let Windows
create number at end of filename to indicate | e sion
copy

- Copy and Replace

Replace the file in the destination folder with the file you are copying:
logo.jpg
loge (C\Users\Public\Public Decuments\7310 Student
Data\Unit 2 - Windows)
Size: 21.5 KB
Date modified: 5/15/2009 1:32 PM

Copy File =

< Don't copy
No files will be changed. Leave this file in the destination folder:
g logoipg
logo (ChAUsers\student01\Desktopt7310 Student Data\Unit 2
- Windows'\Jane Martinez)
Size: 21.5 KB
Date modified: 5/15/2009 1:32 PM

- Copy, but keep both files
The file you are copying will be renamed "loge (2).jpg’

Physically moves file or folder to destination location. That means all
contents in that folder move.

After selecting files or folders to move, use the following steps:

— Click @ 9=~ " click Cut, move to the new location, click
oganize > and click Paste.

— Press ctrl+x , move to new location and then press ctrl+v

— Right-click selection and click cut, go to new location, right-
click, and click paste

— Drag selected files or folders to new location on same drive.
If different drives, Windows automatically copies selection
unless you press shift as you drag.

Renaming a file or folder can be an effective way to make it more
descriptive, and you can do it easily. Whenever see black line around
name means Edit mode active. So, Press F2 function key for Edit mode,
or click once inside selection.Remember that, there are two limitations
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for file or folder naming conventions: the maximum number of characters
that can be used in name is 255 , and special symbols like \ /:* cannot
be used in the file or folder name. Be very careful not to rename
program files or folders and ensure you keep same extension for file.

To activate Rename using single-click:
— Point at file or folder to select it and then press F2
— Right-click on file or folder and then click Rename
To activate Rename using double-click:
— Click file or folder to select it, and then press F2

— Click file or folder to select it, and then click once in file or folder
name

— Right-click file or folder and then click Rename.

Each file or folder has property sheet to determine size, when created,
last modified, or last accessed. Number of tabs that appear when
viewing properties for file or folder depend on folder and file type, or
network connection and access rights.

To display properties for folder:

- Select the file or folder, then on Command bar, click = °%"=~ and

click Properties.

7310 Student Data Properties l&r
- Right-click file or folder and then click General | Shanng | Secuty | Previous Versions | Customizs |
. | 7310 Student Data
Properties.

Type: File folder
Location: Chlsershatudent01"Desktop
Size: 226 MB (23,710,445 bytes)

- G ener al Size on disk:  22.8 MB (23,550,272 bytes)

Contains: 141 Files, 16 Folders

Displays folder type, location,
Slze, CcO nte nts, dates’ and Created: Today, November 22, 2010, 1 hour ago

attrl b UteS . Agtributes: Read-onty (Only applies to files in folder)
Hidden | Advanced.. |
a0

oK || Cancel




Digital Literacy |

Unit 2

Sharing

Share folder with others on network.

Security

Shows who has access rights to folder and type of rights

assigned.
Previous Versions

Displays copies of file created by Windows as part of restore

point.
Customize

Select or change options for how folder appears

To display properties for file:

General
Displays file type, location,
size, date created, date last

modified, date last
accessed, and attributes.
Security

Displays who has access
rights to this file.
Details
Displays list of general
information about file.
Previous Versions: Displays
copies of file created by
Windows backup as part of
restore point.

91

%] Department Budget Properties ﬁ
General |Secuﬂt)r | Details | Previous Versions
|‘-‘_—"| Department Budget
i epartment Budg
Type of file:  Microsoft Excel Warksheet [xdsx)
Opens with: @ Microsoft Excel
Location: C:isers'student01 Desktop’ 7310 Studert Data®l
Size: 13.1 KB (13,498 bytes)
Size on disk:  16.0 KB (16,384 bytes)
Created: Today, November 22, 2010, 2 hours ago
Modified: Friday, May 15, 2009, 1:05.44 PM
Accessed: Today, November 22, 2010, 2 hours ago
Attributes: [[]Readonly  [C] Hidden

0K
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You can search for file or folder in various disk drives or folders using
specific criteria.

To activate Search feature, enter text in = teea!050C) P

— Click = to clear all search criteria

@uv| .; » Search Results in General Documents » - | g | | letter x |
Organize v Save search Burn 8=~ i I@I
- Favorites (w|=y Letter to Henry Warburn Date modified: 11/22/2010 11:21 AM
Bl Desktop =1 ... Mr, Smith, Thank you for your letter and resume of June 30 in - Size: 476 KB

application for the position of Senior Disposal Engineer at Adv...
Ch\Users\studentd1\Desktop'7310 Student Data'\Unit 2 - Windows\Jane Martinez\General Documents

& Downloads
=l Recent Places
[w]=y Letter to Joan Woods Date modified: 5/15/2009 12:41 PM

4 Libraries =l ... upon receipt of this letter, and to complete work no later Size: 26.5 KB
3 Documents than August 15th. We will issue payment upon satisfactory co...

ChUsers\studentl1\Desktop'7310 Student Data\Unit 2 - Windows\Jane Martinez\General Documents
| My Decuments

J Public Documents Search again in:
J’ Music = Libraries |l Computer Custom... (2 Internet
| Pictures
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1. A data file can be any type of document containing information
you have entered and saved.

a) True b) False

2. How can showing the path for a folder or file be helpful?
a) It tells you which drive the file or folder is stored in.
b) It tells you whether the file or folder is stored on a network.
c) It tells you the name of the folder and how many levels you
must go through to get to it.
d) Any of the above

3. An item on the desktop that has an arrow on the lower left corner
is a shortcut to the actual file location.
a) True b) False

4. There is no difference between copying and moving files or
folders.
a) True b) False
5. Why might you want to change the details for a file’s properties?
a) To add more information to help find the file
b) To change or update the name of the file
c) To prevent anyone else from looking at the file contents

d) Any of the above
e)Onlyaorb
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Unit 2: Using Windows 7

Looking at the Recycle Bin

Deleting files or folders

Restoring files and folders

Emptying the Recycle Bin

iIdentifying common problems with files

Looking at the Recycle Bin

The Recycle Bin is a temporary storage area for files and folders you
delete from the local hard disk. Files and folders deleted from an
external disk (such as a flash drive, memory card, or virtual storage
device) or from network drive are permanently deleted and cannot be
restored from Recycle Bin.

The Recycle Bin has an icon on the desktop. Also you can find other
icons in the Windows Explorer and computer.

1y

v This icon indicates there is something in the Recycle Bin
g that can be stored or removed.

|\

S This icon indicates the Recycle Bin is empty.

If the computer shared by multiple users, a separate Recycle Bin
exists for each user. To permanently delete a file or a folder and

bypass Recycle Bin, press key while deleting the file or
folder.

Deleting files or folders

If you no longer need files or folders, or you want to save disk space,
delete these items. Before delete any folder, always check the
content of the folder and make sure you not need it.

To delete a file or folder, select file or folder and then:
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Click e==- and then click Delete
Press

Right-click and click Delete

Drag item to Recycle Bin folder

Restoring files and folders

You can restore a deleted file or folder to its original location. To
restore a file or folder, open the Recycle Bin then do one of the
following:

Select the file or folder to be restored, and then click
Restore this item ’or

To restore multiple files or folders, select appropriate files or

folders, and then click | feterethessieaeditems |- qp

To restore all items, click = Restereslitems |- oy

Right-click selected files or folders and then click Restore.

Emptying the Recycle Bin

Deleted files remain | the Recycle Bin until you empty it or it is full. If
the Recycle Bin is full and you deleting more items, windows will
automatically delete older files and folders to free up enough space
for new items. When a file or folder deleted from Recycle Bin, they
are permanently deleted from your computer.

To empty Recycle Bin, use one of the following:

On Command bar, click = EmptytheRecycleBin - or

Right-click Recycle Bin window and click Empty Recycle Bin, or
Right-click Recycle Bin icon on desktop and click Empty
Recycle Bin.

ldentifying common problems with files

When working with files, you may face a problem accessing, using or
finding a file. Following are some ways to identify problem and
resolve it:

Use a standard naming convention when saving files, ensuring
each file name is unique and do not overwrite any files.
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If you display the file extension or file type with the file name, be
careful not to change this extension or, if you rename the file,
be careful to type the file extension correctly.
When renaming files, remember characters you cannot use.
When moving files, be careful to select the appropriate file.
When using portable storage device, copy from hard drive to
storage device to ensure you have a copy in case you lose the
portable device or it does not work.
Always delete files to Recycle Bin if you might need them later,
Carefully read any error messages Windows displays about
files before closing message to understand any problem with
accessing the file.
If you see an error message indicating that you are low on
space on the hard drive, first delete data files you do not need
or use.
Be very careful when using passwords with confidential or
sensitive files; ensure you choose a password that is logical but
not easy to guess.
If you cannot make changes to a file, it is likely the file has been
set to read-only status.
If the error message indicates file may be corrupted, try
opening file on another computer to see if can duplicate the
message. Corruption o files can occur due to these reasons:

= Hardware failure

= Power surges

= Software or hardware incompatibilities

» Software issues

" viruses
Be very careful when working with hidden files and change
them back to hidden status once you have completed the
necessary actions.
If Windows cannot find a program on your system to
automatically accept or open a file, usually indicates you do not
have proper software installed on your computer.
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e Always you need to check with technical support whenever you
are unsure what is happening on the system with files, or
cannot get access to the files.
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Review questions

1. The Recycle Bin is a temporary storage area for files and
folders that have been deleted from the hard drive.
a) True b)False

2. When you empty the Recycle Bin, you can still restore these
files or folders.
a) True b)False

3. Always be careful when renaming a file that displays a file type
or file extension to ensure you do not accidentally change the
file to become unrecognizable to a program in Windows.

a) True b)False

4. How can corruption of a file occur?
a) Virus
b) Hardware Failure
c) Power Surges
d) Software Issues
e) Any of the above
f) borc

5. An error message indicating the system cannot associate the
file with a program means you do not have a software program
that can open that file type.

a) True b)False
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Unit 2: Using Windows 7

+ what the Control Panel is

« changing or customizing the desktop display
« changing the date or time

» changing or customizing mouse settings

« changing or customizing multimedia devices

« working with printers installed on your system

What the Control Panel is:

The control panel is an area to access features to install or customize
device settings.
To access Control Panel:
e Click Start, Control Panel
e In Explorer, click Computer in the Navigation pane, click
Open Control Panel | in Command bar
e In Explorer, click Control Panel in the Navigation pane

~ =N Eam| ===

\_/‘\__/' [E5 v Contral Panel » + [ #2 | [[5earch Controt Panei o

Adjust your computer’s settings Wiew by Category ~
System and Security
. B 9 Review your computer's status
T a puter

MNetwork and Internet

View network status and tasks

User Accounts

B Change account type

Appearance and Personalization
Change the theme

Change desktop background

Adjust scr

een resclution

i#

Choose homegroup and sharing options
Clock, Language, and Region

Change keyboards or other input methods

/ Hardware and Sound
View devices and printers

Add a device

I 4
6¢ § &

Ease of Access
Let Windows suggest settings

Programs
Uninstall a program
Get programs

[
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Using the control panel:

The control panel has a number of features that allow you to change the
settings of your computer. Be sure you fully understand what each
option can do and when you might want to use it before attempting any

changes.

System and Security
Review your computer's status
Back up your computer

Find and fix problems

Provides options for maintain
system integrity and perform data
backups.

Also provides options for security
purposes such as checking for
antivirus updates and scanning
downloads.

Network and Internet
View network status and tasks
- Choose homegroup and sharing opticns

Check network status and change
settings, set preferences for
sharing files and computers,
configure Internet display and
connection.

/ Hardware and Sound
View devices and printers
Add a device

Used to add and remove printers
and other hardware, change
systems sounds and more.

Programs
Uninstall a program

3|

-
-

Get programs

Used to uninstall programs or
Windows features, uninstall
gadgets, get new programs from
the network or online.

User Accounts

Provides options for setting the
computer up to be used by more
than one person.

.-T

Bsh_ji: 'E‘_';'Changeacccuntt}-'pe
Appearance and Personalization

w Change the theme

Change desktop background
Adjust screen resclution

Allow you to change the
appearance of desktop items,
apply a theme or screen saver to
your computer, or customize the
Start menu and taskbar.

Clock, Language, and Region

€

Change keyboards or other input methods

Provides option to change the
date, time, and time zone, the
language to use, and the way
numbers, currencies, dates, and
time are displayed.
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o Allow you to adjust your computer
W Ease of Access : - :
|- - . settings for vision, hearing, and
-\J Let Windows suggest settings b| d h
Optimize visual display maoDl ItYl_ ana use speec
recognition to control your
computer with voice commands.

Customizing the Desktop Display:

Customizing the desktop display includes changing the background,
screen saver, desktop appearance, or screen resolution. To change the
display, use one of the following options:
¢ Click Start, Control Panel, Appearance and Personalization,
Personalization
¢ Right-click, click Personalize, click display option to change
e Ifinicon view, click Personalization

[E=EEN)
~
v@vﬁ « App e and P lization » P lizati v|"| ‘ Search Control Panel P [
Control Panel Home . @
Change the visuals and sounds on your computer
Change desktop icons Click a theme to change the desktop background, window color, sounds, and screen saver all at once.
Change mouse pointers My Themes (1)
Change your account picture
lﬁ
Unsaved Theme B
Savetheme  Get more themes online
Aero Themes (7)
n‘..-
g e s
- oo ]S
‘ ' “ ’ o
Windows 7 Architecture Characters

See also J) ) R |
Display ﬂ g b@
jlackuatandSlarkhieng Desktop Background Window Color Sounds Screen Saver
Ease of Access Center Slide Show Sky Windows Default None
Changing the Date and Time: : S o) () HAdAM

6/25/2015

By default, the current time displays in the notification area.

The operating system uses the date and time settings to identify when
you create or modify files. These date and time stings are obtained from
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a battery —operated clock inside the computer (its internal clock), which
should be current.

If you are connected to the network, the time may be determined by the
sever and only the network administrator can change it permanently. If
you are connected to the internet, it will also synchronize its clock with a
time server on the internet. You can set this by selecting the Internet
Time tab in the Date and Time window.

To view current date/time, click time in notification area:

Thursday, June 25, 2015

1 June, 2015 » s

Vi Xy
Su Mo Tu We Th Fr Sa o~ -
3101 2 3 4 5 6 | g
7 8 910 11 12 132 |7 = =
4 15 16 17 18 19 20 <5

N\
21 2 3 M[5i6 2 \ y Y
28 29 30 1 2 3 4 A U
5 6 7 8 910 11 —
12:02:13 PM

Change date and time settings...

You can change the date or time using control panel features:
e Click Start, Control Panel, Clock, Language, and Region, click
Date and Time or Set the time and date
e Ifinicon view, click Start, Control Panel, Date and Time
¢ Click time in notification area, click Change date and time settings

- Date and Time &J

Date and Time | Additional Clocks |

_./'.\ !\‘ Date:
/e ’\'\'. Monday, Movember 22, 2010
| =
':j-_ " .,‘ Time:
\, 4 \////’" 3:11:42 PM
——— [ %) Change date and time...
Time zone

(UTC-08:00) Pacific Time (US & Canada)

[ Change time zone...

Daylight Saving Time begins on Sunday, March 13, 2011 at 2:00 AM. The
clock is set to go forward 1 hour at that time.

Motify me when the clock changes

Get more time zone information onling

How do I set the clock and time zone?

OK ] [ Cancel
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Date and Change existing time and date, or time zone*.
Time

Additional Show clocks for additional areas in notification
Clocks area.

Internet Synchronize time with time showing for
Time Internet.

Customizing the Mouse:
To change settings:

e Click Start, Control Panel, Hardware and Sound, Mouse
e Right-click desktop and then click Personalize, Mouse
Pointers

¥ Mouse Properties @

Buttons | Pointers |PoimerOp1ions |Whee4 | Hardware |m Device Samngsl

Scheme

Windows Aero (system scheme) '] I}
Customize:

Normal Select Ly ‘i|

Help Select I}@ —

O
Working In Background I}
Busy @]

Precision Select + i
Eniable pointer shadow Use Default

Allow themes to change mouse pointers

¢ If using notebook without mouse, may have additional tab to
customize touchpad 7 ous roparie =

Buttorrs | Painters | Pointer Options | Wheel | Hardware|

Button configuration

[] Switch primary and secondary buttans s

Select this check bow to make the button on the

right the one you use for primary functions such

53 selecting and dragging. %
=

Double-click speed

Double-click the falder to test your setting. I the
folder does not open or close, by using 5 slower
selting

Speed:  Slow ]j Fast

ClickLock
[ Tum on ClickLock Settings

Enables pou o highlight or drag withaut holding down the mouse
button. T o set, briefly press the mouse butten. To release, click the
mouse button again
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Customizing the Keyboard:
To customize keyboard:

e Click Start, Control Panel, Hardware and Sound, Keyboard.

< Keyboard Properties @
Speed | Hardware
Character repeat
e Repeat delay:
Sy
Long r/} Short
Repeat rate:
N Sow ) Fas
Click here and hold down a key to test repeat rate:
Cursor blink rate
[ None r) Fast

Changing the Volume:

If your system has a sound card and speaker hooked up, a (speaker)
icon appears in the notification area. If you point at this icon, it displays
a screen indicating where the volume level is currently set.

To display volume window, click icon 'ﬂl

To adjust volume when playing sounds or to mute any sounds,
click icon and drag slider up or down | =psaker=6%

To change or set more options, click icon and click Mixer
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1| Volume Mixer - Speakers (Conexant Pebble High Definition SmartAudic)

=3

Device Applications
) L] o
Speakers System Sounds Windows Live
Messenger
= = =
LD LD LD

Also you can go to Sound feature in Hardware and Sound area of

Control Panel to customize speaker options

e Depending on type of microphone, use
Recording tab to set up how to record

sounds on computer

¢ |n Sounds tab, can apply sounds to certain

Windows events

e [In Communications, set volume for other
types of communications

Accessibility Settings:

% Sound

(S0

Playback Remrdlngl Sounds |Cnmmunlcahnns

A sound theme is a set of sounds applied to events in Windows
and programs, You can select an existing scheme or save one you

have modified.

Sound Scheme:

Windows Default

V] I Save As... Delete

To change sounds, click a program event in the following list and
then select a sound to apply. You can save the changes as a new

sound scheme,
Program Events:

IE] ‘Windows
Iﬂ Asterisk
- Close Program

1] Critical Battery Alarm

i] Critical Stop
1] Default Beep

|:| Play Windows Startup sound

{None)

If you have devices installed on the computer to assist a person with
physical disabilities, use the Ease of Access option to customize these

devices.

@er@‘ + Control Panel » Ease of Access » - |v&" ‘ Search Control Panel

o

Cantrol Panel Home

System and Security
Network and Internet
Hardware and Sound
Programs

User Accounts

Appearance and
Personalization

Clock, Language, and Region
# Ease of Access

.
[ |
e

<]

Ease of Access Center

Let Windows suggest settings | Optimize visual display

Replace sounds with visual cues | Change how your mouse works
Change how your keyboard works

Speech Recognition
Start speech recognition Set up a microphone
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Security Settings:

This option includes a number of settings for security purposes, such as
firewall protection and program updates. You can make changes to each
option as appropriate; if you are unsure about any of them, work with
technical specialist or record the settings before making any changes so
that you can revert to the original settings if your changes don’t work.

To activate security options, click Start,
Security Center.

Control Panel, Security, and

Your files are not being backed up.

Turn off messages about Windows Backup

Troubleshaoting
= Find and fix problems
See also
Backup and Restore

Windows Update

Windows Program
Compatibility Troubleshooter

= | (| S
@vvl'ﬁ' » Control Panel b System and Security » Action Center - |&7| ‘ Search Control Panel 2|
[7]
Control Panel Home . -
Review recent messages and resolve problems
Ehange Action CentelEEmE Action Center has detected one or more issues for you ta review,
B Change User Account Control
EEttioe Security (v
View archived messages
View performance infarmation Maintenance (g
Set up backup %) Set up backup

I you don't see your problem listed, try one of these:

." Recovery
[b.(‘ = Restore your computer to an

earlier time

Looking at Printers:

When you print a document, Software

program or Windows sends

document to print in background so you can continue to work on that
document. Once document sent to print, use print queue to check
printing status of documents or to cancel print request.

To view printers available, click Start, Control Panel, in Hardware and

Sound, click Printer
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SEER)
@uvhﬁ v Control Panel » Hardware and Sound » Devices and Printers - | ¢¢| | Search Devices and Printers 0 l
Add a device Add a printer = - 'Zg'
Windows can display enhanced device icons and information from the Internet. Click to change... x
-
WA TN TN W |
Microsoft Office Microsoft XP5 Send To Snagit10  Xerox 3
Live Meeting Document Writer OneMote 2010 WorkCentre B
2007 Document
Writer il
.rf 11 items
<.
== Q,/.i

Printer with check mark is default printer; to change:
— Select printer and then on Command bar, click
— Right-click printer and then click Set as Default
Printer
To see what is in queue to print:
— Select printer and then on Command bar, click
— Click printer to view status
Add printer using
— Displays prompts for each step required to add new
printer
Each printer slightly different; to check features of printer:
— Select printer and then on Command bar, click
— Right-click selected printer and click Printing
Preferences
— Right-click selected printer and click Properties
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Review Questions

1. How can you access the Control Panel?
a) From the Start menu
b) From a file management tool
c) By pressing +
d) Any of the above
e) Onlyaorb

2. If you cannot access certain commands in Control Panel, what is
the most likely cause?
a) You do not have access rights to these commands.
b) You have selected the wrong command.
c) Windows has restricted your access based on what you used
last.
d) Any of the above

3. The date and time on a computer is determined by the internal
clock of the computer, which can be controlled by the network.

a) True b) False

4. Reasons why you might want to change the options for the mouse
include:
a) You have a new mouse with customizable buttons.
b) You need to change or update the mouse driver.
c) You want to decrease the speed of the double-click action.
d) Any of the above
e)aorb

5. To view which options are available for your printer, which option
would you use?
a) Printing Preferences
b) See what'’s printing
c) Properties
d) Default Printer
e) Any of the above
f) aorc
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Unit 2: Using Microsoft Windows 7
Professional

Lesson 14: Installing and Uninstalling Program

Managing Application Programs
how to install a new program
Why Isn’t the Program Working?
how to uninstall a program

saAn23algqo

Managing Application Programs

Windows guides process for instaling and removing programs. If
installed program does not appear in Start menu, could be result of how
it was installed previously or deleted from Start menu. Use Programs
and Features command in Programs category of Control Panel to
check if program on list.

@_CJv‘ﬁ » Control Panel » Programs » Programs and Features v | 44 I l Search Programs and Features P |
Control Panel Home .
Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
® Turn Windows features on or

off Organize v 3= v 0

Install a program from the %

network Name Publisher Installed On #
)~ Acrobat.com Adobe Systems Incorporated 7/30/2010 |=
23 Adobe AIR Adobe Systems Inc. 7/30/2010 -
) Adobe Creative Suite 4 Design Premium Adobe Systems Incorporated 7/30/2010
8 Adobe Flash Player 10 ActiveX Adobe Systems Incorporated 11/15/2010
) Adobe Flash Player 10 Plugin Adobe Systems, Inc. 7/30/2010
B Adobe Media Player Adobe Systems Incorporated 7/30/2010
Adobe Reader9.3.3 Adobe Systems Incorporated 7/30/2010
& Adobe Shockwave Player11.5 Adobe Systems, Inc. 8/18/2010
ﬁApple Application Support AppleInc. 9/20/2010
ﬂAppIe Software Update Apple Inc. 8/10/2010
[7) Certiport iQsystem - English Certiport 7/30/2010
2 Conexant HD Audio Conexant 10/7/2010 .
« .| 1 »

—— Currently installed programs Total size: 291 GB
m 72 programs installed
A 7
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Installing a New Program

You can install programs from number of different sources such as hard
drive, an optical drive, a USB drive, or the Internet.

Most of the program stored in the CD, Auto run file option is available
on it and the installation process started just when you insert CD or DVD
in CD/DVD drive. In this case just follow up the driven menu shown in
the screen add the desired option for installing the program on your
computer. In case the auto run is not available, and you want to install
the program in your computer, you can follow the following steps:

- Browse the content of the CD or the folder where the program you
want to install is stored.

- Look for a file name Setup or Install with the .exe extensions.

- Double click on this file name

- And, follow up the instruction which displayed on the setup window
and select the suitable option until the in stallion process finish.

Programs from Internet fall into one of two categories:
— Download program file for installation
— Subscribe to SaaS? option with software vendor

Both entitle you to updates, so if you are downloading software from the
internet, always save it and scan it for viruses prior to installing it. Also if
you download software from site that not the vendor’s official web site,
there could be spyware or viruses include in the download file.

When software vendor notifies of updates to program, these updates
usually are not critical to install immediately. Be sure to read notice to
decide whether to install. Might receive notices from vendor in e-mail,
media (e.g. CD), or link for update the program.

As the licensed owner of the software, you are allowed to make one
copy for backup purpose.

2 .
Software as a service
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Why Isn’t the Program Working?

Sometimes, a program may not work after installation, or problems may
occur during installation. Following are some of the problems you may
happen and what to do about them

If unable to install or download program, may not have rights with
your user account. If this happens, contact your network
administrator to have the rights changed or to request that the
administrator install it for you.

If have rights but installation stops and error message displays,
there may be some kind of defect or damage to program copy, it
could be a result of lack of space on hard drive, a missing file, or a
conflict between software programs. Be sure to read the error
message carefully to help with possible resolutions.

If using backup copy and installation does not start, try installing
from original media.

Installation can also fail with hardware conflicts. If this is the case,
it's likely that an error message would display indicating something
IS missing, such as a driver file, or that your computer cannot find
the specified hardware

Software conflicts also very common reason for installation to fail.
Not all software programs are compatible with one another.

If installation successful but you cannot access existing files in new
program, check if new program has tools to convert files from an
older format into new program. If this is not a solution, check what
format the files are in and if there is another format you can use for
these file

If software installation was successful but having problems viewing
different parts of the program, check system requirements to
ensure your computer has everything necessary for the new
program to run properly.

If software installation successful but another program no longer
works, this may not be compatible with version of other program,
so Check system or driver files which may be overwritten when
new software program installs.

If unable to download software, check site not down for
maintenance, or software or download key sent has not expired.
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To resolve these type of issues, call the vendor’s technical support
line or send them an e-mail clearly outlining the problem.

¢ To reduce chance problems will occur during installation:

O

Before purchasing and installing program, check system
requirements

Check software is compatible with operating system(e.g.
many older programs designed for previous versions of
Windows do not work well Windows7 due to significant
changes in the technology)

Close all programs before installing new program.

If installation program completes but program does not work
correctly, uninstall the program using correct uninstall
procedure

Before changing system settings, check with technical
support

Uninstalling a program

Always uninstall program from system when no longer used. Always use
Uninstall a program in Control Panel from Start menu as shown on
the following windows.

Uninstall/Change

B
@ th( » Control Panel » All Control Panel Itenfs » Programs and Features ~ [ 42 || search progroms and Features 2
Control Panel Home .
Uninstall orfchange a program
View installed updates To uninstall a ram, select it from the list and then click Uninstall, Change, or Repair.
“y Turn Windows features on or WQ
@l Organize ~ Uninstall  Repair = - 9
Install a program from the =
TR Name Publisher Insta
B 7-Zip 4.57 12/1)
/= Adobe Acrobat 9 Pro - English, Frangais, Deutsch Adobe Systems 1079
B Adobe AIR Adobe Systems [ncorporated 12/1)
Bl Adobe Digital Editions 3.0 Adobe Systems Incorporated 5/7/
’Adobe Flash Player 11 ActiveX Adobe Systems [ncorporated 12/11=
Adobe Reader X (10.1.10) Adobe Systems [ncorporated B/16
| Certiport Console Certiport 1271
® | Google Chrome Google, Inc. 9/24
E\ststem 7.001 English Certiport 1271
| £/ Jawa(TM} 6 Update 29 Qracle 12/1
B |K-Lite Codec Pack 44.2 (Full) 9724
® |Longman Intro Paper 6/16
®'|Longman Paper 6/16
. Microsoft MET Framework 4 Client Profile Microsoft Corporation 1042
r_:; Microsoft Office 2003 Web Components Microsoft Corporation 217
S0 Microsoft Office Professional Plus 2010 Microsoft Corporation 12/1
B 10 il = Firvafror 24 05 AURA an.GRY Wil AT
< T »
Adobe Systems Incorporated Product version: 11.1.102.55
Help link: http://www.adobe.com/go/flashplayer_support/
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Do not just delete program files using Windows Explorer. When you
install a program, configuration information needs to be adjusted in
Windows Registry. This can lead to problems with other software
programs, if re-install, or if upgrade to new version.
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Review Questions

1. Before installing a program onto your computer, check to ensure
the program is not already installed.

a) True b) False

2. If you are downloading a program from the Internet, what process
should you take before installing the program?
a. Check that the purchase of the software is complete.
Save the file and run the installation from the Web site.
Save the file and run a virus/spyware scan on the file.
Any of the above
aorb

© oo o

3. When you no longer use a program, you should remove it or
uninstall it from the computer.

a) True b) False

4. Before installing a new program, what steps should you take?

a) Check the system requirements to make sure you have more
than the minimum suggested.

b) Close any programs currently open before starting the
installation.

c) Check the version of software to make sure it is the latest to
match the Windows version installed.

d) Any of the above

e)aorc

5. If the installation of the software fails, what could be the reason?

a) The optical media is defective.

b) You need more hard disk space than was suggested in the
list of system requirements.

c) There is a software conflict, perhaps between Windows and
the new program.

d) Any of the above

e) Onlyaorc
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Website References:

o0k wdPE

http://www.en.wikipedia.org

http://www news.techgenie.com

http://www old.hariseshadri.com

http://www www.mybtechnology.com
http://www bankinnovation.net
http://www.computerhope.com/jargon/f/file.htm

Textbooks References:

1.

Internet and Computing Core Certification, IC3
Textbook.

Basic Computing Skills, SQU, Collage of Science.
LAl wewlsll Salo, Global Skills
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Unit 3: Common Elements

start an application program

recognize screen elements

use the Ribbon

use the Quick Access Toolbar

obtain online Help

change the program options

recognize some common problems with files

O O O O O O O

Starting Word/Excel/PowerPoint:
» To start one of these programs:

— Click Start, All Programs, Microsoft Office, and then
Microsoft Word 2010, Microsoft Excel 2010, or Microsoft
PowerPoint 2010

— If set up as icons on taskbar or desktop, click icon for
program to use

Microsoft Office

@ Microsoft Access 2010

[&] Microsoft Excel 2010

|E| Microsoft OneMote 2010

| Microsoft Outlook 2010

|E| Microsoft PowerPoint 2010

[B] Microsoft Publisher 2010

(W] Microsoft Word 2010
Microsoft Office 2010 Tools

— When finished using program, always exit properly

— Prevents possible corruption of program files and frees
up memory for another program
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Click

To exit program:
Click File and click Exit

(Close) at far right corner of title bar for

application program

confirmation

Microsoft Word 2010

Press + (4

If changes made but not saved, program asks for

to save document or abandon changes

i
1w M l Documentd - Mcrosoh Weed =
" A Pegelmsat  Refeences  Madngt 4 —0
W 0% @ ECECE R
. ] MR (W “IA'N Aav |TH Exam 5 AaBbCcD: | AasbCce AaBbC: | % 4”
P gl 4 B ex WA-S w4l g thomm | Thosom. Mesang1 ;! ange (380
l Ol s v T ; -1 27 —"_.m—- 8
o 6 2
9—I|
10
14
-
1 12 13 LF@ ]—15
b
.l L= & »
LISoniat, | erens {0 nehed 53 | - S L P X B NOF====:0

1 File Tab 5 Ribbon Tab

2 Quick AccessToolbar 6 Group

3 Ribbon 7 Horizontal Split Bar
4 Help & ViewRuler

Microsoft Excel 2010

13 Zoom Slider
14 Select Browse Object
15 Previous/Next Page

9 Insertion Point

10 Document Window
11 Status Bar

12 View Buttons

Daa [ 0 ]
m ome | 1 boe Lipout a@Pedn
o L. ting = geinset - E - Mg
Ealibi noo- ¥
1__1' a AW P verete - | (- I,r l*}
Paste : = " e Sot & Find &
e 4 B ru- -z A Hirormat+ | D= Finer- seiec-
: ’ :
—Hl 2 a | & C o E F [ H [ J K L M o
(N — 1
2
3 5
4
5 — 4
[
7
L 2 I
E]
10
11
1
T 8
lﬂl
| [[# «"> W] Sheeti Sheets “Sheets 73 L] ru
— TS &
1 Hame Box 3 Formula Bar 5 Column Headings 7 Tab Scrolling

2 Insert Function 4 Row Headings

& Document Window 8 Sheet Tabs
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Microsoft PowerPoint 2010

L|| Snoel ot | “Otfice Theme' | Engtan 1) B BOT 9 - + 3 ‘

vis Presentationl - Microsoft PowesPoint ) e |

Click to add title = 5

«—w

7

Qlick to add notes

1 Slides Tab 3 Split Bar 5 Slide Pane 7 Notes Pane
2 Outline Tab 4 Placehold 6 Dc t Wind:

Most Common Elements

File Tab Click to display Backstage and then commands for
managing files.

Quick Access Access frequently used commands.

Toolbar

Title Bar See what files or programs currently active.

Ribbon Use tabs on Ribbon to access commands.

Microsoft ' Get Help.

[Program] Help

Status Bar Displays general information about document.

View Buttons

Change to different views for document on screen.

Zoom Slider

Increase or decrease zoom level of document on
screen.

Additional Elements for Word

118



Digital Literacy | Unit 3

Horizontal Split
Bar

Drag to split screen into two screens to see two
different parts of same document.

View Ruler

Use to help set or modify tabs, indents, and
margins.

Insertion Point

See where cursor is in document.

Previous Page/
Next Page

Move from top of one page to another.

Select Browse
Object

Choose what you want Word to find.

Additional Elements for Excel

Name Box

Insert Function

Look here for address of active cell.

Open dialog box to help choose and insert built-in
functions.

Formula Bar

Column Headings

See contents of active cell.

Sequential letters at top to identify columns.

Row Headings

Sequential numbers on left to identify rows.

Tab Scrolling
Buttons

Move between worksheet tabs, or create new
worksheet.

Horizontal and
Vertical Split Bars

Split worksheet window into two or more panes.
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Additional Elements for PowerPoint

Slides Tab Thumbnail or miniature picture of slides in Slide pane
to quickly view contents.
Qutline Tab Display outline oftext on slides, or quick method to

enter text.

Placeholder

Dash-lined boxes on slides with hints on type of content
to insert onto slide.

Split Bar

Notes Pane

Slide Pane

Drag to increase or decrease size of Qutline or Slides
tab, or Slide or Notes pane.

Type notes for presenter’s use and are not visible to
audience.

Enter or view contents of slide.

Looking at the Screen

« Can customize appearance of screen

* Use ScreenTips to help identify buttons or elements on
Ribbon tabs and screen

a{l}j,ﬁ =|=

= = | 4=,
v

] W-A-EEEE = S T Normal

Paragraph i Paragraph

__!' | Font Color

Change the text color. —p— Show the Font dialog box

e Press F1 for more help. = =

— To view ScreenTip, point at item

— Some elements can be set to show or hide

— Can set items by clicking File and then Options
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Using the Ribbon

Home Insert Page Layout References Mailings Review View

- T v | 4. | BB
Caliori (Body] - 11 = A" A7 | Aam T | maebceDe | AsBbCeDe AaBbCi AaBbi

Paste B 7 U -abe x, x* - . A' =E === Ig' & - i - T Mormal | T Mo Spaci.. Headingl  Heading

fFormat Fainter
Clipboard . Faont . Paragraph . Styles

— Helps find command buttons to complete task
— Command buttons grouped logically by activity type
— Buttons in different color or outline are active

— Many deactivate when click same button or another
choice

— When Ribbon displays different options for feature, item
with border is active

— Can preview effect by pointing at another option in list

— If group displays feature with scroll bar, click More to
display full gallery of choices for feature

=== F-1~ [
Picture Styles Ivk

— Point at option to see live preview of effect
— Can turn off preview option in Program Options

— Click Dialog box launcher to show corresponding dialog
box or window with other options for feature
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Window/Task Pane

— Usually contains options
specific to feature

Dialog Box

— Usually contains large selection
of options

[

s | e | famd

Getting Help

User’s Guide manual included with software generally
provides same type of information as in Help feature of
program

Help feature very extensive and includes online contact
link where you can submit questions or suggestions for
new or improved features

« Can be set to search Microsoft’s Web site, thereby
always having access to latest help and support
information

Online Web sites often offer tips and technical support
information you may not find on software vendor’s site

Colleagues or friends proficient with program can
provide specific training on how to accomplish task or
use feature

Help Desk department or person designated to provide
technical support can answer questions and provide
assistance with features specific to organization or
server

Contact online Help Desk or Support for application
program vendor

* Navigate to vendor’s Web site and click link for
support option
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— Books developed by third-party publishers available
through retail stores

— Courses offered online or classroom settings

Using Help in a Microsoft Office Program

» Toaccess Help in
Office:

— Click @ (Microsoft
Word Help)

— press

1

) Word Helg [ ) ]
[Eeea &uae |
7 — - B Sesech |
oo Office 2 wing
Ty,
sl 9
4 L
iuwm i) Connecied te Office.com

Using the Help Toolbar

LS

Pl () (3 i A R

1 Help Toolbar

2 Search Options

3 Help Topics

4 Current Search
Scope

5 Connection
Status or Options

Back Move to previous page viewed.

Forward Move to next page viewed.

Stop Stop download or search for this Help page.
Refresh Refresh contents of this Help page.

Home Move to home page or main page for Word Help.
Print Print contents of this Help page.

Change Font Size

Increase or decrease font size of displayed text.

Show Table of
Contents

Not On Top/Keep
On Top

123

Display table of contents in separate pane to help
navigate through different topics.

Choose whether to keep Help window on top of any
open window.
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Working with Files

— Set up system to manage files so you and others can
share documents easily

Can save files in variety of formats through the
Save option

Can save files in any location on computer or
network

Can open files from any location on computer or
network.

Can use list of locations at left of Save or Open
dialog boxes to go quickly to folder, or to list
showing recently accessed files

Can open as many files as you need

Can view files at different magnifications or in
different views

Can use variety of pre-designed files or templates
to create new documents

— Editing and formatting tools similar between
applications

Can use same tools to edit and format text

Identifying Problems with Files

— File can be corrupted due to problems with storage
device where file saved, or damage to file during save
process

— Compatibility error could be because file saved in newer

version of application, or saved for different platform

— If cannot find file using Search function, could be file
was deleted or moved to storage device you cannot
access, if file renamed, or file not saved at all
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— Cannot tell which file you want from file name
— Need password to open or edit file
— Cannot find file in location where last saved or opened

— File set for read-only or someone else is using it can
occur if on network and sharing files

— Windows identified no program
associated with this file type

Windows @
Windows cannot open this file:

2= I File:

Status meeting.wp
To open this file, Windows needs to know what program you want to use to

open it. Windows can go online to look it up automatically, or you can manually
select from a list of programs that are installed on your computer.

What do you want to do?

(@ Use the Web service to find the correct program

() Select @ program from a list of installzd programs

[ OK ] [ Cancel ]

— Renaming file without file type or changing file type can
cause problems with opening file

— Program stops responding
* May need to update software

« AutoRecover may recover file contents on next
startup of program
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Review Questions

1. You can start Word, Excel, or PowerPoint using which method?
a. Start, All Programs
b. Desktop shortcut
c. Taskbar
d. Any of the above
e.aorb
2. To customize the Quick Access toolbar, you must use the File tab
and then access the options for that program.

a. True b. False

3. To minimize the Ribbon, which command would you use?
a. Right-click anywhere on the Ribbon tabs line and click
Minimize the Ribbon.
b. Right-click the Quick Access toolbar and click Hide the
Ribbon.
4. Some ways you can obtain help for an application program
include:
a. Third-party books
Training courses
Software vendors
Software forums that specialize in this software
Any of the above
f. borc
5. If you cannot open a file, it might be because:
a. The file no longer exists in that location.
b. The file name has been changed.
c. You do not have access rights to the file.

®oooT

d. The file is corrupted and cannot be accessed until repaired.
e. Any of the above

f. a,borc
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Unit 4: Using Microsoft Word 2010

Working with Text

Using Cut, Copy and Paste
Formatting Text Characters
Working with Indents
Aligning Text

Working with Indents
Setting the Paragraph Spacing
Working with Styles
Finding Items

Replacing Items

Selecting Items

Working with Text
Typing and Inserting Text

To insert the text, type from key board and as a result the text will
appear on the screen, at the location of the blinking cursor. Right, left, up
or down arrow keys (buttons) can be used to move the cursor or we can
also use the left button of the mouse. Following shortcuts are helpful for
the movement of cursor.

Move Action Keystroke
Beginning of the line Home
End of the line END
Top of the document CTRL+HOME
End of the document CTRL+END

Selecting Text

If you want to change the attributes of the text, it should be
highlighted. Drag the mouse over the required text and keep the left
mouse button. Or hold down the SHIFT key from the key board and use
the arrow key (left, right, up, down) to select the desired text. Following
shortcuts are helpful for the selection of a portion of text:
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Selection

Technique

Whole word

Double-click within word.

Whole paragraph

Triple-click within the paragraph.

Several word or
lines

Drag the mouse over the words, or hold down SHIFT
while using the arrow keys.

Entire document

All or press CTRL+A.

Choose Home Tab—> Editing group—> Select-> Select

Deleting Text

There are two keyboard keys and to delete the text.
Backspace key is used to delete the text to the left of the cursor and
Delete is used to delete the text to the right of the cursor. If you want to
delete a large amount of text, select text and press

Home Tab

Clipboard

group

Font
group

Paragraph
group

1 1
Styles Editing
group group

Clipboard group

e Using Cut, Copy, Paste and Format Painter

W 9-us

File

Paste the contents of the
Clipboard (CTRL + V)

Cuts item from current location and
places in Clipboard (CTRL + X)

Faste

Cliphoard

Copies item from current location and
places in Clipboard (CTRL + C)

- # Format Painte

128

Copy formatting from one place and
apply it to another

Double-click this button to apply the
same formatting to multiple places in
the document (CTRL +Shift+ C)
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o To cut item, select item and then:
— On Home tab, in Clipboard group, click # c
— Press € +X)
— right-click item and click Cut

o To copy item, select item and then:
— On the Home tab, in the Clipboard group, click
=3 Copy
— Press C1) +
— Right-click item and click Copy

o To paste item, place insertion point where to paste item and

then:
— On the Home tab, in the Clipboard group, click
Paste
— Press (€t +
— Right-click the item and then click Paste
Font group

e Font: Describes typeface of characters on Aral teacings ¢ -|14 -| A &
screen and in print or press (CTRL +Shift+ F). B I O-dex x
e Font Size: Refers to height of characters or i

press (CTRL +Shift+ P)
e Grow Font: Increase the font size or press (CTRL +Shift+ >)
e Shrink Font: Decrease the font size or press(CTRL +<)

e Change Case: Change all the selected text to UPPEAR CASE,
lowercase, or other common capitalization.

e Clear formatting: Clear all the formatting from the selection,
leaving only the plain text.

Bold: Make the selected text Bold or press (CTRL +B).

Italic: Italicize the selected text or press (CTRL +l).

Underline: underline the selected text or press (CTRL +U).
Strikethrough: Draw a line through the middle of the selected
text.

e Subscript: Create small letters below the text baseline (CTRL +=).
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e Superscript: Create small letters above the text baseline (CTRL
++).

o Text Effect: Apply a visual effect to the selected text, such as a
shadow, glow or reflection.

e Text Highlight Colour: Make text like look like it was marked
with a highlighter pen.

e [Font colour: change the text colour

To view more additional options to enhance the text, you can access
Font dialog box launcher.

R

Arial (Headings (- 14~ A" A7 | Aa- | & Font | Adyanced

= 2 L abF . Font: Font style: Size:

B 7 U - abe x, X by . A e e
\ [Browalia New [Requar UMD A
BrowalliaUPC Italic (9 - |

Font ‘ “1 ) ) ‘BrushSmptMT Bold im
— |Brush Script Std Boditaic | |FVHENNN

[Caiibri o 2

Font color: Underline style: Underlir

Automatic [ | (none) E|

Effects

[ strikethrough [T shadow [T small caps
[] Double strikethrough ] Qutiine [7] Al caps

[ superscri ipt [] Emboss [ Hidden
[7] Subscript [7] Engrave

Preview

‘ Calibri ‘

This is a TrueType font. This font will be used on both printer and screen.

e =

Paragraph group

e Bullets and Numbering: Use bullets if no priority on list items,
numbers to prioritize list, or Outline feature to show progression.

1 2
1 Bullets
vy
=~ s? ML 2 Multilevel List
3 3 Numbering

e Decrease & Increase Indent: Decrease & Increase Indent level of

the paragraph. & &
o You can set indents using indent markers on ruler

1 SelectorBox 2 Hanging Indent 3 FirstLine Indent 4 RightIndent 5 Left Indent

3

4
:*5 R R R RN R AR i

®
O —p — N
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e Sort: Alphabetize the selected text or sort numerical data.

e Show/Hide Y: Show paragraph marks and other hidden

formatting symbol (CTRL +*).

N

—

Y =R

e Aligning Text: Align text to left, right, L:I_ L
center. e s
3 4

Align Left | Aligns text to left margin with ragged or
uneven edge on right side. (CTRL +L).

Center Aligns text exactly between left and right

margins (CTRL +L).

Align Right | Aligns text to right margin with ragged left

edges (CTRL +R).

Justify Aligns text so left and right edges of text
flush with margins and each line of text
evenly spaced between margins, except for
last line.(CTRL +J).

paragraph.

Border: Customize the border of the selected cell or text.

1 Align Text Left
2 Align Text Right
3 Center

4 Justify

Line and paragraph Spacing: Change the spacing between lines
Shading: Colour the background behind the selected text or

To view more additional options to enhance the text, you can access

Paragraph dialog box launcher.

Styles group

Combination of character and paragraph formatting you create and save

with unique name

Thormal | Tho Spacing  Heading 1

AaBbCcDd| AaBbCecDd AaBbhCc AaBbCc AaB . %

_ | Change
7 Styles -

Heading 2 Title
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Two main types of styles:

— Character Style: Affects selected text only and can include
any character formatting attributes found in Font dialog box.

— Paragraph Style: Affects appearance and positio

n of entire

paragraph and can include both paragraph and character

formatting.

e Show Preview
— Turns preview of style with its attributes on or
off
e Disable Linked Styles
— Disables styles set up in Based on field
e New Style
— Creates new style using Create New Style from
Formatting dialog box
e Style Inspector
— Review attributes for style to customize or
manage it
e Manage Styles
— Sets default options for styles, or edit styles in
this
dialog box
e Options

Styles vax
( Clear All N
[ Normal T

No Spacing T
Heading 1 fa
Heading 2 fa
Title 13
Subtitle T3
Subtle Emphasis a
Emphasis a
Intense Emphasis a
Strong a
Quote a3
Intense Quote 13
Subtle Reference a
Intense Reference a
Book Title a
List Paragraph T~

(] Show Preview

|| Disable Linked Styles

Options...

— Select options for how Styles pane appears
when active

e When naming style:

— Can use any combination of characters and spaces for style

name Create New Style from For

Hame:
Stylel

- Cannot Use \ , { } Paragraph style preview:

Stylel

— Style names are case sensitive |

matting \l/\g/

o II Modify. .. H Cancel

— Each style name within document must be unique
Editing group

e Finding Items

Can locate occurrences of specific words, phrases, symbols,

4 Find ~
Sac Replace

L Select -

Editing

L & Find|~
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codes, or any combination of items
« To activate the Find feature:
— On the Home tab, in the Editing group, click Find; or

— click the page number box on the status bar and
click the Find tab; or press (CTRL+F)

Find and Replace T )
Find | Replace | GoTo
Find what: | [=]

e Replacing Items
* Find item to replace with something you specify

« Can apply same search criteria as for Find feature

* To activate Replace feature:
— On Home tab, in Editing group, click Replace
— Press (CTRL + H)

— If Find and Replace dialog box open, click Replace tab

Find and Replace l V|-
Find Replace |_§o To |
Find what: El
Replace with: El

e Selecting Items

& Find
Select text or objects in the document. S

g Select -
* To activate Select feature: Editing

— On Home tab, in Editing group, click Select
— Press (Ctrl+ A)
— Press (CTRL+A).
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1. Model A:Computing Fundamentals and Using
Microsoft Windows 7, Approved by Certiport.

2. http://afis.ucc.ie/gkiely/IS6132/Lecturel0.html.

3. Basic Computing Skills, Approved by SQU, Collage of
Science.

4, &)y qewal) 0l C3, ¢l ae ,GLOBAL SKILLS
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Unit 4: Using Microsoft Word

Insert plank page

Insert Table

Inserting Pictures

Inserting Clip Art

Drawing Objects

Using Hyperlinks

Inserting Headers and Footers
Adding Page Numbering
Adding Date & Time

O O O O O O O O O

File Harne Insert

Insert plank page: _
To insert a new blank page at the cursor position: Click Blank— =l 7=

Cover EBlank| Page Table

page Page * Page| Ereak -

Pages Tables

To start the next page at the current position: Click Page Break (Ctrl +
Return).

Insert Table: To insert a table, use the following methods:
On the insert tab, in the Tables group, click Table.

In the drop-down menu by dragging you can specify the number
of columns and rows you want.

If you need table larger than 8 x 10, use the Insert Table feature. You
can enter the number of columns and rows by typing the number into the

box or using the incremental buttons.
(| bd g @ X

Tahle Picture  Clip  Shapes Smal
- Art -

3x3 Table !

Insert Table === OOOOOOcde
Table sze I I O
Nomber of cohurns: |5 5 I I O
2 F I O O
I O O
ED

Humber o rows:

AutoFit behavior

I I [
I R
I o

Insert Table..

@ Fixed column width: | Auta
Autofit to contents

AutoFit to window

Remember dimengions for new tables

L
]
[
[
L
@
4
G .

Draw Table

_|§| Excel Spreadsheet
j Quick Tables
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Working with Text:
Insertion point in first cell of table for data entry

To move within table to enter text:

e Press to add more lines of text in same cell; increases
row height

e Use arrow keys to move through the text in the cell
e Use to jump to next cell

e Use (Shift) , (Tab) to jump to previous cell

Selecting items in the Table

Entire Column Move to top of column and click when
you see ¥

Entire Row Move cursor to selection bar and click at
left of row

Multiple Columns Click and drag across columns or rows
or Rows

One Cell Move cursor to lower left corner of cell
and click when you see M

Multiple Adjacent Click and drag across those cells
Cells
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Plain Tables <

Formatting the Table:

Using Table Styles

e To view Table Styles
gallery, under Table
Tools, on Design tab, in
Table Styles group, click
More

e Point at style to preview
formatting

3 Modify Table Style...
@ LClear
=z

Mew Table Style...

Modifying the Borders and Shading:

e Tables appear with single line borders around cells
= Can display different colours, styles, widths, or not at all
e Under Table Tools, on Design tab, in |
Table Styles group, click arrow for
Borders

Design Layout

e Under Table Tools, on Design tab, in

Table Styles group, click arrow for pevian [EAOH i
L = = Shading = E—
Shading vyl B
=== ===== ;| H EEEEEEN
III 5
«ARRRNENES
Standard Colors
| § | EEEER

Mo Color

137 35 More Colors,,
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Changing the Alignment:

= A=
g = M

i [ mﬂ
i

To change vertical alignment of text, selectr— Tet el
. =l =l Direction RAargins
cells and: o
ghment
Under Table Tools, on Layout tab, in

Alignment group, click alignment option
To change the text direction within the selected cells:
o Under Table Tools, on Layout tab, click Alignment
group, click Text Direction. g —

e —
—_—

Text
Direction

Inserting & Deleting Rows/Columns:

To insert row or column, click where new row

or A | B e o

Delet Insert Insert Insert Insert
column to go, then under Table Tools, on " Aboue Below left  Right

Layo ut Rows & Columns
tab, in Rows & Columns group, click option

Tnscr e | 2 [

To insert cells, under Table Tools, on Layout - ,
() Shift cells right
tab, @ ishift cels down:
in Rows & Columns group, click Dialog box e
() Insert entire column
launcher
[ Ok ] ’ Cancel

T
To delete cells, rows, columns, or entire table, under B ﬁ @ -

Table Delete || Insert Insert
. e Above Below
Tools, on Layout tab, in Rows & Columns group, 3 | Delete Cells..
CIiCk ﬁ Delete Columns
= Delete Bows

arrow for Delete, click option
4 Delete Table

138



Digital Literacy | Unit 4

e To delete specific cells, under Table Tools, on Delete Cell: |- [Ibm)
LayOUt -:- Shift cells up
tab, in Rows & Columns group, click arrow for © Delete entire row
Delete, click Delete Cells, click option © Delete entire column
[ Ok ] [ Cancel
Adjusting the Width or Height:
e To adjust column width or row height:
o Under Table Tools, on )
Layout tab, in Cell Size 2] Height: 022" 2 HF Distribute Rows
group, click incremental o Wiidth: . Z'j Distribute Columns
buttons or type Cell Size

measurement to change Height or Width

e To distribute width for columns or height of rows evenly:
o Under Table Tools, on Layout tab, in Cell Size group,
click ¥ pistribute Rows or

Z'j Distribute Columns AutoFit
o Under Table Tools, on Layout tab, in Automatically resize the column
i widths based on the size of the
Cell Size text in them.
lick Ry - y .
group, clic == f...J Height: 0,22 : 'i«:-u I.:a.r.‘ set ﬂw t.-‘;tl_lr‘.- '-,"u'l_l?th Fi&ﬁ&d
Auto F|t ;rl Eh: -,n'u'lr‘||_‘l1E| I.II,I'SIIE Ior co l’l'-.ltr_‘:jf; it
; ' " - ack to use fixed column widths.
AutoFit | — width: 157 : A

-

=

EE  AutoFit Contents
ClEE autoFit Window L

B Fixed Column Width

Merging and Splitting Cells:
« Can merge cells to create single cell, or be split into multiple
columns or rows
* To merge cells, select cells and then under Table Tools,
on Layout tab, in Merge group, click Merge Cells

|
— |oo—
BHE=H
Merge | Split  Split
Cells Cells  Table

herge
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« To split cell into multiple cells, select cell [ sgit cells L9 [l |

and then under Table Tools, on Layout

tab, in Merge group, click Split Cells
Splitting a Table

« Select cell in table row where you want to

split table, then under Table Tools, on
Layout tab, in Merge group, click Split
« Tables can only be split horizontally

Converting Text or Tables:

» To convert text to table, select text
and:
— On Insert tab, in Tables
group, click Table,
click Convert Text to Table

Mumber of columns: |4

Mumber of rows: 1

Merge cells before split

[ Ok ] [ Cancel

e

Table

bt
1 oo—™
B
Merge  Lplit Split
Cells Cells | Table

Merge

Convert Text to Table I. ? &J

Table size

Mumber of columns: -}

KL

Mumber of rows: 1
AutoFit behavior
@) Fixed column width: |Auto =
() AutoFit to contents
() AutoFit to window

Separate textat

@ Paragraphs  (C) Commas
() Tabs ) Other: |-
[ QK. ] ’ Cancel ]
. ( RS
« To convert table into text format, Convert Table To Text (2| e
click in Separate text with
table, then under Table Tools, on ") Paragraph marks
Layout tab, in Data group, click st
Convert to Text .
(") Other:
Convert nested tables
[ QK ] [ Cancel

Sorting Information in a Table:

« Can sort in ascending or descending order
« Type of data determines sort type in table and how many

columns of information
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+ To activate Sort, select cells and: Al
— Under Table Tools, on Layout tab, in Data o

group, click Sort
— On Home tab, in Paragraph group, click 24

(Sort)

Inserting Pictures:

Can add pictures
to document from
sources

To insert picture,
position pointer
where you want
picture to be, and
on Insert tab, in
lllustrations
group, click
Picture

Inserting Clip Art:

Available online from Microsoft Office
Online Web site with graphics you can

download

To insert Clip Art, position pointer where

you want

graphic to be, and on Insert tab, in

llustrations

group, click Clip Art

— Search for

[W] Insert Picture @
@\::/"EI v Libraries » Pictures » - | ¢,| | Search Pictures 2 |
Organize » Mew folder = |~ O '@'

(W] Microsoft Ward Pictures library Arangeby: Folder +
Includes: 2 locations
457 Favorites
Bl Desktop
4. Downloads
=] Recent Places .
4| o Libraries Sample Pictures
> 3 Documents
> J’. Music
> k| Pictures
> E Videos
> 1M Computer
>‘£‘§ Metwork
File name: - [AIIPictures v]
Tools ~ [ Insert |v] ’ Cancel ]
Clip Art - X
Search for:
Results should be:
Al media file types E

Indude Office.com content

All media file types |Z|
EI--- AI media types

Enter text for
Word to
search for

e Tlustrations
Photographs

- Audio

specific clip |

art images.

141
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— Results should be Insert

— Specifies media |- oy
type to d|sp|ay X Delete from Clip Organizer
[, Copy to Collection...
5 Move to Collection..,
Edit Keywords...
» To insert picture from results of search, Preview/Properties

position pointer over image and:
— Click image in list
— point at graphic and click arrow beside it

Manipulating Pictures:

* Once you insert picture, Picture Tools ribbon appears and
offers variety of ways to manlpulate objects

(]| lﬂ 9-8 &+ Going Green with Ethics - Student - Microsoft Word | = | SRl x|
Home Insert Page Layout References Mailings Review View Format [ e
b ] j = T,
i Corrections - A, — — — - L_) Picture Border - If @ﬁi ‘;’d 433
! {& Colar = Eh d d “ ﬁ ~ | wl Picture Effects = %
Remove ’ - Position Wrap o Crop = g.5"
Background =h Artistic Effects - QE' M- ¥ Picture Layout = - Teut * "_"-Lb Selection Pane ' > B
Adjust Picture Styles F] Arrange Size

To add picture style:

« Select Picture Tools , Picture style and select any option

L

- |

o =l = [=d -
Picture Styles
To add border to the picture:
» Select Picture Tools, Picture Border 7 Picture Border - and
select any option =/ Picture Effects -
d Preset
. | __il Shadow

To apply effects to the picture:

« Select Picture Tools, Picture Effects and select any
option ol Glow

1 Soft Edges

142 d Bevel

—
-‘ Rotation

| =l Reflection

E

M-

>

>

3
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Sizing a Picture: ot ———
» To size picture: Select Picture Tools, Size Group al e '
4 429 :
Size u
Cropping a Picture:
Refers to ability to “cut” certain portions of picture. a
« To crop picture: Select Picture Tools, Size Group, Cr;p
select crop -

Changing the Properties for a Picture:
Way picture inserts depends on properties set for picture

To change properties for
selected picture:
— Click appropriate
feature from
Picture Tools
Format ribbon
— Under Picture
Tools, on
Format tab, click
Dialog box
launcher for
group properties
to adjust
— Right-click
picture and click
Format Picture

Moving a Picture:
Drag-and-drop method easiest way to

move picture

If inline object, mouse pointer displays %ﬁ

as you drag

P
Format Picture

Fill

Line Color

Line Style

Shadow

Reflection

Glow and Soft Edges
3-D Format

3-D Rotation
Picture Corrections
Picture Color
Artistic Effects
Crop

Text Box

Alt Text

Picture Corrections
Sharpen and Soften

Presets:

Soften Sharpen

G 0% =
Brightness and Contrast
Presets:
Brightness: U 0% =
Contrast: r} 0% =

reset

If+floating object, mouse pointer displays

*i* as you drag

Drawing Objects:

143

Recently Used Shapes
JENNOO D&11$G
&% L

Lines

Rectangles

(| e e e R | g e e

Basic Shapes
HOoAMNOOSCOOOO®
@Looar Lo o
QO@~HOY e (<D™
C3F0 24 &

Block Arrowrs

DT RUPLPE IS
& dwnolD D [REA5n
Doa |
Equation Shapes

b= R === 58

Flowchart
OO0 S Ay
ooGO@@E%&WGD
Qoo

Stars and Banners L
R etetotor-Rot- Y
o1 T () 8 T ) R Y

Callouts
o R % m I B P T
A0 AD dO

4:} Mewy Drawing Canvas

Shapes Smarkdrk Chart Screenshot | Hyperlir

R

SNSTLLL T RO G
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To insert shape: In Insert Tab, lllustration Group, select shape

To insert text into object or edit text already there:

— Select object to display Drawing Tools ribbon, and
then on Format tab, in Insert Shapes group, click

(Draw Text Box)
— On Insert tab, in Text group, select Text Box

Editing Shapes:

* Refers to sizing, moving, or enhancing object and its
properties
» Select object before making changes

Wid9-as Dacument t4 - Microsaft Word rawing Tools |

Home Insert Page Layout References Mailings Review View Format
JE~~Oo - & [ | = | 2 Shape Fill - \ 11 ﬂ ﬂ [ Bring Forward = |2 Align ~
oALLed B Abe ﬂ - | & shape Outline - Y - | [ Align Text ~ [ Send Backward + ]
[ AR TAS S ¥ | ) Shape Effects - i v | e Fostion }“;;2‘3 Hi; selection Pane 5 Rotate -

Insert Shapes Shape Styles WordArt Styles Text Arrange

Arranging Objects:
Under Drawing Tools, on Format tab, in Arrange group:

=] H,j [y Bring Forward = |2 Align ~

4 send Backward ~ .
Position Wrap
= Text- LFlSelection Pane %k Rotate -

Arrange

Group Groups selected objects into single object,
reverts to separate objects, or regroups
objects ungrouped originally.

Bring Brings selected shape forward one layer, or
Forward to top layer.

144
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Send Sends selected shape back one layer, or to
Backward | last layer.

Align Aligns edges of multiple objects along single
line, or distributes objects evenly across
page horizontally or vertically. Can view
gridlines or set features of grid.

Rotate Rotates or flips object in different directions.

Using Hyperlinks:

* Help navigate to different locations in document, to another

document, to Web site, or to e-mail program
« Can set up hyperlinks anywhere in document
» To create hyperlink:

— On Insert tab, in Links group, click Hyperlink

Press +

F 5
Insert Hyperlink @Iﬂ—hJ
Link to: Text to display: ||
Look in: . Documents E
Existing File or
Web Page . Outlook Files Bookmark...
| Current
Folder Target Frame...
Flace in This
Document Browsed
Pages
Create New Recent
Document Files
Address: El
E-mail Address i §
A

Inserting Headers and Footers:

» Text or graphics that appear at top or bottom of every page
-Can create headers and footers using the Insert tab and Header &

Footer group

— Header & Footer Design tab appears for modifications

@! H9-0|= Document3 - Microsoft Word Header & Footer Tools

Home Insert Page Layout References Mailings Review View Design
E';: L L 35 = Elg E Previous [C] Different First Page E¢ Header from Top: 0.49°
=| = # =D |=| |Ox HEE ] =] -

b Mext |:| Different Odd & Even Pages | =i+ Footer from Bottom: 049 -

Header Footer  Page Date Quick Picture Clip Goto Goto . . Close Header

- ~  Number~ ETime Parts~ Art Header Footer % Linkto Previous Show Document Text [5] msert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Position Close

-To edit existing header or footer, double-click header or footer
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-To use different header or footer for first page, Different First Fage

under Header & Footer Tools, in Design tab, in [ piserent odd & Bven Pages

Options group, click Different First Page e
Options

Adding Page Numbering:
To insert page numbers, on Insert tab, in Header & Footer group, click

Page Number: | =Y EF o
— Top of Page: Displays gallery of top-of-page ﬂ =0 g [

. . Page Date Quick Pictun
numberlng options. MNumber~| & Time Parts~

— Bottom of Page: Displays gallery of bottom- | & 1o of page ,
of- . . [E Bottom of Page b
page nur_nbenn_g options. _ &) Page Margins ,
— Page Margins: Displays gallery of margin 9 Current Position X

numbering options.

G ormat P3

— Current qumon: Displays Page Number Format
numbering
options to apply to current page Number format:  FRENEMI - |
number [ Indude chapter number
location. Chapter starts with style: |Heading 1
— Format Page Numbers: Displays
various Ise separator: - {hyphen)
numbering styles and option to == iE T
start Page numbering
numbering other than at 1 @ Continue from previous section
(@) Start at o
Adding Date & Time:
Refer to insert current date or time into the o || concl
current document. - /

To insert Date & Time, on Insert tab, in Text group, click Date & Time.
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Unit 8: Using Microsoft Word

Changing Margins

Changing the Orientation
Changing the Paper Size

Splitting text to columns

Inserting page and section breaks.
Inserting water mark.

Inserting page colour.

Inserting page border.

Page layout Tab: Page setup Group
Is related to page setup, page background and paragraph tools.
Orientation:

Switch the pages between portrait (vertical orientation) and landscape

layouts (horizontal orientation). j —
To change orientation for document: e

— On Page Layout tab, in Page Setup group, =] | Portrat
click Orientation. =

— Double-click darker area of ruler, click Margins tab, and then
select orientation to use.  orientation

Al [A)

Portrait Landscape

Margin:

Determines amount of space between paper edge and area where text
prints. It must be in Print Layout view for arrows to adjust margins to
appear on horizontal or vertical rulers. Boundaries are divider lines
between light and dark shades on ruler.
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To change margins:

— On Page Layout tab, in Page Setup group, click
Margins

— To adjust margins using the ruler, point at
margin and drag to measurement for margin

— Double-click one dark area of horizontal or vertical ruler

Margins
Top: 1" = Bottom: 1" =
Left: 1 = Right: 1" =
Gutter: 0" - Gutter position: Left |E|

Changing the Paper Size:
To change paper size of document:
— On Page Layout tab, in Page Setup group, click Size

— Double-click in darker area of ruler, and click Paper tab
=] (LN
n Home Insert Page Layout References Mailings
Colors * By == W= Breaks ©
@ [A]Fonts - Jms . Lj J §

A tine Number
eeeee Margins Orientation| Size |Columns -
° Effects = o B = = b~ Hyphenatior

Them a3 Al
j J 1169"x 16.54"

A4
527" % 1169"

413" x5.83"

B4
1n.12"x 14.33"

BS

Columns .

It is used to split text into two or more columns.
-To create columns:
On Page Layout tab, in Page Setup group, click Columns.

-To set additional options for columns, click More Columns
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" 9-3|
File Home Insert Page Layout References hailings
— 1=l
Calors = 3 b= Ereaks =
B @ & DENS
Fonts = 2 Line Mumbers -
herme Margins Orientation  %ize |Columns

3
- @Effects - > - o bE™ Hyphenation =
Themes Page Se

=]

—

= One =
. ; o | ; ; =
= ' i

I

i
g
[=]

i

—
=
=
o
Il

Right

E=  Maore Columns..,

Applying Columns

Presets Offers options for number of
different column layouts.

Number of|Use incremental buttons to set
columns |number of columns you want.

Width and|Alters width and spacing between
spacing one column and next.

Apply to |ldentifies which text you want to
apply column structure.

Line Inserts vertical line between each
between column.

Start new|Works similar to inserting section
column break in text not in column format.

149



Digital Literacy |

Unit 4

r B
Columns m

Presets

One Two Three Left Right
Mumber of columns: |3 = [ Line between
Width and spacing Preview
Col #  Width: Spacdng:
175" s o5 :

1.75 =] lo.5" :
1.75" 2 :

Equal column width

Apply to; | Selected text E| Start new column

[ OK ][ Cancel ]

L= A

Insert page and section breaks

To break page at specific
location:

-On Page Layout tab, in Page Setup group, click Breaks, click Page

=

| g = Documentl
“ Harne Insert Page Layout References Mailings Review e Acrobat

@ Colorsv |:| E Ij J [b,zj“li‘rm .—Iﬁ .ﬁliﬁ .—'ﬁ Inder

Fonts = Page Breaks

Themes Margins Orientation  Size  Columns
- [O]Effects - S = = = | Page
» Mark the point atwhich one page ends
Themes Page Setup .
ﬁ and the next page begins,
1
oS

Column
Indicate that the text following the column
break will begin in the next column,

Text Wrapping
Separate text around objecks on wehb
pages, such as caphion text from body text,

Section Breaks

Mext Page
Insert a section break and start the new
section on the next page,

-

Nk

- Continuous
Insert a section break and start the new
section on the same page,

Even Page
Insert a section break and start the new
section on the next even-numbered page,

Bk

| 0Odd Page

Using Section Breaks:
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Insert break when something about page layout has to change

* Next Page

— Starts new section on next page
« Continuous

— Starts new section on same page
 Even Page

— Starts new section on next even page

Odd Page

— Starts new section on next odd page

Page layout Tab: Page background Group
Watermark:
To insert ghosted text behind the content on the page:

-On Page Layout tab, in Page background group, click water mark

0l |+ Docurnent t1 - Microso i Word
Home  Insert | Fagelsyout | References  Mailings  Review  Wiew  Acobat
Aaj B cotors - By ]3 V= Breaks ~ j @ Jj Indent Spacing
== Fonts ~ = $2Line Mumbers ~ = Left: 0" 2 bZ Betore: npt
hemes Margins Grientation  Size  Columns Watermark| Page Page | __ | 4= = Pos
° Effects | - o B ~ b& Hyphenation - ~  |Color~ Barders | ¥ Right: 0" I iZaeten w0pt
Themes Fage Setup 3| ¢ i -
N T E————— [
S - : - S
COMFIDENTIAL 1 CONFIDENTIAL 2 DO NGT COPT 1
DO NOT COPY 2
Disclaimers
DRAFT 1 DRAFT 2 SAMPLE 1 -
[ig More Watermarks from Office.com
|4 Custom Watermark..,
B Remowe watermark
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Page colour
To choose a colour for your background:

-On Page Layout tab, in Page background group, click page color

Wi “ (LR Documentl - Microsoft¥
“ Home Insert Page Layout References Mailings Rewview Wiew Acrobat

j B colors - D Ijbﬂ [3 W= Breaks - \j @ \j Indent
— Forts ~ = 3 Line Rumbers + e 0"

Themes Margins Orientation  Size  Columns Watermark | Page | Page .
- [O]Errects - S S = = b Hyphenation - > Color=|Borders | = Right 0°
Themes Page Setup E) Page B Theme Colors
o —————— g AEEEEEE
o3 v T v o

Standard Colors

L] EEEER
Mo Color
More Colors,.,

Eill Effects...

Page border
To add or change the border around the page:

-On Page Layout tab, in Page background group, click page border

=l

= g|= Documentl - Microsoft Word

Home Insert Page Layout References Mailings Rewiews Sigwnr Acrobat

j E Colors = |:| P\ [j W= Breaks - j &j ] Indent Spacing
==l [&]Fonts ~ = £ Line Numbers = = lef 0" 2 3 Before: D pt :
Themes Margins Qrientation  Size  Columns Watermark Page  Page e = || 4= Pasitian
- [O]Efrects = S = > - b¥ Hyphenation - o Colar= Borders | S= Right: 07 LS after 0pt
Themes Page Setup ] Page Background Paragraph
@_2 i . . | . - -z . . [ . . D]
o g ; : g i

Borders and Shading @

| Eorders | Page Border | Shading |

i

Setking: Style: Preview

Click on diagram below or use
buttans to apply borders

Wwidkh:

B Apply to:

At twhale document |Z|

(none)

152



Digital Literacy | Unit 4

Page layout Tab: paragraph Group
Indent
» To set precise paragraph indents:

- On Page Layout tab, in Paragraph group, set measurement
from Left or Right margin

- On Home tab, In Paragraph group,

Indent

3= 0.5

click Paragraph Dialog box launcher, =z gzs

in Indentation area, select indents

tO Set Indentation
Left: 05" = Special; By:
Right: 0,38 = First line E| 1

Mirror indents

Paragraph Spacing
To set or change paragraph spacing:
-On Page Layout tab, in Paragraph group, set spacing

Spacing

i: Before: 0 pt

1 F 4 F

Y= After 3 pt

Exercise:
In Page layout Tab:

A. Insert a confidential2 water mark to your page.
B. Change your top page margin to 2 points.

C. Change the page orientation to portrait.

D. Change paper size to A3.

E. Fill the paper colour with light blue colour.

F. Insert box, red and 3pt width border to your page.

L1 L
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Unit 8: Using Microsoft Word

e Using Footnotes and Endnotes.
e Creating Footnotes and Endnotes.

Using Footnotes and Endnotes

Footnotes located at bottom of each page containing reference, whereas
endnotes located at end of section or document.

Consider the following regarding footnotes and endnotes:

Automatically renumber when you add, delete, move, or copy
them.

Consist of reference mark in text and corresponding note at bottom
of page or end of section or document.
Can be any length and formatted as regular text.

Reference marks usually numbers, but can be letters or
characters.

Numbering consecutive from beginning to end of document.
Inserting in Print Layout view to see reference mark in body text
and footnote or endnote area.

Draft view displays separate pane at bottom of screen for entering
footnote or endnote text.

Page Layout References

ABl U Insert Endnote

AB Next Footnote +
Insert
Foothote

Footnotes
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Creating Footnotes and Endnotes

To view content of footnotes or endnotes, point at note reference in main
text. To display note text in separate pane at bottom of screen, double-
click note reference mark.

To insert footnote or endnote, on References tab, in Footnotes group,
click Insert Footnote

To change default settings or choose endnote, on References tab, in
Footnotes group, click Dialog box launcher.

To delete or move footnote or endnote, use note reference mark in
document window.

[ Footnote and Endnote m‘
Location
® Footnotes:] | Bottom of page [~]
Endnotes: End of document
Format
Number format: 11,2, 3, ... (=]
Custom mark: i | Symbol...
Start at: 1 =
Numbering: Continuous E]
Apply changes
Apply changes to: | This section E]
[_gosert ] [ conce
\ J
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Exercise

1. Open Ms .Word, and save it as Endnote or Footnote Exercise.
2. Type following text:

o

“Footnotes located at bottom of each page containing reference,
whereas endnotes located at end of section or document.
www.google.com”

Select www.google.com and then click Cut from Home tab, in
Clipboard group.

On Reference tab, in the Footnotes group, click Insert Endnote.
Click Paste, from Home tab, in the Clipboard group.

Save the document.
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Unit 2: Using Microsoft Word 2010

Checking the Spelling and Grammar

use the thesaurus

research items

display document statistics

insert and delete comments

track changes made in documents

accept or decline changes made in a document
protect documents

Checking the spelling and Grammar
Check the spelling and grammar of text in the document.
e Spelling checks for: e A
VS

— Incorrect spelling Speiling & e

Grammar fea] Word Count

Praofing

— Repeated words
— Occurrences of incorrect capitalization

e Grammar uses natural language grammar to detect errors.
e Works in background to check for mistakes

— Spelling mistakes have wavy red line
— Grammatical errors have wavy green line
— Blue dotted lines refer to a contextual error

e To activate automatic Spelling and Grammar:
— On Review tab, in Proofing group, click Spelling

& Grammar
— Press )

e First error displays in Spelling and Grammar dialog box with same
color as error type.
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Spelling and Grammar: English (US)

PR

Spelling and Grammar: English (US.)

Not in Dictionary;

Fragment;

GreencareH20

Cheds grammar

i Ignore Once

_| [ Autocomect

Online shopthat sellsethical, recycledand eco-  ~
friendly products, including largest range of B
water savings prududs.‘

Ignore Once
Ignore Al

Ignore Rule

Next Sentence

Suggestions:
Change Fragment (consider revising) -
Change Al v

Check grammar

Options...

ALl

Cancel

Refers to words with same sound but different spellings and meanings

=5
i Ignore Once

Spelling and Grammar: Engfish (U.S.)

-

Check grammar

Qptiors... Cancel

Not in Displays misspelled word in text box with surrounding
Dictionary text for reference.
Suggestions Displays list of alternatives for misspelled word. If

correct word in list, click it and then click Change, or
double-click word.

Ignore Once

Ignores this occurrence of this spelling but continues
to search for other occurrences of this spelling.

Ignore All Ignores all occurrences of this spelling.

Add to Adds this spelling to custom dictionary.

Dictionary

Change Changes this occurrence with selected word in
Suggestions box.

Change All Changes all words with this spelling with selected
word in Suggestions box.

AutoCorrect Adds this item to AutoCorrect list so it is automatically
corrected every time you misspell it.

Check Choose to check grammar at the same time as

grammar spelling.

Options Choose how spelling and grammar options should
work.

Undo Reverses spelling or grammar changes made

recently in reverse order made.
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Using the Thesaurus

Searches for and displays synonyms and antonyms

* To activate Thesaurus:

— On Review tab, in Proofing group, click
Thesaurus

— press &) +

— Press(Al) as you click the word

— Right-click word, click Synonyms, click
Thesaurus

Using Research Tools

» To activate Research option:

— On Review tab, in Proofing group, click
Research

— press and click

Thesaurus: English (U.K.) E'

Bback |+ D |~

4 Thesaurus: English (UK.) -
4 footmark (n.)
footmark

m

4 trail (n.)
trail
track
footstep
path

Search for

Enter search criteria.

Reference

List of sources to find matches for
search criteria.

Get services
on Office
Marketplace

Go online to Microsoft Office
Marketplace Web site to find more
research services.

Research
options

Display list of sources to find matches
for search criteria.

Using Document Statistics
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To retrieve statistics:

— On Review tab, in Proofing group, click Word Count

-
Word Count

@&ﬁ

— Click wers=52 on status bar
Statistics:
Pages
Words
Characters (no spaces)
Characters (with spaces)
Paraaraphs
Lines

Indude textboxes, footnotes and endnotes

1

428
2,067
2,488
10

29

Working with Comments

Can display in balloon objects, in document, or in
Reviewing Pane

Can hide or display comments on screen

oA 5
Mew N
Comment 24 Next

Comments

-

f.,] Previous

q

Can also record own audio comment and insert into document

To insert comment, on Review tab, in Comments group, click

New Comment

To navigate backward and forward through comments, on Review

tab, in Comments group, click ™% (Preyvious Comment)

or et (Next Comment)

To delete comment:

— On the Review tab, in the Comments group, click =dP=i=t=~

(Delete Comment)

— On Review tab, in the Changes group, click (Reject and

Move to Next)

— Right-click comment and click Delete Comment.
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To see all comments or changes in separate window, on Review

tab, in Tracking group, click [BlReiewingane - and then:

— Click Reviewing Pane Vertical to open window at left side

of screen

Summary: 3revisions & & X
Insertions:0 Deletions: 0 Moves: 0

Formatting:0 Comments:3

ffoland Environ

mental Consulting

K NewYork

‘Comment [jm1]: Lets appy beacing 1 tathe
ste]

o

s |

Comment [jm1] _ jmartinez

Let's apply Heading 1 to the
fitle

Comment [jm2] _ jmartinez
atabl

3001715t Street,
(540] 5554321
sid Taylor
President
staylor@tolano.com

[
formattoreduce pages? s wel, we wart His fstto
be avals bl in iferent formats or use n xcel,

New York, NY 98032
Head Office]

Nicole Locklear

Administrative Assistant

com

= =
153he using her maidenor mamisdrame?

Tracking Changes

For others to review document with control over final changes, distribute

copies to others using Track Changes

To turn on Track Changes:

:23, A5 Final: Show Markup

Track
Changes * E Reviewing Pane

Tracking

=] show Markup ~

— On Review tab, in Tracking group, click Track Changes

— Presgctr) Bnift) (E)

Changes group, click Accept

To accept all changes in docume

To accept change, click change and then on Review tab, in

nt, click arrow for Accept and

then Accept All Changes Shown or Accept All Changes in

Document

To reject all changes, click arrow

To reject change, click change and then Reject

for Reject and then Reject All

Changes Shown or Reject All Changes in Document

161



Digital Literacy |

Unit 4

To show all marked items, on Review tab, in Tracking

group, click

=] Show Markup =

— Use Reviewing Pane if balloon items too distracting on

screen

— Make changes or insertions as if Reviewing Pane not there

— Click arrow for “a FinakShowhiaup = (Digplay for Review) to

change view for tracked document

— To delete item in Reviewing Pane, click heading for item and

then click Reject Change/Delete Comment

Turn off Track Changes option when no longer need it

Protecting Documents

Use Security Options to:

— Prevent unauthorized users from opening document

— Control sharing options
— Control privacy
— Increase macro security to reduce virus attacks

To restrict document, on Review tab, in Protect
group, click Protect Document
o Formatting restrictions
» Prevents others from making formatting
changes, or
specific types of formatting using Settings
link
o Editing restrictions
= Limits others from making changes to
document for
tracked changes, comments, or fill-in
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Restrict Formatting and Editing v X
1. Formatting restrictions

Limit formatting to a selection of
styles

Settings...
2. Editing restrictions

Allow only this type of editing in
the document:

0 changes (Read only)

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

See also

Restrict permission...




Digital Literacy | Unit 4

forms, and sets
up exceptions for those who have access to shared
document
o Start enforcement
= Becomes active only after selecting previous restriction

types
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Unit 8: Using Microsoft Word

e Change document’s layout views
e Set the zoom level to the document
e Switching between Documents

Change document’s layout views

The document Views contain different J L‘J ﬁ i

views: Print |Full Screen WWeb Outline Draft
e Print layout: View the document as it ~ t2out) Reading  Layout
. . Drocument Wiews
will appear on the printed document

Full Screen Reading: View the document in full screen reading
Web layout: View the document as it would look as a web page
Outline: View the document as an outline

Draft: View the document as a draft to quickly edit text

Set the zoom level to the document N s @ pages
Zoom  100%
] ) =] Page Width
On view tab select zoom to specify the Foai

zoom level of the document

Zoom (-9 |[wal
Zoom ko
200% Page width fany pages:
@ 100%; Text width
9% Whole page —,
Percent: |100% |5
Preview
AaBhCcDdEexyyyZz
AaBhCcDdEex Ky yZz
AaBhCeDdERX Yy Zz
r—— AaBhCoDdERX Yy Zz
[ (a4 ] | Cancel

164



Digital Literacy |

To zoom the document to 100% of the normal size on view tab
select

To zoom the document so that the width of the page matches the width
of the window on view tab select page =] page wigth  Width

Switching between Documents

« Can switch between multiple documents:
— On View tab, in Window group, click Switch

Windows

Macros

1 Stretch Your Workout Motes - Student.doox
2 Tolano Environmental Consulting Employee List.doot

3 Tolano Environmental Consulting.doot

— Click button for document on taskbar

7] Stretch Your Workout Notes - St...  [T] Tolano Environmental Consulti..  [T] Tolano Environmental Consulti...
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Exercise

7. Open Ms .Word, and save it as Review tab.
8. Type the following text:
9. Correct the words spellings using Spell-check.

10.Find the Thesaurus to the word “manner” and replace it.

11.Add new comment for the title and write (Machine).
12.Apply track change for the word “specific’ and write “exact”.
13.Save your file again.
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