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Chapter 1

Understanding your computer

Computers are data processing device that has 4 major functions

· Gathers data, or allows use to input data

· Processes that data into information

· Outputs data or information

· Stores data and information

Data is a representation of fact, figure or idea

Information is data has been organized

Each 0 and 1 is binary digit, or bit

All letters numbers or symbols = 8 bits or 1 byte

Software is the set of computer programs that enable it to perform different tasks

Application software the set of programs used that help you carry out tasks (word)

System software set of programs that enables your computer hardware devices and applications to work together

Operating system (OS) program that controls the way your computer system functions

Peripheral devices are devices that are connected to the computer

System unit is the box that contains the central electronic components of the computer

Input Devices
Input devices allow you to input data (mouse, keyboard)

Input devices may also input data via Bluetooth

Toggle keys: insert


          Num lock


          Caps lock

Notebook keyboards are more compact and have less keys

USB = universal serial bus

PDA = personal digital assistant

Usually you enter data and commands into a PDA by using a stylus, pen-shaped device that you use by tapping or writing on a touch screen

Wireless keyboards use radio frequencies to relay data

Infrared wireless key boards use infrared light wave

Most common is the optical mouse (laser)

Trackball mouse is a traditional mouse that has been turned on its back

Trackpoint device is the small joystick like nub that allows you to move your cursor

Game controllers are considered input devices

All computers participating in a video conference need to have a microphone and speakers

Output Devices

Output devices allow you to send processed data out of your computer in the form of text, pictures, sounds and video

Two main types of monitors

· CRT = cathode ray tube (old style)

· LCD = liquid crystal display or flat-panel monitors

Legacy technology is technology that is no longer relevant

LCD monitors cause less eyestrain, use less energy, emit less electromagnetic and weigh less

There are two types of LCD monitors

· Passive-matrix sends display current trough the liquid solution to a group of pixels

· Active-matrix display sends each pixel is charged individually as needed (high quality)

Impact printers use tiny hammer like keys to strike into the paper (dot matrix)

Non impact printers spray ink or use lasers to put ink into the paper

· Inkjet printers

· Laser printers – more expensive then inkjet (more economical for high-volume)

Wireless printers use Bluetooth technology

All-in-one printers combine a printer, scanner, copier and fax machine

Plotters are used to print oversized pictures

Thermal printers work ether melting wax-based ink onto ordinary paper (thermal wax) or by burning dots onto specialty coated paper (direct thermal)

· Used for portable printing, store receipts and for electronic ticketing

System Unit
System unit is the metal or plastic case that contains the central electronic components 

Using the main power button to turn off the computer will not permanently damage your system

Power saving modes:

· Sleep all documents, applications and data remains in the RAM

· Hibernation mode stores your data in memory and saves it to the hard drive

Restarting the computer is called a warm boot

Cold boot I when you start your computer after it has been fully shut down

Internal drive bays usually holds all permanently stored programs (cannot be accessed from exterior of computer)

External drive bays house CD and DVD drives (cover by a face plate)

Ports are the places on the system unit where peripheral devices attach

Hard drive is the primary device for permanent storage (nonvolatile storage)

External hard drives are internal hard drives that have been made portable

Zip disk resembles a floppy disk drive with a slightly wider opening

Flash drive = USB drives

We use USB 2.0 ports

Connectivity ports give you access to networks and the internet

Ethernet ports allow you to connect to DSL (digital subscribe line), cable modem or network

Inside the System Unit
Power supply is housed inside the system unit 

Expansion/adapter cards connect to other devices

Network interface card (NIC) enables your computer to connect to other computers or to high-speed internet

Central processing unit (CPU) = motherboard

All boards (sound, video, cards etc.) connect to the mother board

CPU is the largest and most important chip in a computer

Random access memory (RAM) is primary storage

· Its entire contents are erased when you turn your computer off (volatile storage) 

Read-only memory (ROM) holds all the instructions the computer needs to start up

· ROM is permanent storage (non volatile)

Specialty Computers
Mainframes support hundreds of users simultaneously (executes many programs at the same time)

Supercomputers perform complex calculations rapidly

Embedded computers are specially designed chips that reside inside other devices 

(electronic thermostat)

Wrist should be flat to the keyboard and forearms should be parallel to the ground

Chapter 2
Software refers to a set of instructions that tells the computer what to do

System software is software that helps run the computer and coordinate instructions (windows vista, Mac Os X)

Application software is the software that you use to do tasks (sending email, editing photos) 

Productivity software helps perform tasks generally required at home, school and business (word processing, spreadsheet, database and personal information manager (PIM) software)

Word-processing software is the most widely used software application

Spread sheet software enables you to do calculations and numerical analyses easily

The basic element in a spread sheet is the worksheet

Work sheets are made up of columns and rows

You can enter 4 types of data into a cell

· Labels – descriptive text that identifies the components of the worksheet

· Values – numerical data that are input or result from calculation

· Formulas – equations you created to help make calculations

· Functions – pre-programmed formulas

Spreadsheets have the ability to recalculate all formulas and functions automatically

Many spreadsheet applications have database capabilities to sort, filter and group data

Database software is a complex electronic filing system (Microsoft Access, Oracle, Corel)

Organized into fields, records and tables

Personal information software (PIM) combines email management, calendar, address book, notepad (Microsoft Outlook)

Productivity software features

· Wizards step-by-step guides that walk you through tasks

· Templates forms that provide basic structure for a particular kind of document

· Macros small programs that group a series of commands to run as single command

Integrated software application is a single software program that incorporates the most commonly used tools of many productivity software programs into one integrated stand-alone program

This software is god as long as you don’t need the more advanced features of the programs

Software suites is a group of software programs that have been grouped together

The 3 major producers of suites are

· Microsoft

· Corel

· Lotus

Most suites contain word processing, spreadsheet, presentation and PIM software

Suites are cheaper than buying the programs individually

Tax preparation software enables you to prepare your taxes on your own

Financial planning programs include electronic checkbook registers and automatic bill payment tools

Multimedia software includes image, video and audio editing software

Image editing software allows you to edit photographs

MP3 is a type of audio compression format (reduces the size of audio files)

Audio software usually supports one or more of the following functions

· MP3 recording allows you to record from streaming audio or microphones sources

· CD ripping encodes CDs to MP3 format

· CD burning allows you to create your own CDs from MP3s

· Encoding and decoding programs that convert MP3 files

· Format conversion allows you to convert MP3 files to other digital files such as WMA (windows media audio)

Entertainment software is designed to provide users with thrills and chills (computer games)

Includes virtual reality programs turn artificial environments into a realistic experience

Entertainment software rating board – (ESRB)

· Rates videos games so that the consumer is better informed about contend

Simulation programs allow users to experience or control the software as if the software were a real event

Course management software provide traditional classroom tools such as calendars, grade book over the Internet (Moodle) 

Drawing software (illustrator software) programs that allow you to edit two-dimensional line-based drawings

Illustrator is one of the preferred drawing software programs of most graphic artists

Accounting software helps small-business owners manage their finances

Desktop publishing software (DTP) software allows you to incorporate and arrange graphics and text in your documents (Abdobe InDesign)

Web page authoring software allows people to design webpage’s without knowing Hyper-Text Markup Language (HTML)

Vertical market software is software applications that are tailored to the needs of particular company or industry

Proprietary software is custom developed to address a particular company’s specific needs

When you buy software you are only purchasing the license to use the software

Web-based application software is a program hosted on a web site that does not require large installation on your computer

Be sure to buy licensed software when purchasing online

Open source program are free to use on the condition that any changes you make to improve the source code must be distributed for free

Shareware software is distributed freely wit certain conditions

Software is not forward compatible so it cannot recognize files created on newer vesions

To install a program 

· Start menu

· Control panel

· Programs and features icon
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· Application software is the software you use to do everyday tasks at home and at work

· System software is the set of software programs that helps run the computer and coordinates instructions between application software and the computer’s hardware devices

· From the moment you turn on and off your computer, you are using the system software, which consists of the operating system and utility programs

· Operating system (OS) controls how your computer functions

· It manages the processor (aka: central processing unit or CPU), memory, and storage devices such as the monitor and printer

· The first interaction with the OS is the user interface (programs that allow the user to communicate with the computer system)

· System software also includes utility programs (includes maintenance and file compression)

· Every computer has an operating system
· 4 types of operating systems:

· Multi-user operating system

· Real-time operating system

· Single-user, multitask operating systems

· Single-user, single-task operating systems
· Machinery that is required to perform a repetitive series of specific tasks in an exact amount of time requires a real-time operating system (RTOS). This type of operating system is a program with a specific purpose and must guarantee certain response times for particular computing tasks; otherwise the machine’s application is useless
· RTOS is found in many types of robotic equipment (Ex: fuel-injection systems in car engines, game consoles, and home appliances)
· Multi-user operating system (Windows Server 2008, i5/OS, z/OS, Linux/Unix, Unicos -> Networks, mainframes, supercomputers)

· Real-time operating system (Nucleus RTOS, QNX Neutrino, Lynx -> Scientific instruments, video games)

· Single-user, multitask operating systems (Windows Vista, XP, and 2000, Mac OS X, Linux -> Desktop computers, notebooks)

· Single-user, single-task operating systems (Palm OS, Pocket PC. MS-DOS, Linux -> PDAs, embedded computers in cell phones)

· A multi-user operating system (aka: network operating system) enables more than one use to access the computer system at one time by efficiently  handling and prioritizing all the requests from multiple users (These networks share printers, internet connections, etc -> Windows Vista, Mac OS X, Linux, Unix)

· Large corporations need a multi-user operating system (Supercomputers and mainframes use this type of operating system)
· The combination of operating system and processor is refereed to as a computer’s platform 
· Windows Vista Home Basic: Home users who don’t require advanced media support
· Windows Vista Home Premium: Additional media features such as HDTV and DVD authoring, Media Center Edition
· Windows Vista Business: Business market, networking capabilities
· Windows Vista Enterprise: A segment of the business market, can run on any platform
· Windows Vista Ultimate: For gamers
· Most recent Mac operating system: OS X Leopard, based on the UNIX operating system
· Linux is an open source operating system – Designed for personal computers and as network operating system – You can download Linux for free off the Internet
· Proprietary software such as Microsoft Windows and Mac OS is developed by corporations and sold for profit
· This means the source code, the actual lines of instructional code that make the program work. Is not accessible to the general public
· Bugs  = Errors
· Open source software is freely distributed and contains the source code. It can be download freely off the Internet
· Servers are computers on a network that manage network resources, and mainframes are extremely large computers that handle the requests of hundreds or thousands of users simultaneously
· UNIX is a multi-user, multitask operating system used primarily with mainframes as a network operating system, although it is also often found on PCs.
· The OS performs several specific functions:
· It provides a way for the user to interact with the computer
· It manages the processor, or CPU
· It manages the memory and storage
· It manages the computer system’s hardware and peripheral devices
· It provides a consistent means for software applications to work with the CPU
· The operating system provides a user interface that enables you to interact with the computer. A command-driven interface is one in which you enter commands to communicate with the computer system. A menu-driven interface is one in which you choose a command from menus displayed on the screen. This interface eliminated the need to know every command by memory
· Most current personal computers use a graphical user interface (aka: GUI)
· The GUI uses windows, menus, icons, and new to the list, gadgets

· You need the operating system to manage the processor in order to listen to music, browse the internet, and work on a PowerPoint presentation all the same time
· Every keystroke, mouse clip on programs or documents is a called an event
· When you tell your computer to print you document, the printer generates a unique signal called an interrupt that tells the OS that it is in need of immediate attention
· These requests are placed in the interrupt table in the computer’s primary memory (aka: random access memory, RAM)
· The operating system processes the task assigned a higher priority before processing a task that has been assigned a lower priority. This is called preemptive multitasking
· Putting a “memo” in a special location in RAM - > Stack - > as a reminder of where the CPU was before it left in order to print the document 
· If the printer is already in use, the OS puts the request in another temporary storage area, the RAM (called the buffer). It will wait in the buffer until the spooler, a program that helps coordinate all print jobs currently being sent to the printer, indicates the printer is available. A line (aka: queue) is formed so that the printer can process the requests in order
· OLPC – One Laptop Per Child

· The OS is responsible for coordinating the space allocations in RAM to ensure that there is enough space for all the waiting instructions and data
· RAM has limited space capacity 
· Most computers sold for home use have between 1 and 4 gigabytes(GB) of RAM 
· Virtual memory borrows excess storage capacity from the hard drive when there is not enough capacity in RAM
· When more RAM is needed, the operating systems swaps out from RAM the data or instructions that have not been recently used and moves them to a temporary storage area on the hard drive called the swap file (aka: page file)
· This condition of excess paging is called trashing 
· If it weren’t for the OS, all files and applications you save to the hard drive and other storage locations would be an unorganized mess. Fortunately, the OS has a file management system that keeps track of the name and location of each file you save and the programs you install
· Each device attached to your computer comes with a special program called a device driver that facilitates the communication between the hardware device and the operating system 
· These devices whose drivers are included in Windows are called Plug and Play (PnP)

· The PnP is a software and hardware standard that Microsoft created with the Windows 95 OS
· PnP is designed to facilitate the installation of new hardware in PCs
· PnP enables users to plug in their new device to a port on the system unit and use it immediately (Ex: USB)
· Software applications feed the CPU the instructions it needs to process data. These instructions take the form of computer code
· Rather than having the same blocks of code for similar procedures in each software application, the operating system includes the blocks of code – called application programming interfaces (APIs - > Ex: Microsoft DirectX) – that software applications need to interact with it
· To create programs that can communicate with the operating system, software programmers need only refer to the API code blocks in their individual application programs rather than including the entire code in the application itself
· When your computer is turned on, it runs through a special boot process (or start-up process) to load the operating system into RAM. The term boot, from bootstrap (a small program used to start a larger program, alludes to the straps of leather, called bootstraps, that men used in former times to help them pull on their boots
· The boot process:

· The basic input/output system (BIOS) is activated by powering on  the CPU

· The BIOS checks that all attached devices are in place (called a power-on self-test, or POST)

· The operating system is loaded into RAM

· Configuration and customization settings are checked

· When the boot process occurs on older computers you will hear sounds and see light illuminate. Although, I newer computers, a welcome screen appears
· BIOS (basic input/output system) is a program that manages the data between the operating system and all the input and output devices attached to the system, hence the name
· BIOS is responsible for loading the OS from its permanent location on the hard drive into RAM. BIOS itself is stored on a special read-only memory (ROM – Is permanent!) chip on the motherboard
· The POST consists of a test on the video card and video memory, a BIOS identification process , and a memory test to ensure that memory chips are working properly
· CMOS (complementary metal-oxide semiconductor) is a special kind of memory that uses almost no power
· CMOS contains information about the system’s memory, types of disk drives, and other essential input and output hardware components
· System files are the main files of the OS
· The kernel is responsible for managing the processor and all other components of the computer system (the kernel = memory resident)
· The registry contains all of the different configurations used by the OS and by other applications
· The verification of your login name and password at the end of the boot process is authentication. This process blocks unauthorized users from entering the system
· If your computer freezes (1) press the Ctrl+Alt+Del keys at the same time to access the Task Manager or (2) press and hold down the Power button
· Sometimes, if the boot process doesn’t work, uninstall any recently installed software or hardware and install it once the boot process is over
· Safe Mode is a special diagnostic mode designed for troubleshooting errors. When it is in Safe Mode, only the system’s essential devices- such as the mouse, keyboard, and monitor – function

· While in safe mode, you can use the Device Manager, a feature in the operating system that lets you view and change the properties of all devices attached to your computer
· Last Known Good Configuration (F8 during boot process) – if there is a problem during your boot process, the operating system starts your computer using the registry information that was saved during the last shutdown
· System Restore can be used to roll back to a past configuration
· Windows Vista includes new features called the Sidebar: is a paned on the right side of the desktop that organizes gadgets for easy access, and Gadget: can be any items you refer to frequently, including weather information, calendar items, calculators, games, photo albums, and more
· Toolbars or ribbons: groups of icons collected for easy access
· Scrollbars: bars that appear at the side or bottom of the screen that control which part of the information is displayed on the screen
· Windows Flip: Alt+Tab: You can scroll through open windows
· File management: Entails providing organizational structure to the computers contents
· A file is a collection of information stored together for easy reference. A file in an operating system is a collection of program instructions or data stored and treated as a single unit. Files are stored in the hard drive, a flash drive, or another storage medium for permanent storage
· The C drive is the top of the filing structure of the computer system and is referred to as the root directory
· Windows Explorer lets you see the contents of your computer (Right-click the Start button and choose Explorer)
· Icon Views:

· Tiles view: In list form, includes file name, application associate with the file, file size
· Details view: Most interactive view. In list form with additional information
· List view: Smaller icons and file names. This is good if you have a lot of content in the folder and need to see most or all of it at once
· Small or Medium Icon views: In list form, no file information besides file name, small or medium icons. Although, other info is displayed on the side  when clicking once on the file
· Large Icon view: replaces thumbnails views of windows xp, shows the contents of folders as small images
· Instant Search to find files on your computer. For Mac OS Leopard: its called Spotlight (Sherlock in earlier versions)

· An extension, or file type, follows the file name and a period or dot

	Extension
	Type of Document
	Application

	.doc 
	Word
	2003

	.docx
	Word
	2007

	.wpd
	Word
	Corel WordPerfect

	.xlsx
	Spreadsheet
	Excel

	.accdb
	Database
	Access 2007

	.pptx
	Pwrpoint
	2007

	.pdf
	Portable Document Format
	Adobe Acrobat or Reader

	.rtf
	Text
	Any program

	.txt
	Txt
	Any program

	.htm or .html
	Web page
	Any program that can read html

	.jpg
	Joint Photographic Experts Group (JEPG) image
	Programs that display images

	.gif
	Graphic Interchange Format (GIF) image
	Programs that display images

	.bmp
	Bitmap Image
	Windows

	.zip
	Compressed file
	WinZip


· You can determine the location of a file by its file path. The file path starts with the drive in which the file is located and included all folders, subfolders, the file name, and extension

· Backslashes(/,\) referred to as path separators

· Utility programs are small applications that perform special functions. They help manage system resources (disk defragmenter), others help make your time and work on the computer more pleasant (screensavers), and still others improve efficiency (file compression utilities) 

· Utilities are usually in the Control Panel (start menu, programs, accessories, and system tools)

· Screen savers are animated images that appear on a computer monitor when no user activity has been sensed for a certain time

	Windows Utility Programs
	Program Name
	Function

	Add or Remove Programs
	
	Property installs and uninstall software

	Windows explorer file compression
	WinZip
	Reduces file size

	Automatic backup
	Norton ghost
	Backs up important info

	Disk cleanup
	Ccleaner, mcafee quick clean
	Removes unnecessary files from hard drive

	Disk defragmenter
	Norton systemworks
	Arranges files in hard drive

	Error-checking
	Previously Scandisk
	Check the hard drive for damaged files

	Task manager
	
	Shows programs running on computer

	Task scheduler
	
	Schedules programs to run automatically at prescribed times

	System restore
	Farstone RestorelT!
	Restores system to a previously stable state


· Clear type is a default setting (in Vista) that smoothes the edges of screen fonts to make text easier to read 

· File compression utility is a program that takes out redundancies in a file to reduce the file size

· Most compression programs look for repeated patterns of letters and replace these patterns with a shorter placeholder. The repeated patterns and the associated placeholder are cataloged and stored temporarily in a separate file called the dictionary
· In order to decompress a file you compressed, you use the same program!

· Cleanup is a windows utility that cleans, or removes, unnecessary files from your hard drive

· Sometimes the system becomes confused, leaving references on the file allocation table or FAT (an index of all sector numbers in a table) to files that no longer exist or have been moved

· Error-checking is located in Disk Properties in windows xp and vista, older versions it can be found in System tools
· Task Manager: Ctrl+Alt+Del

· Data is recorded on hard disks in concentric circles called tracks, which are further broken down into pie-shaped wedges called sectors. The data is further identified by clusters, which are the smallest segments within the sectors
· Everytime you start your computer or install a new program, your computer creates a snapshot of your entire system’s settings. This snapshot is called a restore point
· When using Automatic Backup Utility from Vista, you create a duplicate copy of all data on your hard disk and copy it to another storage device such as a DVD or external hard drive. On Mac’s, it is called Time Machine
· Ease of Access Center: location for assistive technology and tools to adjust accessibility settings (In control panel)
· High Contrast: allows you to select a color-scheme setting in which you can control the contrast between text and background
· Magnifier: creates a separate window that displays a magnified portion of your screen. Make the screen more readable for users who have impaired vision. Narrator utility is a very basic speech program that reads what is on-screen
· On-Keyboard: Displays keyboard on screen, you type by clicking on or hovering over the keys with a pointing device (mouse or trackball)
· Windows Speech Recognition: allows you to dictate text and control your computer by voice
CH 4 Understanding and Assessing Hardware: Evaluating Your System

-Moore`s law, named after Gordon Moore describes the pace at which CPUs (central processing units) change. Other features on computers change in time; the capacity of memory chips such as dynamic random access memory (DRAM) increases 60% every year.

-Ideal computer, depending on what the person needs. It is different for everyone and relies on the purpose the individuals will make of their computers. Educational uses, business uses, entertainment uses, portability uses (desktop (easier for upgrade) or notebook)

-Evaluate your computer’s sub systems (system evaluation)

CPU subsystem

memory subsystem (computers random access memory or RAM)

storage subsystem (hard drive and other drives)

video subsystem (video card and monitor)

audio subsystem (sound card and speakers)

computer ports

1-CPU, processes instructions, performs calculations, manages flow of information through computer system and is responsible for processing data you input into other information. There are several types of processors; Intel processors (the Pentium family, the Core Duo family, the Centrino family) and AMD processors (Phenom and Athlon). Every time the CPU performs an operation it: First fetches the required pieces of info or data from the RAM, Second decodes the instructions the computer needs while running, Third decodes the instructions into something the computer understands. Fourth executes the instructions and stores the result in the RAM before restarting. This is called a machine cycle. The CPU`s pace is measured and known as clock speed where the CPU goes through a very stable and regular pace. Processor speed is measured in Hz (hertz), Hz means machine cycles per second, and goes through millions or billions of cycles per second. CPU speed can be affected by the FSB (front side bus) which is the ``highway`` on which data travels between the CPU and RAM. The wider the highway the faster everything goes, the speed on the highway is measured in MHz (megahertz). Cache memory can also affect the speed of the CPU, cache memory is memory which more accessible to the CPU than regular RAM therefore also faster than RAM. There are various levels of cache memory and are defined by the chip’s proximity to the CPU.
Some computers may also have specialized CPUs and the same thing can occur with processors. CPU speed depends on the computer and is specific to the computer. CPU speed also depends on what is required by the computer user (how many programs are open, running at the same time...) Task Manager and Activity manager are tools which make the reading of the CPU easier by the computer user.  CPUs come in different ranges and for different uses and are very expensive to purchase individually.

The CPU is composed of 2 units: the control unit and the arithmetic logic unit (ALU
Control Unit-
coordinates the activities of all other computer components
ALU- 

performs all arithmetic calculations


makes logic and comparison decisions (>,<, =...)

2-Evaluating RAM, random access memory, is temporary storage space or short term memory. RAM is considered volatile storage since it is memory used only when the computer is running. When the computer is turned off the data stored in the RAM is cleared out. It is faster for a CPU to pick up pieces of info and data from the RAM than from the hard drive (1 million times faster) it is therefore critical to have enough RAM. RAM is found on the mother board on memory modules or memory cards which hold a series of RAM chips. Different types of RAMs for different computers versions. RAM is considered as the computers physical memory and can be looked at in a system properties window to see how much RAM is available. There are minimum requirements of RAM for each program (itunes, office...). when RAM is becoming scarce the computer will get slower and slower and will freeze more often. When this happens the system becomes memory bound which means its limited in how fast it can process operations.

The operating system needs Kernel Memory in order to run. Kernel Memory is the absolute minimum amount of RAM a computer needs in order to start. There is also a maximum limit of RAM to which a computer can have.

3-Storage, temporary storage (RAM) and permanent storage (hard drives, flash drives (thumb drives or jump drives)) : non-volatile. Hard drives are the preferred type; they can carry a lot of memory and are very fast.  Memory is stored on a hard drive via bits 0s and 1s (binary digits). Space is measured with bytes (GB, MB), like computers there are several types with different specifications.
Portable storage, flash drives; non-volatile and is very similar to hard drives but more user friendly (compact and very fast). The same principle applies for external hard drives but they can contain very large amounts of memory.
Optical Storage; very similar to storing data on a disk (CD, DVD...) optical storage stores data as tiny pits that are burned into the disc by a high speed laser.  CD-ROM and all ending with –ROM are read only optical disks and are pre-recorded, ex: audio, movie and others. CD-R and all ending with –R are recordable (they can be burnt). CD-RW and all other ending with –RW means they are rewritable and can be erased to be re-entered.  Different drives are needed to read the different types of the disks and some may be faster than others.

4-Video subsystem, a video card is an expansion that is installed in a computer to translate binary data into images you view on your monitor. It also impacts the colours and the pixel resolution. Some cards allow for input (DVI ports and LCD ports and other video expansions). Cards include their own RAM called video memory.
There are 2 types of monitors LCD (liquid crystal display) and CRT (cathode ray tube).  Each come in a wide variety and with their own specifications and characteristics. 

5-Audio subsystem; speakers and headphones. Like the monitors the come in different types. Sound cards are also available and are like video cards of sound. Expansions can be purchased, both for the card and for the regular speakers. 

6-Computer ports; 

USB (universal serial bus) - most common port of computers and one of the fastest

FireWire (IEEE 1394) - ancestor of the USB but is still used with older technologies

Ethernet port (RJ-45 jack) – used to connect a computer to a local network or a cable modem

DVI – for digital LCD monitors

Super VGA – for analog LCD monitors or CRTs

S-Video – connects PC to TV

Parallel – for printers and sometimes scanners
Computer ports can be added to a computer in a way resembling adding a video card or sound card. Obviously the more connections made via ports to a computer the slower it can get.

7- Evaluating system reliability; overtime files add on and little problems add up which can cause a computer to get slower and slower. To prevent this from happening you should: clean out your start up folder, as some programs install themselves in the start up folder and start when the computer is turned on or rebooted. Clear out unnecessary files, some files accumulate and take up too much space. Run spyware and adware programs, these can help remove problems and detect others which can slow a computer. Run the disk defragmenter utility on your hard drive, this causes files to be reorganized and greatly influences the storage capacity.
Having the latest software systems help improve system performances and can be easily done with current updates mad available.
CH 5 Using the Internet: Making the Most of the Web’s Resources

-Internet, the web is the means we use to access information over the internet, also the web allows for communication in general and for hyperlinks which enable users to jump from one place to the other.
Internet domains grow increasingly each year and spread at a very fast speed.
Podcasts and webcasts; a podcast is a clip of video or audio which can be found on the internet, a webcast is a broadcast of audio or video content over the internet. They are made available through RSS feeds (Really Simple Syndication). A blog is a personal log or journal entry. WIKIs are also found on the web and are web sites which allow the visitors to go on and add things as they wish (ex. Wikipedia).  VOIP: Voice Over Internet Protocol is basically the telephone on the net. Emails with various advantages and disadvantages: web based, client based and private. Group communication: chat rooms.

-Web entertainment: Multimedia and Beyond. MP3s, streaming videos and interactive gaming are part of web entertainment. Some popular programs added to a computer are Adobe Reader, Flash Player, QuickTime Player, Shockwave Player, Windows Media Payer. If the documents viewed are shared then there may be a risk when sharing files with other users.

-E-Commerce. It is conducting business online via advertising and selling products (ex. E-commerce with Dell which sells computers on their website).  There are 2 types of transactions: B2B which stands for Business to Business transaction and B2C which stands for Business to Customer transaction. Payments may become tricky but assure that the payment methods (mostly by Credit Card) are secure ones.

-Managing online annoyances. Spam can be prevented with Spam filters and also by not responding to any Spam. Cookies: are small text files which store themselves automatically on a computer.  They provide information to web sites about mostly browsing habits and also time and duration spent on certain web sites. Cookies don’t go through personal information on the hard drive. Cookies can be deleted easily and can be deleted but do not pose any serious threat to a computer.

Malware, Adware and Spyware
Malware is software with malicious intent, there are three types of Malware: spyware, adware and viruses/worms. Adware is software which displays sponsored advertisement and is considered a legitimate manner of generating revenue for companies (popups). Spyware is software which spy on you and provide information about you (such as habits of internet surfing) and is then returned to the owner of the program which is then mostly used for marketing strategies and techniques. Some spyware programs are almost inoffensive as others contain very malicious programs such as TROJAN HORSES. Most anti-virus softwares detect many malicious programs but rarely spyware. Additional programs which will scan the computer need to be downloaded for spyware detection.

Phishing and Internet Hoaxes
Phishing gets computer users to provide personal info such as security PINS and credit card numbers which can then lead to identity theft. People are lured into what seems to be legitimate but it is then that they provide personal info and that the creator can walk away with all the info they  need in order to practically do anything (from identity theft to outrageous charges on their personal banking cards). Internet hoaxes are very similar but are made from a web of lies in order to get something in return which will not relate to what was promised in the first place (ex: helping some kid in Africa...)

Web Browsers
FireFox, Safari, Opera, Camino. They are easily accessible and mostly user friendly to make surfing the net easier for the user. They each have different characteristics and specifications but their usage is mostly similar, web browsing. 

URLs Hyperlinks and other Tools
A URL (uniform resource locator) is a web site’s address. HTTP (hypertext transfer protocol) is the protocol which allows a computer to transfer information to another computer (surf the net from page to page). If not HTTP than FTP is also a common protocol used to navigate the internet (file transfer protocol). The domain name identifies who the site’s host is.
Searching within web sites is made easy with hyperlinks, with only one click pages can be opened and transferred. Search engines each use a unique set of algorithms to formulate the search and create the resulting index.

Computers connect to internet via a network. A connected computer serves as either a client or a server. Computers can identify each other and know who is who by using the IP address (internet protocol) which is unique to all computers. Boolean operators are words used to refine a search. Words such as AND, NOT, OR, `` ``, % (used in the place of a letter where there can be different spellings of a same word).

Interne Connection
Broadband(Cable, DSL, Fiber-Optic), Satellite, Wireless, Dial-Up


Chapter 5 Notes
The Internet
· Internet, or “Net”, is the largest computer network in the world – actually, a network of networks – that connects billions of computer users

· Concept of the Internet was developed by the US army during the cold war

· Was invented to respond to two concerns: 

· Vinton Cerf and Robert Kahn are generally acknowledged as the “fathers” of the Internet

· The World Wide Web (WWW.) and the Internet are not interchangeable words

· What distinguishes the Web from the rest of the Internet is its use of

· Common communication protocols that enable different computers to talk to each other and display information in compatible formats, and

· Special links (called hyperlinks) that enable users to jump from one place to another on the Web

· The Web was invented many years later (1989) by Tim Berners-Lee, a physicist at the European Organization for Nuclear Research (CERN), wanting a method for linking his research documents so that other researchers could access them

· The original browser could only handle text and was usable only on computers running NeXT operating system

· In 1993 the National Center for Supercomputing Applications released its Mosaic browser for use on Macintosh and Windows OS

· The once popular Netscape evolved from the Mosaic browser

· Rapid growth of the Internet in the early to mid-1990s led to nearly the entire world having access to an Internet connection by 1997

· Number of Web Sites on the Internet grew exponentially

· In December 1990, the first Web Site was hosted on the Web => Four years later 10,000 sites online => by June 1996, 252,000 Web Sites

· Internet also used for shopping, searching for information, and just browsing the Internet for fun

Communicating Through the Internet: E-Mail and Other Technologies

· E-mail is fast becoming the main form of communication in the 21st centure

· Not only form of communication => Instant Messaging, blogs, podcasts, chat rooms, news-groups, VoIP

Instant Messaging
· Instant Messaging (IM) services are programs that enable you to communicate in real time with others who are online
· ICQ, Yahoo!, Google, Windows Live Messenger, and AIM
· Buddy List is a list of contacts on your IM chat program
Podcasts and Webcasts
· A podcast is a clip of audio or video content that is broadcast over the internet using compressed files – MP3s for example

· Radio shows, audio books, magazines, etc.

· Must subscribe to be able to access them

· Podcasts are possible because of RSS technology (Really Simple Syndication)

· XML-based format that allows frequent updates of content on the WWW

· Web content can be formatted in such a way that aggregators (programs that search for new Web content)

· Podcasts can be found all over the web

· To listen to podcasts you need a computer, an internet connection and you need to install an aggregator (iTunes)

· Anyone can create podcasts

· Need a computer with a microphone/webcam

· Additional software may be needed to edit the video/sound (Sound-editing and video-editing software)

· A Webcast is the broadcast of audio or video content over the internet
Blogs (Weblogs) and Video Logs (VLogs)
· Weblogs (or blogs) are personal logs, or journal entries, that are posted on the web

· Simple to create (120,000 new blogs are created every day)

· Used as personal scrapbooks or a particular news topic (Computers, Sports, etc.)

· To create a blog you simply need to find  a Web Site that provides the necessary tools for you to create your own (Blogger.com, Livejournal.com, etc.)

· Spam blogs are artificially created blog sites filled with fake articles or stolen text (known as blog scrapping)

· Created to increase search engine rankings

· Video Logs (Vlogs or Video Blogs) are personal journals that use video as the primary content in addition to text, images, and audio (Youtube.com)

Wikis
· A wiki is a type of web site that allows users to change its content by adding, removing or editing the content (Wikipedia.org)

· Wikis add the extra benefit of tracking revisions so that past versions can be easily accessed at any time by any reader

· Wikipedia measured for accuracy in late 2005 and was found to be as accurate as the Encyclopaedia Britannica
· Citizendium (Citizendium.org) is an example of a wiki encyclopaedia that requires users who want to change information to register (to thwart malicious editing of the wiki content)

· Wikis provide an excellent source for collaborative writing in the classroom and in business

Voice over Internet Protocol (VoIP)
· VoIP is a form of voice-based Internet communication that turns an Internet connection into a means to place phone calls

· All that is needed is the internet and a microphone

· 3 Types – 1) Computer-based, 2) Special Adaptor (Vonage) 3) Buying a special IP phone that connects via USB or WiFi

· Low costs (long distance)

· However it does have sound quality and reliability issues & loss of service if power is interrupted & 911 calls being unable to be traced back to the caller

· Security risks include those similar to those for e-mail (spam) and fraud

E-Mail
· E-Mail is a written message that s sent and received over electronic communication systems

· Fast and convenient => lowers costs

· E-Mail is not encrypted therefore should not be used to disclose personal information

· E-Mail clients such as Outlook are software programs running on your computer 

· Only able to view e-mail from the computer on which the client program is installed

· Web-based e-mail accounts can be accessed from anywhere (Hotmail, Gmail, etc.)

· E-Mail clients are useful for calendar, tasks, and contact lists functions as well as funnelling all of your e-mail accounts into one inbox

Group Communication
· General rules of etiquette for group communication (often referred to as netiquette)

· Social networking sites => Facebook

· Multiplayer Online Games => Xbox Live, World of Warcraft, Etc.

· Chat Rooms => form of synchronous communication in real time online

· Newsgroup => Similar to a discussion group where people create threads (read and reply)

· Listservs => Electronic Mailing lists of e-mail addresses of people who are interested in a certain topic

Web Entertainment: Multimedia and beyond
· Multimedia is anything that involves one or more forms of media in addition to text

· Steaming audio continuously feeds an audio file to your browser so you having to wait for the entire file to download completely before listening to it (Similarly with steaming video)

· To hear and view some multimedia files you need a plug-in or player 

· When you’re on the Internet, your browser keeps track of the web sites you’ve visited so that it can load them faster the next time you visit them.  This cache (or temporary storage place) of the HTML text pages, images, and video files from recently visited web sites can make you Internet surfing more efficient.

Conducting Business over the Internet: E-Commerce

· E-Commerce, or electronic commerce, is the process of conducting business online such as through advertising and selling products

· Traditional stores that have an online presence are referred to as click-and-brick businesses

· Bestbuy.com, target,com

· 3 Types of E-Commerce => business-to-consumer (B2C), Business-to-business (B2B), and Consumer-to-consumer (C2C)

E-Commerce Safeguard
· Can actually be safer than traditional retail shopping because it eliminates a salesclerk

· https:// => ‘s’ at the end of http stands for “secure”
Managing Online Annoyances
Spam
· A spam filter is an option you can select in your e-mail account that places known or suspected spam messages into a folder other than your inbox

· Catch up to 95% of spam

Cookies
· Cookies are small text files that some web sites automatically store on your computer’s hard drive when you visit the site

· Cookies file assigns an ID number to your computer which makes your return visits to a website more efficient and better geared to your interests

· Provide information about your browsing habits

· The only personal information a cookie obtains is the information you supply when you fill out forms online

Malware, Adware and Spyware
· Malware is software that has a malicious intent

· Three forms of malware: adware, spyware, and viruses and worms

· Adware and spyware (grayware) are primarily intrusive, annoying, or objectional online programs that are downloaded to your computer

· Adware is software that displays a sponsored advertisements in a section of your browser window or as a pop-up ad box

· Pop-up windows have been referred to as billboards of the Internet

· Spyware is an unwanted piggyback program that downloads with the software you want to install from the Internet and runs in the background of your system

· Use tracking cookies to collect information
Phishing and Internet Hoaxes
· Phishing lures Internet users to reveal personal information such as credit card numbers, etc.

· Send e-mail messages that look like they are from legitimate businesses such as an online bank

· Needs to update information

· Internet Hoaxes contain information that is untrue

Accessing the Web: Web Browsers, URLs, Hyperlinks, and Other Tools
· A web browser is software installed on your computer system that allows you to locate, view and navigate the web

· Toolbars provide convenient navigation

· Uniform Resource Locator (URL)

URLs
· Composed of several parts

· First part indicates the set of rules, or protocol (usually followed by a colon, & 2 //)

· Second part is the domain name (host name)

· Hypertext transfer protocol (HTTP) allows files to be transferred from a computer that hosts the web site you are requesting (known as the web server) so that you can see it on the web page

· File transfer protocol (FTP) is used to upload and download files from one computer to another

· A domain name identifies the site’s host
· The suffix proceeding the domain name (.com for example) is called the top-level domain (TLD)
· Identifies the organization to which the host belongs

· Specific country codes assigned (.ca, .us, .uk, etc.) as well as organizational codes (.com, .org, .biz, etc.)

· The information after the TLD is called the path or subdirectory
· /page/whatever

Hyperlinks and Beyond
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· History list also shows all the web sites and pages that you have visited

Favorites, Live Bookmarking, and Tagging
· Favorites or bookmarks place a marker of the site’s URL in an easily retrievable list in your browser’s toolbar

· Live bookmarks delivers updates to you as soon as they become available

Search Engines
· Search engines are a set of programs that searches the web for specific words, or keywords, you wish to query and then returns a list of web sites on which keywords are found

· Subject directories are structured outlines of web sites organized by topics and subtopics (www.lii.org)

· Metasearch allows you to search multiple search engines

· Search engines have three parts

· Spider constantly collects data on the web, following links in web sites and reading 

· Indexer program organizes the data into a large database

· Search engine software searches the indexed data in your web browser as a list of hits, or sites that match your search

· Each search engine uses a unique formula or algorithm to formulate the search and create the resulting index of related sites

· They also differ in how they rank sites (mostly by number of hits)

· Differ in which sites they search (i.e. specialty sites such as dailystocks.com)

Subject Directories
· Organized by topics and subtopics

· Yahoo! One of the original subject directories

· Mostly organized by commercial and consumer information

· Great for finding information on general topics (such as sports and hobbies)

Evaluating Web Sites
· Before you use an Internet resource, consider the following

· Authority: Who the author is

· Bias: Is the site biased?

· Relevancy: Is the information on the site current?

· Audience: For what audience is the site intended?

· Links: Are the links available and appropriate?

The Internet and How it Works
The Internet’s Clients and Servers
· A computer connected to the internet acts as a client or a server
· Client is a computer that asks for the data

· Server is a computer that receives the request and returns the data to the client

· Referred to as a client/server network
· Internet backbone is the highway in which all data flows and where it breaks off into smaller pathways until it reaches its destination

· Each time you connect to the internet you are given an Internet Protocol address (IP Address – 69.342.24.1)

· Means by which all computers are connected to the internet

· Assigned text names (URLs)

· Pg. 257 Figure 5.27 => diagram on how it works and the steps it takes

Connecting to the Internet
· Dial-up connection – you connect to the internet through a standard telephone line

· Broadband connection – include cable, satellite and DSL

Broadband Connections
· Digital subscriber line (DSL) uses a standard phone line to connect your computer to the internet

· Cable uses your television’s cable service provider to connect to the internet

· Fiber-optic which uses plastic or glass cables to transfer the data at the speed of light

· Cable is faster than DSL which is faster than Satelite & Fiber-optic is faster than all
· Speeds vary by neighbourhood
Cable
· Cable Internet Connection use coaxial cable

· Not a given even when there is cable TV in your home (Needs to be two-way)

· Requires a cable modem which is then connected to an expansion card called a network interface card (NIC)
· Cable internet is shared between neighbours which means it is periodic with respect to its speeds (decreases in connection speeds)

DSL
· Uses wires in the phone wire to send and receive data

· Not a given that you have access to DSL just because you have a phone line

· Special DSL modem needed

· Ranges from 500 Kbps to 6 Mbps

· ADSL (asymmetric digital subscriber line) receives data faster than sending

· SDSL (symmetric digital subscriber line) sends and receives at the same rate

· Does not share lines with neighbours (no decrease in connection speeds at peak hours)

· Speeds depend on proximity to central offices of the company

Fiber-Optic Service
· Fiber-Optic Service (FiOS) are strands of pure glass that are as thin as human hair

· Arranged in bundles known as optical cables and transmit data via light signals

· Speeds can reach up to 30 Mbps

· Cost is a definite disadvantage

Satelite
· A satellite dish is placed outside your home to connect to the service 

· Almost anyone in the united states can receive satellite internet

· Slow connection speeds only drawback

Wireless
· In order to connect to the internet wirelessly you need to be in a wireless fidelity (WiFi) hot spot and have the right equipment on your mobile device

· Wireless adaptors go into the PC card slot or USB port

· Aircards are devices that enable users to have wireless Internet access with mobile devices such as PDAs and notebooks

· Most public hot spots are unsecured 

Dial-up Connections
· Dial-up modems converts the digital signals the computer understands to the analog signals that can travel over phone lines

· PC Cards are small credit-card sized devices that are inserted into a special slot in the notebook

· Data Transfer Rate is the measurement of how fast data travels between computers (Also referred to as connection speed)

· Large Scale Networking (LSN) is to fund the research and development of cutting-edge networking and wireless technology and to increase the speed of networks

· Internet2 is an ongoing project sponsored by more than 200 universities to develop new Internet technologies and disseminate them as rapidly as possible to the rest of the Internet community (supports up to 9.6 Gbps)
Access Chapter Notes (ch.6 & 7)

Multiple Choice
· Which of the following is a primary key? A Student ID in a college registration system
· The purpose of a form is to: simplify the entry of data into a table.
· Each of the following is an Access data type, EXCEPT: data
· A date, such as 11/20/2009, is an example of what kind of data type? Date/time
· The data type for a graphics file, such as a picture of a product is a(n): OLE object
· Each row in a table contains a(n) record
· In a table, the specific field names are displayed at: the top of each column of the table.
· To open the Relationships window, which tab do you click on the Ribbon? Database Tools
· To view a table in Design view: in the Views group, click the View button and click Design view
· A database template contains pre-built: forms
· To create a relationship between two tables, the two connected fields must have the same: data type and field size.
· The purpose of a query is to: retrieve and display specific data from a table.
· To create a relationship between two tables, click the Database Tools tab on the Ribbon and select the Relationships button in which group? Show/Hide
· If no sort order has been chosen, the default sort order is by the: primary key field
· Which function key will activate the Access Help window? [F1]
True or False
· In a relational database, you can retrieve information from only one table. FALSE
· Plus signs to the left of a record in a table indicate that related records exist in a related table. TRUE
· You can make changes to a table in either Datasheet or Design view. TRUE
· When you close an Access table, any changes made to the records are saved automatically. TRUE
· Data that has been organized in a useful manner is referred to as information. TRUE
· A table template can not be customized. FALSE
· In Access, you name and save the database after creating an object in the database. FALSE
· In Access, you must use a template to create a new Access database. FALSE
· In a one-to-one relationship both tables use the same field as the primary key. TRUE
· Field names are listed at the beginning of each row. FALSE
· When you create a table, Access will define the first field as the primary key field. TRUE
· A record is a row of all the categories of data pertaining to one person, place, thing, or event. TRUE
· The Design view shows columns and rows similar to an Excel spreadsheet. FALSE
· A field in a table can have more than one data type. FALSE
· Records that you edit or create using a form automatically update the appropriate table(s). TRUE
· Records that you edit or create using a form automatically update the appropriate table(s). TRUE

· The Design view shows columns and rows similar to an Excel spreadsheet. FALSE
· Access is a database management system. TRUE
· In a relational database, you can retrieve information from only one table. FALSE
· A form displays only one record in the database at a time. TRUE
· Tables are joined in a relational database by relating the primary key field in one table to a foreign key field in another table. TRUE
· Before you close an Access table, you must click Save from the Office menu. FALSE
· A blank database has no data and no database tools. TRUE
Definitions

· An association that is established between two tables using common fields
· relationship
· A set of rules that Access uses to ensure that the data between related tables is valid
· Referential integrity
· A database object that retrieves (selects) specific data from one or more tables and then displays the specified data in datasheet view
· Data source
· When sorting on multiple fields in datasheet view, the field that will be used for the first level of sorting
· Outermost sort field
· The table or tables from which a query selects its data
· Select query
Excel Chapter Notes (ch.9-10-11)
Multiple Choice
· The AutoFill feature can generate a series of values into adjacent cells based on the value of other cells.
· To reopen a workbook once Excel is opened, you can check the recent documents from the Office menu to see if the file is there and click on it. 

· To create a pie chart you must select two range(s) of data.
· You can enter data on several worksheets at the same time by selecting and grouping multiple worksheets. 

· Format recognition refers to a cell maintaining the formatting of the number typed in the cell even when you delete the number and replace it with another number.
· To specify ranges of cells that are nonadjacent, separate the ranges with a comma
· Use the wrap text command to display text on two lines within a cell.
· When cells are selected and the Copy or Cut command is performed on them, the data is placed on the Office clipboard
· You can use the Auto Fill feature to continue a series for any pattern that is established with two or more cells. 

· The intersection of a column and row is called a cell
· On a column chart, the category labels display along the x axis.
· A moving border surrounds the selected range to be copied.
· The arguments are the values that an Excel function uses to perform calculations or operations.
· The MEDIAN function finds the middle value.
· The Formula AutoComplete feature will provide a list of available functions if you type = and the first letter of a function in the Formula Bar.
· To simultaneously close your workbook and the Excel program click exit Excel from the Office menu. 

· The keyboard shortcut to view Print Preview is: [Ctrl] + [F2].
· New rows are inserted above the selected row and existing rows shift accordingly.
· Under Date category, if type 3/14 is selected, only the month and day will display in the cell.
· A green triangle in the upper left corner of the cell will display to indicate a cell contains an error message.
· Conditions that you specify in an Excel function are called: criteria
· The function key used in Excel to repeat the last action when inserting columns and rows is: [F4]
· Commonly used Font formats are found on the font group on the Ribbon.
True or False

· There will be more values listed above the MEDIAN than there are below it. FALSE
· AVERAGE is not affected by a value that is greatly different from the rest of the numbers. FALSE
· IF function will return only true or false depending on the result. TRUE
· Column titles CANNOT be used as table headers in Excel. FALSE
· A small funnel will appear to indicate a filter has been applied to data in a table. TRUE
· When you save a workbook, each worksheet will have a different file name. FALSE
· If you want text to appear on multiple lines within a single cell, format the cell to wrap the text. TRUE 

· Formulas copied from one cell in a worksheet to another worksheet will keep the same number formats as the referenced cells. TRUE
· Each worksheet in a workbook must have the same header and footer. FALSE
· In a table, Excel will sum ONLY the visible rows meaning data that is contained in hidden rows is not included in the total. FALSE
· Pie chart ranges should always include the cell that contains the total. FALSE
· You can insert the SUM function from the Math & Trig button. TRUE

· When you utilize the Freeze Panes command, columns to the right of the active cell will be stationary. FALSE
· Column titles CANNOT be used as table headers in Excel. FALSE
· A small funnel will appear to indicate a filter has been applied to data in a table. TRUE
· In a conditional format, the cell range appearance will change if the condition is false. FALSE
· Each worksheet in a workbook must have the same header and footer. FALSE
· It is usually best to use columns rather than rows for the most abundant data in the worksheet. FALSE
· The cell address of the active cell always displays in the Formula Bar. FALSE
· Excel data that is placed on the Office Clipboard is available to be placed in other Office programs. TRUE
· Dates represent a type of value that can be entered into a cell. TRUE
· If a formula references a range of cells that contain a variety of formats, the format from the cell in the lower right corner of the range will be applied. FALSE
· Cells that are too narrow for numbers to display will be filled with asterisks (*). FALSE
· The worksheet title is typically placed in row one and centered above the columns of data. TRUE
· Logical functions typically use conditional tests to determine whether specified conditions are true or false TRUE
· Cell contents CANNOT be moved by using drag-and-drop. FALSE
· To manage several groups of data, you can insert more than one table in the same worksheet. TRUE
Definitions

· An Excel file that contains one or more worksheets


· Workbook

· An element in the Excel window that displays the value or formula contained in the active cell, and in which you can enter or edit values or formulas

· Formula bar

· The user interface in Office 2007 that groups the commands for performing related tasks on tabs across the upper portion of the program window

· Ribbon

· The identification of a specific cell by its intersecting column letter and row number

· Cell reference

· Anything typed into a cell

Constant value
1

