MODULE 1

· Computers are data processing devices: it gathers, processes, outputs and stores the data.
· Data is a representation of a fact, a figure, or an idea  number, word, picture, or even a recording sound (meaningless).
· Information is data that has been organized or presented in a meaningful fashion.
· Computers process data into information
· To process information, computers need to work in a language they understand called binary language, two digits: 0 and 1
· Each 0 and 1 is a binary digit, or bit for short. 
· Eight bits combine to create one byte.
· Kilobyte (KB) = 1000 bytes, a megabyte (MB) = 1 million bytes, a gigabyte (GB) = 1 billion bytes, and a terabyte (TB) = 1 trillion bytes. 
· Hardware is any part of the computer you can physically touch.
· Software is the set of computer programs that enables the hardware to perform different tasks.
· Application software is the set of programs you use on a computer to help you carry out tasks such as writing a research paper. 
· System software is the set of programs that enables your computer’s hardware devices and application software to work together. Most common type is operating system (OS)—the program that controls the way in which your computer system functions.
· A notebook computer (laptop) is a portable computer that is powered by batteries and has a keyboard, a monitor, and other devices integrated into a single compact case.
· A netbook is a small, lightweight notebook computer that is generally 7 to 10 inches wide and has a longer batter life than a notebook.
· A tablet PC is similar to a notebook but features a touch-sensitive screen that can swivel and fold flat. 
· A desktop computer is intended for use a single location and therefore is stationary. 
· A peripheral device is a component, such as a monitor or keyboard that is connected to the computer. 
· A mainframe is a large, expensive computer that supports hundred of users simultaneously.
· A supercomputer is a specially designed computer that can perform complex calculations extremely rapidly. 
· An embedded computer is a specially designed computer chip that resides in another device, such as your car or the electronic thermostat in your home. 
· An input device enables you to enter data and instructions into the computer. Most common input devices are the keyboard and the mouse: keyboard is used to enter typed data and commands, and mouse is used to enter user responses and command. 
· Bluetooth technology is wireless transmission standard that facilitates the connection of electronic computing devices such as cell phones, smartphones, and computers to peripheral devices such as keyboards and headsets.  
· A cursor control key is also known as an arrow key because each one is represented by an arrow on standard keyboards.
· An optical mouse uses an internal sensor or laser to detect the mouse’s movement.
· A trackball mouse has the rollerball on top or on the side of the mouse, and you move the ball with your fingers, allowing the mouse to remain stationary.
· Touch pad is a small, touch sensitive area at the base of the keyboard.
· A touch screen is a display screen that responds to commands initiated by a touch with a finger or stylus.
· A flash drive is a portable electronic storage device that connects to a USB port on a computer.
· A microphone or mic is a device that allows you to capture sound waves and transfer them to digital format on your computer.
· An output device enables you to send processed date out of your computer in the form of text, pictures, sounds, or video. A common output device is a monitor, which displays text, graphics, and video as soft copies (copies you can see only on screen). 
· The most common type of monitor is a liquid crystal display (LCD) also called a flat-panel monitor, which is light and energy efficient. 
· Monitor screens are grids made up of millions of tiny dots, each of which is called a pixel. 
· The aspect ratio is the width-to-height proportion of a monitor. 
· The screen resolution, or the clearness or sharpness of the image, reflects the number of pixels on the screen.
· Contrast ratio is a measure of the difference in light intensity between the brightest white and the darkest black that the monitor can produce. 
· Viewing angle – an LCD’s viewing angle, which is measured in degrees, tells how far you can move to the side of (or above or below) the monitor before the image quality degrades to unacceptable levels.
· Brightness is measured as candelas per square meter or nits and is the measure of the greatest amount of light showing when the monitor is displaying pure white.
· Response time is the measurement (in milliseconds) of the time it takes for a pixel to change color. 
· Nonimpact printer sprays ink or uses laser beams to transfer marks onto the paper.
· Impact printer has tiny hammer like keys that strike the paper through an inked ribbon, making marks on the paper.
· Inkjet printer is the standard type of printer found in most homes. They’re affordable and produce high-quality color printouts quickly and quietly.
· Inkjet printers work by spraying tiny drops of ink onto paper and are great for printing black-and-white text as well as color images.
· A laser printer uses laser beams and static electricity to deliver toner onto the correct areas of the page.
· All-in-one printer is a device that combines the functions of a printer, scanner, copier, and fax into one machine.
· Plotters produce over-size pictures that require the drawing of precise and continuous lines, such as maps, detailed images, and architectural plans.
· Thermal printers work either by melting wax-based ink onto ordinary paper or by burning dots onto specially coated paper.
· Speed of the printer is expressed in pages per minute or ppm.
· Resolution is measured in dots per inch or dpi, which is the number of dots of ink in a one-inch line.
· Speaker is an output device for sound.
· Surround-sound speaker is a system of speakers and audio processing that envelops the listener in full 360-degree field of sound.
· Motherboard is the main circuit board that contains the central electronic components of the computer, including the computer’s processor (brain), its memory, and the many circuit boards that help the computer function.
· On a desktop, the motherboard is located inside the system unit, the metal or plastic case that also houses the power source and all the storage devices.
· The motherboard contains the set of chips that powers the system, including the central processing unit (CPU). It also houses ROM, RAM, and cache, the chips that provide the short-term memory for the computer.
· A sound card is an expansion card that provides a connection for the speakers and microphone, whereas a video card provides a connection for the monitor.
· Modem card provides the computer with a connection to the Internet via a traditional phone line, and a network interface card (NIC) enables your computer to connect with other computers or to a cable modem to facilitate a high-speed Internet connection.
· Random access memory (RAM) is the place in a computer where the programs and data the computer is currently using are stored. 
· RAM is a temporary or volatile storage unit because it is erased when the computer is turned off.
· Read-only memory (ROM) holds all the instructions the computer needs to start up when the computer is powered on. 
· ROM is permanent/nonvolatile storage and therefore not erased when the power is turned off.
· The central processing unit (CPU or processor) is sometimes referred to as the “brains” of the computer because it controls all the functions performed by the computer’s other components and processes all the commands issued to it by software instructions. 
· One factor that effects CPU performance is the number of cores, or processing paths, a processor has. 
· Front side bus (FSB) determines how fast data is exchanged between the CPU and the RAM.
· To save data permanently, you need to save it to the hard drive or to another permanent storage device located in your desktop or notebook computer in a space called a drive bay.
· Internal hard drive usually holds all permanently stored programs and data. External drive bays is used to back up data that is contained on an internal hard drive in case a problem develops with the internal hard drive and data needs to be recovered.
· Hard drive is your computer’s primary device for permanent storage of software and documents  nonvolatile storage.
· Optical drives save data to a compact disc (CD), digital video disc (DVD), or Blu-ray disc (BD) as tiny pits that are burned into the disc by a high-speed laser.
· Flash drive (jump drive, USB drive, thumb drive) is a way of storing portable data.
· Solid state drive (SSD) does not have any spinning platters or motors, so they are more efficient, run with no noise, emit very little heat, and require very little power. 
· Port is a place through which a peripheral device attaches to the computer so that data can be exchanged between it and the operating system.
· Universal serial bus (USB) port is now the common port type used to connect input and output devices to the computer. 
· FireWire 400 is an interface that moves data at 400 Mbps and FireWire 800 moves at 800 Mbps.
· Connectivity port can give you access to networks and the Internet or enable your computer to function as a fax machine and is connected in the Ethernet port. 
· Modem port uses a traditional telephone signal to connect to the Internet over a phone line.
· Video graphics array (VGA) port is the port to which CRT monitors connect.
· The newer LCD monitors connect to digital video interface (DVI) and S-video (super video) ports. 
· High-definition multimedia interface (HDMI) is a compact audio-video interface that carries both high-definition video and uncompressed digital audio on one cable.
· Power supply is housed inside the system unit and transforms the wall voltage to the voltages required by computer chips.
· Ergonomics refers to how you set up your computer and other equipment to minimize risk of injury or discomfort.

MODULE 2

· Internet is the largest computer network in the world; a network of networks that connects billions of computer users globally.
· The World Wide Wed (WWW) is what we use to access information over the Internet.
· Web browser is software that enables a user to display and interact with text and other media on the Web.
· Web sites are locations on the Internet
· E-mail (electronic mail) is a written message that is sent and received over the Internet. 
· E-mail clients are software programs running on your computer that success your Internet server provider (ISP), which acts like an electronic post office.
· Client-based e-mail is accessible only from a computer on which the e-mail client is installed; web-based e-mail accounts make your e-mail accessible from any computer as long as you can access the Internet. 
·  Instant messaging (IM) services are programs that enable you to communicate in real time with others who are online. 
· Chat room is a form of synchronous communication in which online conversations occur in real time and are visible to everyone in the chat room. 
· Newsgroup is similar to a discussion group or forum in which people create threads. 
· Internet Relay Chat (IRC) is primarily a means of synchronous group communication used in discussion forums. 
· Web 2.0 describes an evolved type of Web interactions between people, software, and data. 
· Web 2.0 describes a trend of new applications to combine the functionality of multiple applications. 
· Social Networking is a means by which people use the Internet to communicate and share information among their immediate friends, and meet and connect with others through common interests, experiences, and friends. 
· Web blog, or blog, is a personal log or journal posted on the Web.
· Video blog, or vlog, is a personal journal that uses video as the primary content. 
· Wikis are a type of Web site that allows users to change its content by adding, removing, or editing the content. 
· Podcast is a clip of audio or video content that is broadcast over the Internet using compressed audio and video files such as MP3s and MP4s.
· Really Simple Syndication (RSS) is an XML-based format that facilitates the delivery of frequent content updates on Web pages. 
· Aggregators are software programs that go out and grab the latest updates of Web material according to your specifications. 
· Webcast is the broadcast of audio or video content over the Internet. 
· Unlike podcasts that are prerecorded and made available for download, most webcasts are live or one-time events.
· Multimedia is anything that involves one or more forms of media in addition to text. Graphics are the most basic form of multimedia.
· Streaming audio continuously feeds an audio file to your browser so you avoid having to wait for the entire file to download completely before listening to it. Likewise for streaming video.
· To view and hear some multimedia files, you might need a special software program called a plug-in.
· E-commerce (electronic commerce) is the process of conducting business online, such as through advertising and selling products. 
· A significant portion of e-commerce consists of business-to-consumer (B2C) transactions – exchanges that take place between business and consumers – such as the purchases that consumers make at online stores. 
· Business-to-business (B2B) consists of businesses buying and selling goods and services to other businesses. 
· Consumer-to-consumer (C2C) consists of consumers selling to each other through online auction and exchange sites. 
· You gain initial access to a particular web site, which is a collection of Web pages, by typing its unique address, or Uniform Resource Locator (URL), in your browser.
· Once you’re at the homepage of a Website, you can move all around the site by clicking specially formatted pieces of text called hyperlinks. 
· Hypertext transfer protocol (HTTP) is the protocol that allows files to be transferred from a Web server – a computer that hosts the Web site you are requesting – so that you can see the Web site on your computer by using a browser.
· File transfer protocol (FTP) is used to upload and download files from your compute to a Web server. 
· The domain name identifies the site’s host, the location that maintains the computers that store the Web site files. 
· The suffix in the domain name after the dot is called the top-level domain.
· To retrace your steps, some sites also provide a breadcrumb trail – a list of pages within a Web site you’ve visited.
· A search engine is a set of programs that searches the Web for keywords and then returns a list of the Web sites on which those keywords are found.
· You can also search the Web using a subject directory, which is a structured outline of Web sites organized by topics and subtopics. 
· If you can’t decide which search engine is best, then try metasearch engine.
· First part of a search engine is called a spider. The spider constantly collects data on the Web, following links in Web sites and reading Web pages.
· Second part is an indexer program, which organizes the data into a large database.
· Third is the search engine software, which searches the indexed data, pulling out relevant information according to your search.
· Boolean operators are words such as AND, NOT, and OR that describe the relationships between keywords in a search. 
· A computer connected to the Internet acts in one of two ways: it is either a client, a computer that asks for data, or it is a server, a computer that receives the request and returns the data to the client  referred to as a client/server network. 
· Internet Protocol address (IP address) is a set of four numbers separated by periods and commonly referred to as a dotted quad or dotted decimal. 
· IP addresses are the means by which all computers connected to the Internet identify each other.
· Originally, the only means to connect to the Internet was with a dial-up connection (you connect to the Internet using a standard telephone line).
· Broadband, often referred to as “high-speed Internet,” refers to a type of connection that offers a faster means to connect to the Internet. 
· 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 service uses plastic or glass cables to transfer data at the speed of light.
· Broadband Internet connection requires a modem, which works to translate the broadband signal into digital data and back again. 
· Generally, the modem is located somewhere near your computer and is connected to an expansion card called a network interface card (NIC), which is located inside your computer.
· Satellite Internet  you need a satellite dish placed outside and connected to your computer with coaxial cable. 
· Aircards (cellular modems) are devices that fit either into a USB port or a special slot on the side of a notebook called an Express card slot.
· Dial-up modem is a device that converts (modulates) the digital signals the computer understands into analog signals that can travel over phone lines. The computer on the other end also must have a modem to translate (demodulate) the received analog signal back to a digital signal that the receiving computer can understand.
· Data transfer rate is the measurement of how fast data travels between computers. 
· Large-scale networking (LSN)’s aim is to fund the research and development of cutting-edge networking and wireless technologies and to increase the speed of networks. 
MODULE 3
· Software refers to a set of instructions that tells the computer what to do. 
· An instruction set, also called a program, provides a means for us to interact with and use the computer, even if we lack specialized programming skills. 
· Application software is the software you use to do tasks at home, school, and work.
· System software helps run the computer and coordinate instructions between application software and the computer’s hardware devices.
· Productivity software includes programs that enable you to perform various tasks required at home, school, and business. 
· Most students use word processing software to create and edit documents.
· Open source software is program code that is publicly available and has few restrictions. 
· Proprietary software is neither free nor open source; the code can be copied, distributed, or changed without stringent copyright protections of software products you purchase.
· Web-based applications can be accessed from any computer that has an Internet connection and are great for collaborating and coordinating input from a variety of users on a single document. 
· Spreadsheet software enables you to do calculations and numerical analyses easily. 
· Text is any combination of letters, numbers, symbols, and spaces. 
· Values are numerical data that represent a quantity or an amount and are often the basis for calculations.
· Formulas are equations that you build yourself using addition, subtraction, multiplication, and division, as well as values and cell reference. 
· Functions are formulas that are preprogrammed into the spreadsheet software. 
· Presentation software is used to create dynamic slide shows.
· Database software is a powerful application that allows you to store and organize data. 
· Personal information manager (PIM) software is open source and, therefore, free. These programs strive to replace the management tools found on a traditional desk – a calendar, address book, notepad, and to-do lists. 
· Wizard is a systematic guide that walks you through the steps necessary to complete a complicated task.
· Template is a predesigned form.
· Macro is a small program that groups series of commands so they will run as a single command.
· Integrated software application is a single software program that incorporates the most commonly used tools of many productivity software programs into a single integrated program. Can be thought of as “software lite” because they don’t include many of the more complex features of the individual productivity software application.
· A software suite is a group of software programs tat have been bundled as a package. 
· Tax preparation software enables you to prepare your state and federal taxes on your own instead of hiring a professional. 
· Financial planning software helps you manage your daily finances.
· Multimedia software includes images, video, and audio editing software; animation software; and other specialty software required to produce computer games, animations, and movies.
· Entertainment Software Rating Board (ESRB) is a rating system that helps consumers choose the computer and video games that are right for their families by providing information about the game content so they can make informed purchasing decisions.
· Simulation programs allow users to experience or control the software as if it were the actual software or an actual event.
· Accounting software helps small-business owners manage their finances more efficiently by providing tools for tracking accounts receivable and accounts payable.
· Desktop publishing (DTP) software allows you to incorporate and arrange graphics and text in your documents in creative ways.
· Web page authoring software allows even the novice to design interesting and interactive Web pages, without knowing any HyperText Markup Language (HTML) code. 
· Project management software is a type of software that helps project managers create and modify scheduling charts that help them plan and track specific tasks and coordinate personnel resources. 
· Customer relationship management (CRM) software stores sales and client contact information in one central database.
· Enterprise resource planning (ERP) system lets a business consolidate multiple systems into one and improve coordination of these business areas across multiple departments. 
· Mapping programs are perfect for businesses that require employees to travel frequently because they provide street maps and written directions to locations nationwide, and users can customize maps to include landmarks and other handy traveling sites. 
· Software designed for a specific industry is called vertical market software. 
· Computer-aided design (CAD) programs are a form of 3D modeling that engineers use to create automated designs, technical drawings, and model visualization.
· Software license is an agreement between you, the user, and the software company. 
· On-demand software deployment, referred to as Software as a Service (SaaS) that any software developers are taking advantage of. These are also referred to as Web-based applications.
· Freeware is any copyrighted software that you can use for free.
· Beta version is an application that is still under development. 
· Shareware software is distributed free, but with certain conditions such as having to pay after a certain amount of time.
· Full installation will copy all the files and programs from the distribution disc to the computer’s hard drive.
· Custom installation allows you to decide which features you want installed on the hard drive. 
MODULE 4
· Operating system (OS) is a group of programs that controls how your computer system functions. Manages the computer’s hardware, including the CPU, memory, and storage devices, as well as peripheral devices such as the monitor and printer.
· Your first interaction with the OS is the user interface – the features of the program such as the desktop, icons, and menus that allow the user to communicate with the computer system.
· Utility program is a small program that performs many of the general housekeeping tasks for the computer, such as system maintenance and file compression.
· The operating system coordinates the flow of data and information through the computer system by coordinating the hardware, software user interface, processor, and system memory.
· 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) (also known as embedded systems).
· A multiuser operating system (network operating system) enables more than one user to access the computer system at one time by efficiently handling and prioritizing requests from multiple users.
· Networks are groups of computers connected to each other for the purposes of communicating and sharing resources.
· UNIX is a multiuser; multitask operating system used as a network operating system, primarily with mainframes, although it is also often found on PCs.
· Mainframe is responsible for storing, managing, and simultaneously processing data from all users. 
· Firmware is a system program that controls the device, as well as other programs that come with the personal media player or the gaming device.
· Windows 7 builds on the security and user interface upgrades that the Windows Vista release provided.
· Mac OS became the first commercially available operating system to incorporate a graphical user interface (GUI) with user-friendly point-and-click technology.
· The combination of operating system and processor is referred to as a computer’s platform.
· Linux is an open source operating system designed for use on personal computers and as a network operating system. 
· The operating system – coordinates and directs the flow of data and information through the computer system: Manages computer hardware and peripherals, provides a consistent interaction between applications and CPU, provides user interface, manages processor, and manages memory and storage.
· The operating system provides a user interface that enables you to interact with the computer. 
· Command-driven interface is one in which you enter commands to communicate with the computer system.
· Menu-driven interface is one in which you choose commands from menus displayed on the screen.
· Graphical user interface (GUI) displays graphics and use the point-and-click technology of the mouse and cursor, making them much more user-friendly.
· Interrupt tells the operating system that it is in need of immediate attention. 
· Interrupt handler is a special numerical code that prioritizes the requests.
· Preemptive multitasking occurs when the operating system processes the task assigned a higher priority before processing a task that has been assigned a lower priority. 
· Spooler is a program that helps coordinate all print jobs currently being sent to the printer.
· Virtual memory is the process of optimizing RAM storage by borrowing hard drive space.
· When more RAM is needed, the operating system 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 (page file).
· The process of swapping is known as paging.
· Excessive paging is called trashing.
· Each device attached to your computer comes with a special program called a device driver that facilitates communication between the hardware device and the operating system. Devices would not function without the proper device drivers because the OS would not know how to communicate with them.
· Plug and Play (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 by including in the OS the drivers these devices need in order to run.
· Rather than having the same blocks of code for similar procedures in each program, the operating system includes the blocks of code – each called an application-programming interface (API) – that application software needs in order to interact with the OS.
· When your computer turns on, it runs through a special boot process (start-up process) to load the operating system into RAM.
· Boot process: 1) the basic input/output system (BIOS) is activated by powering on the CPU. 2) The BIOS checks that all attached devices are in place (called a power-on self-test (POST)). 3) The operating system is loaded into RAM. 4) Configuration and customization settings are checked.
· BIOS is a program that manages the exchange of data between the operating system and all the input and output devices attached to the system.
· 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.
· Complementary metal-oxide semiconductor (CMOS) 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 operating system.
· Once the system files are loaded into RAM, the kernel (supervisor program) is loaded. The kernel is the essential component of the operating system and is responsible for managing the processor and all other components of the computer system. 
· The registry contains all of the different configurations (settings) used by the OS and by other applications. 
· Safe mode is a special diagnostic mode designed for troubleshooting errors. 
· While in Safe mode, you can use the Device Manager, feature in the operating system that lets you view and change the properties of all devices attached to your computer.
· When you choose to boot with the Last Known Good Configuration, the operating system starts your computer by using the registry information that was saved during the last shutdown.
· The desktop is the first interaction you have with the operating system and the first image you see on your monitor.
· A gadget is an easy-to-use miniprogram that gives you information at a glance or quick access to frequently used tools including weather information, calendar items, calculators, games, photo albums, and system tools.
· Windows are rectangular boxes that contain programs displayed on the screen.
· Menus are lists of commands that appear on the screen.
· Icons are pictures that represent an object such as a software application or a file or folder.
· Widget is a mini-application that enables quick access to frequently used tools and activities. 
· Most programs have windows that include toolbars, which have icons (shortcuts to frequently used tasks) and scrollbars (bars that appear at the side or bottom of the screen that control which part of the information is displayed on the screen).
· The ribbon is an interface that is further organized into task-specific tabs with relevant commands. 
· An additional function of an operating system is to enable file management, which entails providing organizational structure to the computer’s contents.
· A file is a collection of related pieces of information stored together for easy reference. 
· A folder is a collection of files.
· A library is a collection that gathers files from different locations and displays them as if they were all saved in a single folder, regardless of where they are actually physically stored.
· The hard drive, represented as the C drive, is where you permanently store most of your files. 
· C drive is referred to as the root directory and every other library, folders, and files are organized within it.
· Window’s Explorer is the main tool on a Windows PC for finding, viewing, and managing the contents of your computer.
· File name is similar to your first name, and is generally the name you assign to the file when you save it.
· Extension, or file type, follows the file name and a period or dot. 
· You can determine the location of a file by its file path. 
· The backslash character is referred to as a path separator. 
· A file compression utility is a program that takes out redundancies in a file to reduce the file size.
· Disk Cleanup is a Windows utility that cleans, or removes, unnecessary files from your hard drive.
· Windows Disk Defragmenter regroups related pieces of files on the hard drive, thereby allowing the OS to work more efficiently. 
MODULE 5
· Moore’s Law describes the pas at which CPUs improve  predicts that the number of transistors inside a CPU will increase so fast that CPU capacity will double every 18 months.
· CPU is comprised of two units: the control unit and the arithmetic logic unit (ALU).
· One factor is the design of the CPU in terms of the number of cores. A core is a complete processing section from a CPU embedded into one physical chip.
· Clock speed is how quickly the processor can work. 
· Cache memory is the amount of immediate access memory the CPU has.
· Hyperthreading provides quicker processing of information by enabling a new set of instructions to start executing before the previous set has finished. 
· Front side bus (FSB) connects the processor (CPU) in your computer to the system memory.
· Benchmarks are measurements used to compare CPU performance between processors. 
· The percentage of time that your CPU is working is referred to as CPU storage.
· The amount of RAM that is actually sitting on memory modules (memory cards) in your computer is your computer’s physical memory. 
· The memory that your operating system uses is referred to as kernel memory. 
· The operating system is the main software application that runs the computer. 
· The hard drive has the largest storage capacity of any storage device.
· Another reason the hard drive is so useful for storage is that the hard drive’s access time, the time it takes a storage device to locate its stored data and make it available for processing, is faster than that of other permanent storage devices. 
· A solid state drive (SSD) uses the same kind of memory that flash drives use, but whereas flash drives have access of about 1 ms, SSD drives can reach data in only a tenth of the time. 
· The speed at which a hard drive can transfer data to other computer components (such as RAM) is referred to as data transfer rate.
· A hard drive is composed of several coated round, thin plates of metal stacked on a spindle called a platter.
· Optical drives are disc drives that use a laser to store and read data.
· Video card (video adapter) is an expansion card that is installed inside your system unit to translate binary data into the images you view on your monitor. 
· In addition, video cards include their own RAM, called video memory. 
· The graphics processing unit (GPU) performs the same kind of computational work that a CPU performs. However, a GPU is specialized to handle 3-D graphics and image and video processing with incredible efficiency and speed. 
· The video card controls the number of colors your monitor can display. The number of bits the video card uses to represent each pixel on the monitor, referred to as bit depth, defines the color quality of the image displayed.
· Sound card is an expansion card that attaches to the motherboard inside your system unit.
· Surround sound is a type of audio processing that makes the listener experience sound as if it were coming from all directions. 
MODULE 6
· A computer network is simply two or more computers that are connected via software and hardware so that they can communicate with each other. 
· Each device connected a network is referred to as a node.
· Network administration involves tasks such as: 1) installing new computers and devices, 2) monitoring the network to ensure it is performing efficiently, 3) updating and installing new software on the network, and 4) configuring, and setting up, proper security for a network. 
· Network architecture refers to the design of a network.
· Local administration means that the configuration and maintenance of the network must be performed on each individual computer attached to the network.
· Central administration means that tasks can be performed from one computer and affect the other computer on the network. 
· Peer-to-peer (P2P) network: each node connected to the network can communicate directly with every other node on the network.
· Client/server network contains two different types of computers: clients and servers
· Client is a computer on which users accomplish specific tasks and make specific requests.
· Server is the computer that provides information or resources to the client computers on the network. 
· Home network server is designed to store media, share media across the network, and back up files on computers connected to the network.
· Local area network (LAN) is a network in which the nodes are located within a small geographic area. 
· Home area network (HAN) is a network located in a home.
· Wide area network (WAN) is made up of LANs connected over long distances. 
· Metropolitan area network (MAN): when a network is designed to provide access to specific geographic area, such as an entire city.
· Transmission media establishes a communications channel between the nodes on a network and can either be wireless or wired.
· Twisted-pair cable is made up of copper wires that are twisted around each other and surrounded by a plastic jacket.
· Coaxial cable consists of a single copper wire surrounded by layers of plastic.
· Fiber-optic cable is made up of plastic or glass fibers that transmit data at extremely fast speeds.
· Data transfer rate (bandwidth) is the maximum speed at which data can be transmitted between two nodes on a network.
· Throughput is the actual speed of data transfer that is achieved.
· Network adapters are devices connected to or installed in network nodes that enable the nodes to communicate with each other and to access the network. 
· Network navigation devices facilitate and control the flow of data through a network.
· Data is sent over transmission media in bundles called packets.
· Router transfers packets of data between two or more networks.
· Switch is a “traffic cop” on a network.
· Client/server networks are controlled by centralized servers that have specialized network operating system (NOS) software installed on them. 
· Ethernet network is named because it uses the Ethernet protocol as the means (or standard) by which the nodes on the network communicate.
· 802.11n standard is the current standard that governs wireless networking for Ethernet networks also known as WiFi.
· The accommodation of current devices being able to use previously issued standards in addition to the current standards is known as backward compatibility.
· Transceiver is a device that translates the electronic data that needs to be sent along the network into radio waves and then broadcasts these radio waves to other network nodes.
· Devices that use Multiple Input Multiple Output (MIMO) technology are designed to use multiple antennas for transmitting and receiving data. 
· Gigabit Ethernet standard is the most commonly used wired Ethernet standard deployed in devices designed for home networks.
· The most popular transmission media option for wired Ethernet networks is unshielded twisted-pair (UTP) cable. 
· Cat 6 cable is designed to achieve data transfer rates that support a gigabit Ethernet network and is therefore probably the best choice for home networking cable.
· Network attached storage (NAS) devices are specialized computing devices designed to store and manage your data.
· Firewall is a hardware or software solution that helps shield your network from prying eyes.
· Hacker is someone who breaks into computer systems to create mischief or steal valuable information.
· Piggybacking is connecting to a wireless network (other than your own) without the permission of the owner.
· Service set identifier (SSID) is the name used to identify each wireless network.
· Each network adapter on your network has a unique number (like a serial number) assigned to it by the manufacturer called a media access control (MAC) address.
· Firmware is a type of read-only memory that has software written on it. 
· Wireless range extender is a device that amplifies your wireless signal to get it out to parts of your home that are experiencing poor connectivity. 
· To function, any network must contain: 1) transmission media (cables or radio waves) to connect and establish communication between nodes, 2) network adapters that allow the nodes on the network to communicate, 3) network navigation devices (such as routers and switches) that move data around the network, and 4) software that allows the network to run.
MODULE 7
· Cybercrime is defined as any criminal action perpetrated primarily through the use of a computer. 
· Cybercriminals are individuals who use computers, networks, and the Internet to perpetrate crime. 
· A computer virus is a computer program that attaches itself to another computer program (known as the host program) and attempts to spread to other computers when files are exchanged.
· A boot-sector virus replicates itself into a hard drive’s master boot record.
· The master boot record is a program that executes whenever a computer boots up, ensuring that the virus will be loaded into memory immediately, even before some virus protection programs can load.
· A logic bomb is a virus that is triggered when certain logical condition are met – such as opening a file or starting a program a certain number of times.
· A time bomb is a virus that is triggered by the passage of time or on a certain date.
· A worm is slightly different from a virus in that a worm attempts to travel between systems through network connections to spread an infection.
· Antivirus software is software specifically designed to detect viruses and protect your computer and files from harm. 
· Script is a series of commands – actually, a miniprogram – that is executed without your knowledge.
· Macro virus is a virus that attaches itself to a document that uses macros.
· Macro is a short series of commands that usually automates repetitive tasks.
· When encryption viruses infect your computer, they run a program that searches for common types of data files and compresses them using a complex encryption key that renders your files unusable.
· A polymorphic virus changes its own code (or periodically rewrites itself) to avoid detection.
· A multipartite virus is designed to infect multiple file types in an effort to fool the antivirus software that is looking for it.
· Stealth viruses temporarily erase their code from the files where they reside and then hide in the active memory of the computer.
· Virus signature is a portion of the virus code that is unique to a particular computer virus.
· In inoculation, the antivirus software records key attributes about files on your computer and keeps these statistics in a safe place on your hard drive.
· Hacker is most commonly defined as anyone who unlawfully breaks into a computer system – either an individual computer or a network.
· White-hat hacker breaks into systems just for the challenge of it.
· Black-hat hackers are more villainous hackers.
· Script kiddies are amateur hackers.
· Data travels through the Internet in small pieces, each called a packet.
· A packet sniffer is a computer program deployed by hackers that looks at each packet as it travels on the Internet – not just those that are addressed to a particular computer, but all packets.
· A Trojan horse is a program that appears to be something useful or desirable but while it runs does something malicious in the background without your knowledge.
· A computer that a hacker controls is referred to as a zombie.
· In a denial-of-service (DoS) attack, legitimate users are denied access to a computer system because a hacker is repeatedly making requests of that computer system through a computer he or she has taken over as a zombie.
· Distributed denial-of-service (DDoS) attack, which launches DoS attacks from more than one zombie at the same time.
· Botnet is a large group of software programs (called robots or bots) that runs autonomously on zombie computers.
· Logical ports are virtual communications gateways or paths that allow a computer to organize requests for information from other networks or computers.
· Firewall is a program or hardware device designed to protect computers from hackers.
· Bluesnarfing involves exploiting a flaw in the Bluetooth access software for the purpose of accessing a Bluetooth device and stealing the information contained on it.
· Bluebugging is process of a hacker actually taking control of a Bluetooth-enabled device.
· Biometric authentication device is a device that reads a unique personal characteristic such as a fingerprint or the iris pattern in your eye and converts its pattern to a digital code. 
· Malware is software that has a malicious intent. 
· Adware is software that displays sponsored advertisements in a section of your browser window or as a pop-up ad box.
· Spyware is an unwanted piggyback program that usually downloads with other software you want to install from the Internet.
· 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.
· Cookies are small text files that some Web sites automatically store on your computer’s hard drive when you visit them.
· The data on your computer faces three major threats: unauthorized access, tampering, and destruction.
· Backups are copies of files that you can use to replace the originals if they are lost or damaged.
· Program file is used to install software and usually comes on CDs or DVDs or is downloaded from the Web.
· Data file is a file you have created or purchased. 
· Incremental backup (partial backup) involves backing up only files that have changed or been created since the last backup was performed.
· Image backup (system backup) means that all system, application, and data files are backed up, not just the files that changed.
· Network attached storage devices are essentially large hard drives that are connected to a network of computers instead of one computer, and they can be used to back up multiple computers simultaneously.
· Social engineering is any technique that uses social skills to generate human interaction that entices individuals to reveal sensitive information.
· Phishing lures Internet users to reveal personal information that could lead to identity theft. 
· Pharming is when malicious code is planted on your computer that alters your browser’s ability to find Web addresses.
· Hoax is an attempt to make someone believe something that is untrue.
· Power surges occur when electrical current is supplied in excess of normal voltage. 
· Surge protector is a device that protects your computer against power surges.
· 

EXCEL
· Spreadsheet is an electronic file that contains a grid of columns and rows containing related data.
· Spreadsheet program is a computer application that you use to create and modify electronic spreadsheets.
· Worksheet is a single spreadsheet that typically contains descriptive labels, numeric values, formulas, functions, and graphical representations of data.
· Workbook is a collection of one or more related worksheets contained within a single file.
· Input area is a range of cells to enter values for your variables or assumption used in formulas.
· Output area is a range of cells containing results based on manipulating the variables.
· Cell is the intersection of a column and row.
· Cell address identifies a cell by a column letter and a row number.
· Active cell is the current cell
· Text is any combination of letter, numbers, symbols, and spaces not used in calculations.
· Values are numbers that represent a quantity or a measurable amount.
· Formulas are combination of cell references, operators, values, and/or functions used to perform a calculation.
· Order or precedence is a rule that controls the sequence in which arithmetic operations are performed.
· Auto Fill enables you to copy the contents of a cell or a range of cells by dragging the fill handle (a small black square appearing in the bottom-right corner of a cell) over an adjacent cell or range of cells.
· Range is a rectangular group of cells.
· Nonadjacent range contains multiple ranges of cells.
· Horizontal alignment position data between the left and right cell margins. 
· Wrap text enables a label to appear on multiple lines within the current cell.
· Semi-selection (or pointing) is the process of using the mouse pointer to select cells while building a formula.
· Relative cell reference indicates a cell’s relative location, such as two rows up and one column left, from the cell containing the formula. 
· The relative cell reference changed when the formula is copied.
· Absolute cell reference provides permanent cell reference to a specific cell.
· The absolute cell reference does not change when you copy the formula.
· Appears with a dollar sign before both the column letter and row number: $B$5
· Mixed cell reference combines both an absolute and a relative cell reference in a formula; the absolute part does not change but the relative part does when you copy the formula.
· Circular reference occurs when a formula directly or indirectly refers to itself.
· Function is a predefined formula that performs a calculation.
· Syntax is a set of rules that govern the structure and components for properly entering a function.
· Argument is an input, such as a cell reference or value, needed to complete a function.
· Formula AutoComplete displays a list of functions and defined names as you enter a function.
· Function ScreenTip is a small pop-up description that displays the arguments for a function as you enter it.
· SUM function calculates the total of values contained in two or more cells.
· AVERAGE function calculates the arithmetic mean, or average, of values in a range.
· MEDIAN function identifies the midpoint value in a set of values.
· MIN function displays the lowest value in a range.
· MAX function identifies the highest value in a range. 
· COUNT function tallies the number of cells in a range that contain values.
· COUNTBLANK function tallies the number of blank cells in a range.
· COUNTA function tallies the number of cells in a range that are not empty.
· TODAY function displays the current date.
· NOW function displays the current date and time.
· IF function evaluates a condition and returns one value if the condition is true and a different value if the condition is false.
· IF function has three arguments: 1) a condition that is tested to determine if it is true or false, 2) the resulting value if the condition is true, and 3) the resulting value if the condition is false.
· Logical test is an expression that evaluates to true or false.
· Nested function is a function that contains another function embedded inside one or more of its arguments.
· Lookup table is a range that contains data for the basis of the lookup and data to be retrieved.
· Breakpoint is the lowest value for a specific category or series in a lookup table  must be arranged from lowest to highest value for ranges.
· VLOOKUP function looks up a value in a vertical lookup table and returns a related result from the lookup table. 
· VLOOKUP has the following three required arguments and one optional argument: 1) lookup_value 2) table_array 3) col_index_number 4) range_lookup
· Lookup value is a reference to a cell containing a value to look up.
· Table array is a range containing a lookup table  must be absolute and cannot include column labels for the lookup table.
· Column index number is the argument in a VLOOKUP function that identifies from which lookup table column to return a value.
· HLOOKUP function looks up a value in a horizontal lookup table where the first row contains the values to compare with the lookup value.
· PMT function calculates the periodic payment for a loan with a fixed interest rate and fixed term. 
· PMT uses up to five argument, three of which are required: 1) rate 2) nper 3) pv 4) fv 5) type
· Rate is the periodic interest rate, such as a monthly interest rate.
· Nper is the number of total payment periods
· Pv is the present value of the loan
· Range name is a word or string of characters that represents one or more cells.
· Chart is a visual representation of numerical data.
· Data point is a numeric value that describes a single value on a chart.
· Data series is a group of related data points.
· Category label is text that describes a collection of data points in a chart.
· Column chart displays data comparisons vertically in columns.
· Chart area contains the entire chart and all of its elements.
· Plot area contains a graphical representation of values in a data series.
· Category axis provides descriptive group names for subdividing the data series.
· Value axis displays incremental values to identify the values of the data series.
· Single data series compares values for one set of data. 
· Multiple data series compares two or more sets of data in one chart.
· Clustered column chart groups or clusters similar data n columns to compare values across categories.
· Stacked column chart places stacks of data in segments on top of each other in one column, with each category in the data series represented by a different color.
· 100% stacked column chart places (stacks) data in one column per category, with each column having the same height of 100%
· 3-D charts add a third dimension to each data series, creating a distorted perspective of the data.
· Bar chart compares values across categories using horizontal bars.
· Line chart uses a line to connect data points in order to show trends over a period of time.
· Pie chart shows each data point in proportion to the whole data series as a slice in a circular pie.
· Exploded pie chart separates one or more pie slices from the rest of the pie charts.
· Area chart emphasizes magnitude of changes over time by filling in the space between lines with a color.
· X Y (scatter) chart shows a relationship between two variables.
· Stock chart shows the high, low, and close prices for individual stocks over time.
· Surface chart displays trends using two dimensions on a continuous curve.
· Doughnut chart displays values as percentages of the whole but may contain more than one data series.
· Bubble chart shows relationships among three values by using bubbles.
· Radar chart compares aggregate values of three or more variables represented on axes starting from the same point.
· Freezing keeps rows and/or columns visible as you scroll through a worksheet.
· Table is an area in the worksheet that contains rows and columns of related data formatted to enable data management and analysis.
· Field is an individual piece of data, such as a last name.
· Record is a complete set of data for an entity.
· Sorting arranges records in a table by the value of field(s) within a table.
· Filtering is the process of displaying only records that meet specific conditions.
· Structured reference is a tag or use of a table element as a reference in a formula.
· Total row appears as the last row of a table to display summary statistics, such as a sum.
· SUBTOTAL function calculates an aggregate for values in a range or database.
· Conditional formatting highlights or emphasizes cells that meet certain conditions. 
· Data bar is a horizontal gradient or solid fill indicating the cell’s relative value compared to other selected cells.
· Color scale is a conditional format that displays a particular color based on the relative value of the cell contents to other selected cells.
· Icon set is a conditional format that displays an icon representing a value in the top third, quarter, or fifth based on values in the selected range. 
ACCESS
· Object in an Access database is a main component that is created and used to make the database function.
· Field is the smallest data element contained in a table.
· Record is a complete set of all of the data elements (fields) about one person place, event, or concept.
· Table is the foundation of every database and is a collection of related records.
· Database consists of one or more tables to store data, one or more forms to enter data into the tables, and one or more reports to output the table data as organized information. 
· Navigation Pane organizes and lists the database objects in an Access database.
· Six types of objects can exist in a database: tables, queries, forms, reports, macros, and modules.
· Datasheet view is where you add, edit, and delete the records of a table.
· Design view is where you create tables, add and delete fields, and modify field properties. 
· Primary key is the field (or combination of fields) that uniquely identifies each record in a table. 
· Form is an object that enables you to enter, modify, or delete table data.
· Query is a question that you ask about the data in the tables of your database.
· Criterion (criteria, plural) is a number, a text phrase, or an expression used to filter the records in a table.
· Report contains professional-looking formatted information from underlying tables or queries.
· Filter displays a subset of records based on specified criteria.
· Filter by Selection selects only the records that match preselected single criteria
· Filter by Form offers a more versatile way to select a subset of records, including the use of comparison operators.
· Comparison operator is used to evaluate the relationship between two quantities to determine it they are equal or not; and, if they are not equal, a comparison operator determines which one is greater than the other.
· Sort lists records in a specific sequence, such as ascending by last name or ascending by EmployeeID.
· Relationship is a connection between two tables using a common field. 
· Access is also known as a relational database management system (RDBMS); using an RDBMS, you can manage groups of data (tables) then set rules (relationships) between tables.
· Join lines enable you to create a relationship between two tables using a common field.
· Foreign key is a field in one table that is also the primary key of another table.
· Enforce referential integrity ensures that data cannot be entered into a related table unless it first exists in the primary table.
· Table is a storage location in a database that holds related information. A table consists of records, and each record is made up of a number of fields.
· Calculated field produces a value from an expression or function that references one or more existing fields.
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