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Inte 290 final exam notes:


Lesson 2: Introduction to Computers 

Non-electronic computers:
Abacus
Slide rule
Punch card 
Calculating machine

1940’s first electronic computer. ENIAC (electronic numerical integrator and computer), built by U.S army, size of an entire room.
Desktop computer: modular, stationary computer comprised of a system unit, keyboard, monitor, and mouse. Need to be plugged in.
Laptop computer: aka notebook. Runs on rechargeable battery. Advances in LCD (liquid crystal displays) made possible to create notebooks. 

First general-purpose computer to be developed was a Mainframe. Can be used by many at once, can handle complex problems and large volume jobs. Used for data processing for businesses and scientific applications. EX: Banks.

Minicomputer: 1963. Scaled-down version of mainframe. Performs many jobs, expensive, introduction to distributed computing.

Microcomputer: first development in 1969 and 1971 creating of the first general-purpose microprocessor chip. Small size, cost-effective. Powerful, easy to use. Called home computers, laptop computers, notepad computers, PC’s.  Performs jobs that were once handled by large computers. 

Embedded computers: computers found within other devices. Often perform only one function. Most common function to control operations of the machine which they are in. Microprocessor is example. Computers in digital watches, cars, stereos. In phone: memory chip, microprocessor, speaker, LCD, keypad.

Major operations of computers today:
Inputting data or gathering data (info)
Processing data (performing calculations and manipulate the info)
Storing the data to be used later
Outputting the data, display it in some way.

Computers allowed us to make advances in many important fields: medicine, military, engineering and more.

PC are interactive and useful (responds to clicks, tasks directly useful), dedicated (responds to you), co-operative (connected to other computers through network, communicates with people around the world), accessible (small size, low price)

You can:
· Write/print homework
· Research
· Entertainment
· Create photos
· Program applications
· Create/design websites
· Communicate (social networking, email, chat)
· Stay informed
· Buy and sell things

Careers: Computer engineering, architecture, medicine, education, business and marketing, movies and TV.
Computer made of subsystems, three main ones:
· Input/output
· Central processing
· Storage

Input Data  Processing (organizing) information into data using a database  Output information

Information is entered into the computer, then processed by subsystems, then sent to storage subsystems and or the output part of the IO subsystem, 

Computer hardware divided into the system unit and peripherals.
System unit: referred to as the computer, contains the central processor and main storage subsystems, each made up of various hardware ex: motherboard, CPU, hard drive etc.
Peripheral is hardware that connects to the system unit. Makes up IO subsystem ex: monitors, printers, keyboards etc.

System unit made up of:
Power supply, motherboard, adapter cards (sound card), DVD drive, CD drive, empty data bay, productivity ports, floppy drive, hard disk drive.

Motherboard: houses microprocessor, memory, most of the computer’s control circuitry. Allows the different peripherals, motherboard, CPU communicates. Aka buses. Central nervous system of the computer. Receives electrical signals, sends processed signals to peripheral output device to produce output.

RAM (random access memory): Directly connected to motherboard. Fast-acting memory erased when power turned off. AKA volatile memory. CPU uses this to temporarily store the programs that are currently running, temporary and undergoes constant change.

Processor: A single integrated chip that is plugged into a socket located on the motherboard. PC only has one, although dual processor systems are more common. Speed measured in mega or gigahertz (MHz or GHz). Varies with models, some processors are more powerful. MHz and GHz are 106 and 109 hertz respectively. 

ROM (read only memory): non-volatile memory, used to store programs and data needed for the operation of the computer system. Data stored is permanently encoded, can never be erased or changed. Hard drive is also ROM memory. Basic unit of memory is byte. 1 byte = 8 bits (binary digit). 1 bit can have value of 0 or 1, so 1 byte can be 8 zeros or ones.

Types of memory: Byte  Kilobyte  Megabyte  Gigabyte  Terabyte  Petabyte.

Cache Memory: Found between processor and RAM. Speeds location and retrieval of data. Faster but more expensive than RAM. Processor looks to Cache to see if it has retrieved the info from the RAM, if its not there it goes to Ram, and then it checks hard drive. 

Virtual Memory: A file on the hard disk. Portions of programs that cannot fit into RAM are stored on the hard disk as virtual memory.

Logical memory organization: CPU  Cache  RAM  Hard drive (goes both ways)

Flow of data into and out of memory is performed by wires/buses. They are either external or internal and are paths that connect the CPU with internal and external components.  Buses include: PCI and PCI-E slots, PS/2 ports, USB (universal serial bus)

Hard disk: non-volatile storage device made of rigid aluminum platters that have been coated with magnetic material. Usually stored within the SU and is sealed airtight. Hard drive has high storage capacity and most apps are stored on it.

Controllers and Cards: Connected to Motherboard via buses. Include:
Video display controller: graphics card or graphics accelerator. Generates and outputs images to display. Two types: expansion card or integrated graphics.
Sound card: Allows for input and output of audio signals. Integrated or expansion. 
Network Card: AKA LAN (local area network) adapter. Allows the computer to connect to a network. This is how computers communicate with each other and with the Internet. Integrated or expansion.

CD & DVD drives: Ways to store the data outside the hard drive. 
CD drive
DVD drive

Peripherals connect to the computer via ports. Such as keyboards, usbs, mouses. Can be input or output.

Input devices: Basic input devices are keyboard and mouse’s. You can add a scanner, webcam, printer, and microphone. 

Output devices: Hardware that sends data out of a computer. Most common is LCD.

Monitor: Displays temporary output. Points of lights are called picture elements or pixels. CRT and LCD are 2 common types.

CRT monitors uses cathode ray tube and are created by an electron beam that scans across a phosphor-coated surface, leaving points of light.

LCD monitors are flat screens and are more compact. Employ LCD, liquid crystal display where fluorescent light is used to light up liquid crystals and align them in a predetermined configuration, creating output characters.

Storage devices: Hard drive, CD, CD-RW, DVD, DVD+RW, Blu-ray (BD), Flash Memory Cards, Flash Drive

Lesson 3: Introduction to the Internet:

Internet: Large network of computer networks. Name comes from interconnected networks. 

World Wide Web (WWW or the Web) is a part of the Internet. 

Hypertext transfer Protocol (HTTP) is a set of rules that dictates how web pages are formatted and transmitted across the web. 

A web server is a computer that stores web pages, has server software installed, is connected to the Internet and transmits data when requested. 

Website is a collection of web pages. Designed to display pages that include text, graphics, animation, sound, movies and other pages. 
URL (uniform resource locator) is a unique address for each web page and web resource. 

Domain name for the resources that make up a website. 

First accomplished in 1960’s, 1970’s copyright-free works become available and first e-mail program created, 1980’s first emoticons are created, first domain names declared, concept of internet worm discovered, 1990’s WWW created, radio, shopping malls, government departments, banks available online. 2000’s over 1.4 billion-worldwide users. 

Internet: interconnected networks. Networks are 2 or more connected computers and peripheral devices that are attached to them. Each object connected to a network is known as a node. Networks allow the computers to communicate and share information and resources. 

Network adapters: Each node must have a network adapter. A device that allows nodes to communicate with one another. Can be external but usually internal; and in form of a Network Interface Card (NIC). Fits into an expansion slot on a computer’s motherboard.  Connection between nodes: telephone wire, coaxial cable, fiber-optic cable, wireless.

Various ways to connect. Dial-up connection, low transfer rate which means slow connection. Broadband is known as high-speed Internet and includes DSL (digital subscriber line), Cable and satellite.

Modems: devices that allow your computer to understand analog signals coming through your phone line.

Routers and switches: routers handle the transfer of data from network to network, switches work within network and make sure that data is transferred to the correct network node.

Topology refers to the physical shape of a network. 
Bus or linear: all nodes are connected in sequence on a single cable. Typical P2P network.
Ring: Nodes are connected in a circle.
Star: Each node connects to a central switch re-transmits the data in the right direction.

Network size:
LANs (local area network) connects computers reasonably close together, as in the home, school computer lab or small office settings.
WANs (wide area networks) multiple lans connected. Connects computers over a larger geographic area as in businesses or universities.
MANs (metropolitan area networks): connects specific area networks, such as cities.

Network Hierarchy:
Peer-to-peer (P2P) network: every node can communicate directly with every other node. Most home networks are this type.
Client-server Network: the ‘server’ computer acts like the central administrator for functions available to the ‘client’ computers (like printing). The Internet is a client-server network.

Network components:
Networking software running on each computer.
Transmission media (wires or radio waves) connecting network nodes)
Network attaches to or inserted in each network node
Specialized network navigation devices (used on some networks) 

Internet Service Providers (ISP) are companies that provide internet services to people. Major Canadian companies: Bell, Videotron, Rogers and other small ones. Comes with plans and different connection speeds. 

Wireless Networks: Don’t require computer to be plugged into modem and use routers and a wireless network adapter. Hotspot is a place that has wireless access to the Internet. Airports, hotels, cafes, restaurants, libraries, bookstores and schools have hotspots. Not secure so computer may be vulnerable. 

What you need to connect computer to the internet:
Connection to the Internet using a hardware.
A browser.
Once address is typed, modem connects to ISP and sends and Internet protocol (IP) address. Each web page has a unique IP address.
ISP will send the IP to the sites network server.
The network server will then send an IP packet back to the ISP, basically sending back the info you requested.
Your ISP will send the IP packet to your modem, and your web browser will display the information (happens all in a few seconds).

Browser: an application that allows you to locate, view and navigate web pages. Several web browsers available. Browsers often have extra features that allow you to set up favorites. 
Evolution of Browsers: 1994, first browser: netscape. 1995, Internet explorer released then IE 3.0 released in 1996. 1997, Opera released. Tab features then began to get released. 2002, Mozilla releases first browser. Safari gets released in 2003. 


Lesson 4: Software

Software: A set of instructions that tell a computer what to do. Instructions are also known as programs. Software is just data – files (instructions) that are in computer memory and are executed upon command. Example: Word, Excel, Powerpoint etc. Categorized in one of the following groups:
System software (Operating system): actually interfaces with the hardware, allows the computer hardware to work with application software and in turn work for you. Operating systems in this category. Use computer to avoid typing computer code and have user friendly interfaces.
Programming software (computer science and engineering): used mainly by programmers, allows users to create new software. 
Application software (user): utility programs.

Example of how software works: Click on Word shortcut and the CPU processes the instruction and activates the Word executable file and starts the program. OS interprets this as input and send the instruction to CPU and it saves this action, and then the program is useable. 

OS: complex program that manages all of the system files used by your computer. Manages the flow of data in your computer. 

Bootstrapping starts up and loads OS into memory when turning on computer. OS are stored on hard disk. Rebooting a computer restart the bootstrapping process if you reboot through button you may loose everything because you are abruptly stopping the process without any warning. 

Type of operating systems:
Windows XP/Vista (dominates operating systems world market)
Mac OS X
Ubuntu by Linux

Windows: Most used OS in the world. Developed by Microsoft. Allows you to use the “window” to run your programs.

You have control over application software and it is software that you use on a daily basis. Usually organized in different categories: Utility programs, productivity software, multimedia software, entertainment software or learning and leisure.  Popular apps: Office, Explorer, Photoshop and more. 

Utility programs help you maintain and manage your computer’s software and hardware. Ex Winzip, disk defragmenter and even the computer calculator or volume control. Software can let you alter how your computer’s desktop looks, manage other application software, help carry out regular system maintenance etc. 

Disk Cleanup: cleans unnecessary files from hard drive. Erases recycle bin and temp files.

Disk defragmenter: regroups related data so that os works more efficiently. 

Productivity software: helps complete tasks or create documents for school or work. Can be output. Office is example. 

Multimedia software: It allows you to create, organize, and edit music, movies, and pictures.

Learning and Leisure software: language software’s, media players, computer games etc.

Acquiring software: Number of programs already installed. Buy in retail store or online. Can be expensive. Web-based applications are programs that run directly from browser (mapquest, google docs). Freeware available at no cost. Shareware available fro free but with conditions, can only use for a bit of time then must be purchased. 

Installing software: fairly easy, comes on a CD or DVD and must follow steps.

Windows: Microsoft product, which allows users to control and manage the computer, software and files. Different versions: Vista home basic, vista home premium, vista business, vista enterprise, vista ultimate.

Windows desktop components: windows is built around an office analogy.  Arrange documents and folders on the desktop Icons used to represent the objects on desktop. Taskbar contains tools. Start button used to start programs and other functions. 

Start menu: contains 2 columns, pinned items (program used often) and recently used programs, and the right column contains windows folders that you access often along with options for searching.

Windows are rectangles on the desktop that display programs or folders currently in use. OS is a multitasking system that allows multiple windows to be open at the same time. Active window has a deep blue color and menu item is darker, other programs are dimmed. Only one active window at a time. Easy to switch between.

Easy to resize windows. Change size by using border and dragging border. Minimize, maximize, and close button at the top of every page. 

My computer window gives access to devices like disk drives and folders. Task pane allows you to initiate systems tasks and navigate to another place on the comp. ‘My documents’ is found in “other places”. This window has a menu bar, file, edit, view and help. Toolbar is under menu bar and has buttons for manipulating objects. 

Scroll bars appear when window can’t display everything. Status bar give info of contents of the window. 

Menu display commands that are available in the app. When clicked drop down menu appears. Shortcut alt key + underlined letter. Ghosted commands are dimmed on the menu means they aren’t available at the time. 

Ellipsis means that there is additional information that will be needed to execute the command, a dialog box will open. A check next to a command means it is a toggle switch. Bullet means that the setting is selected from a group of settings. Only one bullet can be marked in a group at any one time. An arrow means that a submenu will appear.

Dialog boxes open when additional info is needed (ellipsis). Different settings have different selection methods. Drop-down arrow , when clicked, will display options. Check boxes are toggles. Spin buttons often used to select a
 number. Option button is in a group, you can select one option at a time and a darkened button indicates it. Text box allows you to type info.  Command button tells the comp to accept and run or cancel. All dialog boxes have an accept or cancel button.

Help center: may research specific data using search text box, or request info from other windows users. More complete list of help topics is available by using the index button and typing a search term. Can favorite topics. History shows all help topics visited. 

Files and Folders: file, a collection of data. Program file – a part of a software program, data file – a file created with a program file, file name – identifies a file. Folder, hold files and can also hold other folders. Files can be named up to 255 characters. Designated by a folder icon. 

Creating folders by firstly choosing the storage device. Click on menu key and select new command, the cascading menu will have an option to create a new folder. To rename right click it and chose rename. Another way to do so is by pressing f2 key after clicking the folder. Delete folder by right clicking the folder and press delete. Deleting folder also deletes contents. Gets send to recycle bin, but if deleted from external drive it cannot be retrieved. 

Can be viewed in various ways. Tile view, list view, details and thumbnails or filmstrip. To change view you select the views button in toolbar and select the view you want.

Windows explorer is a program that displays your folders and fiels in a hierarchical structure. Folders that have plus signs indicates subfolders. Name of folder opened appears on the title bar and address bar. Only one opened folder at a time and shows contents in right pane.

Easiest way to move or copy files is to drag it from one folder to another. When you drag a file or folder to the same storage device the file will be moved, if dragged between storage devices it makes a copy. If you want it to be copied when dragging on the same storage device, you need to press and hold ctrl key as you drag file. You can also right-click and drag the file to the location where the shortcut menu will appear when you drop it and you can select copy here or move here.

Backup strategies: Backup copy of work. Keeping the data in two storage devices. 

Recycle bin: Pressing delete key send files/folders to trash or right click it and delete or drag. They don’t actually get deleted they go into storage in the trash bin. Once trash bin is emptied then it is officially deleted. Only works with filed on hard drive not from flash drive. If you want all items to go back to where they were originally you can press restore all items If you want one or two items right click them and select restore option, or you can select and press file in menu and press restore. 

Lesson 5: Office Fundamentals:

Microsoft Office 2007 combination of 4 software applications. 
Word: Document processing. Letters, memos, resumes and reports. Manipulating text to create, edit and format documents.
Excel: spreadsheet. Stores numeric data and performs calculations on this data. Creates charts for a graphic view of the data
Powerpoint: presentation. Given by speakers, can be self-presenting like at kiosks.
Access: database. Stores data and converts it into information. Used for decision making in the business world because it is easy to compile data into informative reports.

Similar interface as Office 2007.  Has office button (office menu), quick access toolbar, title bar, status bar, ribbon (tabs, groups, commands). User interface is the meeting point between the computer and the person using it. Most noticeable are at the top and bottom of window.  Title bar helps identify file you’re working with. Ribbon displays commands in groups on tabs. Status bar provides useful info about the file you’re working on. 

Office button holds the office menu, which contains commands that work on the entire file or program. Common commands: Save, print, and share as well as options to change properties of software or to exit. 

Quick access toolbar contains buttons for frequently used commands such as save, undo or refresh. Keeps commands readily available. Can be customized by adding buttons or removing those that aren’t used. You may move it by dragging it below the ribbon. 

Ribbon holds visual commands arranged on tabs. The command center of Microsoft word 2007. Three components: tabs, groups and commands. Tabs look like folder tabs, divided into task-related sections. Active tab means that the commands shown are the core commands for the application program. Core commands grouped, are related so they are easily findable. Commands are the specific tasks to be performed, are visual icons or buttons in the grouping, and icons give a visual clue. 

Ribbon in word and PowerPoint are different. Word: home, insert, page layout, references, mailing, review and view. PowerPoint: home, insert, design, animation, slide show, review, view and add-ons. 

Double clicking on the active tab makes the ribbon smaller by hiding the group and command, and when you want to display it again you click the active tab.

Dialog box is found in the ribbon, and it is an arrow that when clicked opens a related group of commands. Gallery is a set of options that appear as a thumbnail graphic to represent the results, like the underline icon. Live preview works with gallery to show what the doc would look like if you applied commands. Contextual tab shows specialized commands that only shows up when the object that can be changed is selected, like when selecting a photo. 

Key tips: letters or numbers that can be used as keyboard commands to access tabs on the ribbon. To access you have to press alt key, and then press the key on keyboard that corresponds to the page you want to open. 

Status bar: provides specific info about the file that is opened. At the bottom of window. For PPT: has number of slides, zoom slider, and view commands. 

Help found on computer when office was installed, online, and you can access it by pressing the help button (question mark) on the ribbon, or press f1 key on the keyboard. It will open a dialog box with a search option and a list of topics and a table of contents that will help you view the help options

Super ToolTip help: displayed when your mouse lingers over a command a box will appear with the command name, a brief description and a link for additional help, and by pressing f1 while the mouse is over the command it will bring you directly to the full help section.

Instead of closing the dialog box to search for help, there is a help button directly on the dialog box. It is the question mark next to the close window button. This help is context sensitive and applies only to the open dialog box.  

Two broad categories of universal tasks with using Microsoft Office: Manipulation files, and manipulation documents.
Manipulating files: creating new files, opening files, saving files, and printing files.
Manipulation documents: editing documents, formatting documents. 

Office creates a new file every time it starts. A file name is assigned to it every time it is initiated, this is a default name. For word: Document1, PowerPoint: Presentation1, Excel: Book1. Default name is given to files because it may happen that you save a file to the default name and it will at least be saved there. Document names should be descriptive.

It is good to save the file with the descriptive name as soon as you open the file. It is recommended to save it at different intervals under different names, so that if something happens to the most recent document you can always open the previous one instead of starting from scratch. You can save a file by pressing the office menu. Save option saves it with its existing name, save as option allows you to give a new name to it or change its file type. Save as is shows up the first time you save a document. You must choose where to save it, its file name, and its file type. File extensions now contain four characters.

The folders and places in my places bar in the save as dialog box can be changed by right clicking in my places bar and in she shortcut menu you press and add the folder. You are only able to manipulate the folders you put in that bar specifically. Other folders cannot be changed. 

Open command used to access a file so that you can work with it. Click office button to see the office menu to access it. Must find where it’s stored. The look in box gives access to the hierarchical view of the structure of folders and subfolders on computer or network by clicking on the down arrow. Can also be found in my places bar. 

You may not want to open a file directly for editing, so you press the down button next to open and it will give you further options. Read-only doesn’t allow you to make changes, open as copy opens a new one that you can edit, open in browser opens into a web browser, open and repair attempts to repair any damage to the file and opens for editing.

Office 207 has a recent document list in the office menu. When you press office button it will appear on the right side of the menu. Recent documents always changes. You can pin the files to leave them in the recent documents. 

Preview documents allows you to see what the document looks like printed. To access: Office button, and click the arrow next to print and the print preview option will become available. The print preview tab will appear as well showing groups for making adjustments to the view or to the document. If the document needs further editing, click close print preview button and you can edit it as usual.

Orientation of document can be portrait or landscape. Portrait is the regular version and the landscape is on its side. You can change orientation of page in Print Preview Page Setup group. Print dialog box accessed through print preview or through office menu. Print dialog box provides many options for printing a document, and you should check the settings for the printer, what to print, and how to print. Printer selection will be your default printer, can be changed by pressing the down arrow. Print range can select certain pages or the whole document. Print what changes with application, in powerpoint you can print slides with notes or as an outline. For word you can bring document properties, styles, markups and more. Copies can change the number of copies you want. Manual duplex prints all odd pages then prompts to put pages back in so it can print back to back. 

You can press quick print in the office menu or add a print icon to the Quick Access toolbar and you will not have to open the print dialog box and it will print right away. Click dialog box launcher on the quick access toolbar and select the quick print option and add it. 

Two basic tasks that are similar as you manipulate the document, editing the document and formatting the document. Office offers many options for making corrections to mistakes. 
Editing documents: selecting, inserting, overtype, moving, copying, clipboard, finding, replacing, go to, repeat, spelling, grammar, thesaurus, research.
Formatting documents: Font, format painter. 

Selected text appears on a blue highlighted background. The mini toolbar appears automatically when you select text in office and it contains commands that apply to the text and can also be found in the home tab. Double clicking selects one word, for a whole line go to the left of the page until the mouse is flipped and click once, of a sentence press ctrl key and click on the sentence, and for a whole paragraph triple click the paragraph. To select a character to right or left hold shift key and use right and left arrows. If you want to select a large text, press where you want to begin, and go to where you want it to end and hold shift and click. 

Wherever you type, default in word shifts the rest of the words shifted to the right (default). Overtype mode replaces the text to the right. This option is found in the office menu, word option, advanced tab and you have to check it. There is also a keyboard selection. In order to make insert key work you must open word options dialog box select option, use the insert key to control overtype mode. 

Clipboard command makes it easy to move text. Three clipboard commands, cut, copy, paste. First, select text. Cut command removes text and stores it in memory. Copy command makes a duplicate, paste copies it a second time. Wherever it gets places, a paste option button appears and by clicking down you can find formatting options. Other options: select text, right click, and select copy or cut from the shortcut menu. Move to new location by pressing where you want it to be, right click and press paste. Ctrl+c to copy, Ctrl+x to cut, Ctrl+v to paste. You can also drag and drop.

Clipboard: ability to store multiple clips, stores up to 24 items to paste from current files, another file, or in another office 2007 software application. To add items you must display it by clicking the dialog box launcher in the clipboard group on the home tab, and the clipboard pane will open up and show all the items that have been copied or cut from the document. To paste the item, place an insertion point in the document and click the item in the clipboard and the arrow next to is and select paste. You can also run the clipboard feature without having the pane open by pressing option and select collect without showing office clipboard. 

Find: found in the edit group in the home tab. Their there will be “find”, replace. By pressing find a dialog box will pop up and you can find the word or phrase.  Replace: Type in the original text to find it, and then in the replace field, type the new text and select replace, replace next, or replace all. Go To: you can type in the page you want to go to. 

Undo option cancels the previous action and can go back multiple steps. The down arrow next to the option will list the previous steps that were done. By selecting one of those steps you can undo all of the actions up to that point. Repeat is limited; it will only repeat the last action.

Language: Spelling and grammar checked automatically. Spelling = red, grammar = green. These are suggestions or flags alerting possible problems. Its possible it isn’t right. Thesaurus is an option as well. 

In the review tab you can click research and the research pane will open allowing you to research tools such as dictionary, encyclopedia, internet sites for business and financial information. Enter search term or keyword in the text box and click go. Info is copyrighted and must be cited.

Text can be formatted with font attributes such as font face, size, emphasis and color. Font group on home tab provides formatting options. More then one attribute can be applied to text. You can see what attributes have been selected to text by its gold background. Live preview shows you what the attribute looks like just by going over it. You can change font using the font group, mini toolbar, font dialog by clicking on the dialog box launcher, no live preview in dialog box.
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Instead of remembering how certain texts were attributed, you can use format painter. Select the text you want to have the format saved and click and drag across the text you wish to format. Press esc key to turn function off.

WORD:

Lesson 6: What Will Word Processing do for Me?

Parts of Word 2007 interface:
[bookmark: _GoBack]Office button
Title bar
Tabs displaying different ribbons
Separate groups within ribbon
Quick access toolbar which can have added buttons (default: save, undo, repeat)
Rules (H & V)
Status bar containing view buttons and zoom slider. 
Hard return: User presses the enter key or pressing shift+enter for a line break. With the shoe/hide button on you will see a curling arrow to show a line break. 
Soft return: Program wraps text from line to line. 

AutoText contains predefined entries that word suggests as a ScreenTip. To insert the suggested text, press enter key. You can create your own auto text by highlighting the text and choose quick parts in insert tab and select create new building block. Name the block and choose to place it in the auto text gallery. To use that specific building block, type the first part of the entry then press f3. 

In the insert ribbon, text group you can choose date and time and choose one that is appropriate for document, and you can have it automatically updated by checking update automatically and it uses the computers clock. 

View button in status bar have multiple views. Some of them are:

· Print layout view
· Full screen reading view 
· Web layouts shows as a webpage.
· Master document tools view shows outline based on the style chosen, also used when producing a master document and subdocuments.
· Draft view, shows the document without headers and footers, doesn’t show page breaks unless manually added.

Zoom can be changed on the slider or with the zoom tool in the zoom group on the view ribbon. You can choose how many pages you want to see on the screen.

Formatting options: Font face, font size, font color, bold, italic, center text, increase indent, decrease indent, bullets.

Page orientation can be changed in page layout and then in the page setup group, choose orientation and you can chose portrait or landscape.

Margins: margins are the white space around the top, bottom, left and right hand sides of the document. Most printers cannot print all the way through the page because it needs room to grip the paper. In page layout, in page setup group, select margins you can choose a preset margin or create a custom margin. 

Word automatically enters a soft break when text reaches the end of page by continuing words on the next page. You can insert a page break to start a new page where a new one should begin. Hard page break is added by the user. Found in insert tab, in pages group and page break.

Page umber button adds page numbers to header or footer, found in the insert ribbon. You can choose a design for the header or footer from the gallery. You can format the page numbers, which is found in the menu. You can make different headers and footers by inserting section break.

Section break: can make specific changes such as headers and footers, margins, page orientation, page size, columns. Found in layout ribbon, in page setup group, breaks, section break. Its options: next page (starts new section on new page), continuous (starts a section break where you pressed it), even page (inserts section break on the next even page), odd page (starts new section on the next odd page).

Cover page: found in insert tab in pages group, you can select from the designs. You can modify the designs to fit your own needs, then press save selection to cover page gallery to reuse later.

Document Inspector: click on office button and mouse over finish, and in the submenu choose inspect document and the document inspector will open and it will inspect everything. 

Click the office button and choose options for the word options dialog box and once in word options, you can customize many areas of word. 

Lesson 7: Gaining Proficiency: Editing and Formatting 

Typography: serif font faces have small features at the end of the strokes within letters. San-serif font faces (without serifs) are simpler and don’t have strokes at the end of letters. All fonts fall within 2 categories (serif and sans-serif). The strokes are remnants from original writing that was chiseled into stone. Monospaced typeface uses the same space between letters; proportional uses varied space depending on the letter’s need. Use bold for emphasis, italic for subtle emphasis. Avoid underlining in documents. 

2 types of formatting:
Paragraph (paragraph window): formatting applies to the entire paragraph such as indents, line spacing, alignment, margins, borders and shading etc.
Character (font window): applies only to the selected characters. Ex: fontface, color, size, and effects and character spacing. Use show/hide button to see that a paragraph is set between two paragraph marks. 

Highlight the text you want to be changed and click on the square at the bottom of the font group to get to the font dialog box. There you can choose font face, font color, font effects, type style, type size, underlining style, see the preview etc.

Effects available for fonts include strikethrough, superscript, subscript, shadow, emboss, engrave and small caps. Strikethrough can be used for info that has been changed or no longer included. Superscript shrinks font size and raises the letter of the baseline, can be used for 23rd or 28th or for footnote/endnote. Subscript shrinks the font size, but lowers the letter like h20. Small caps replaces small letters with capitals but the size is smaller, all caps changed all the letters to capitals and hidden texts doesn’t allow the selected text to be printed.  

Spacing: Scale, default is 100% (increases/decreases character width), spacing, default is 12 point type (increases/decreases space between characters), position (raises/lowers text from baseline). Kerning is the art of spacing letters. 

Highlighting helps ideas get notices and button can be toggled on and off. Found on the font menu.

Show/hide button reveals formatting, toggles on and off. When toggled on, spaces are shown as dots, non-breaking spaces as small circles, non-breaking hyphens are shown as longer hyphens, tabs are shown as arrows, paragraphs have paragraph marks on either end, line breaks shown as circular arrows. 

Non-breaking space: Use when it isn’t appropriate for the space to break across lines. To do press ctrl+shift+spacebar or select from insert, symbol. Done for dates, addresses. 

Non-breaking hyphen: Use when it isn’t appropriate for a hyphen to break across lines. Press ctrl+shift+hyphen to make it work or from inset, symbols. Used for phone numbers.

Format painter: single-click to apply a format once, double click to apply in multiple places, select text to apply only character formatting, select entire paragraph to apply paragraph formatting. 

Formatting a Paragraph: paragraph-level formatting applies to the entire paragraph even if the whole paragraph is not selected. When enter key is used to start a new paragraph, the previous paragraph’s formatting applies to the new paragraph. EX: alignment, indention, line spacing, paragraph spacing. 

Alignment: Left aligned (default, left side is aligned, right side ragged), right aligned (right side aligned, let side ragged), centered alignment (ragged right and left), and justified alignment (aligns both sides of texts)

Indentions: Three types indent entire paragraphs, first line indents, the first line indents to the right of the rest of the paragraph, and hanging indents, first line hangs out to the left then the rest of the paragraph. Paragraphs written from margin to margin. 

Line spacing: use to set spacing between lines. Single-spaced, double-spaced. Found in paragraph in home, and press the open paragraph window. Business documents shouldn’t be double spaced, if the document needs to be line edited it should be double spaced. Use before and after to add space before and after lines. 

Setting tabs: Default tabs are the space between tabs when no tab has been set. A set tab replaces default tabs with a single tab, and default tabs continue after a set tab. Five types of tabs: left, right, center, decimal and bar. SLIDE 20, 21, 24 MAKES NO FUCKEN SENSE. Replace empty spaces in tab with dots or lines with the leader option. Click through ruler items in the square, and click on the ruler to place the tab and remove it by dragging it off the ruler. Quick way to set a tab stop is to use the ruler. Click the square on the top left hand side and it will show each item that has been added to the ruler. By placing the mouse over the square word will identify the component and the one displayed on the slide is a left tab. 

Preventing awkward breaks: window/orphan control prevents single words and partial words at the end of a paragraph to go onto its own line. Keep with next will keep the paragraph with the next one and is used to keep headings with the first paragraph below. Keep lines together keeps lines in a paragraph together. Page break before will start a paragraph on its own page. 

Borders and Shading: can be applied to separate character or paragraphs, when applied to characters, it will only surround selected text. 

Bulleted lists: a way to identify list items in no particular order. Bullets and numbers are both paragraph-level changes. Use increase indent and decrease indent buttons to identify an internal list (list within list)

Columns: can be applied to the entire document, sections or highlighted paragraphs. Use column breaks to force content into a new column. Can add either a preset column design (single, double, triple, left and right) or you can create a new one. 2 parts: column itself and gutter between columns). Can set up equal widths or specific widths for separate columns. You can insert a column break at the point where the content needs to move to the next column. 

Ruler: provides information on the selected paragraphs. Use to place tabs and change indents and column gutter widths. Type of tabs: L shape for left tab, backwards L for right tab, upside down T for center tab, upside down T with a dot for decimal tab, a line for the different tab options for bar tab. Margins are the grey area on the ruler. Indent and word wrap is the white triangle pointing up attached to the square.  First line indent is the triangle pointing down. 

Styles: Paragraph vs. character: styles are groups of formats which may be applied to different parts of the document. Using styles to make format choices unifies the document design and when changes to a specific style are made the style updates through the document. 

Applying a style: highlight the text, open the style window in the home tab, and choose a style. Select paragraph and click clear all if you want it to go back to normal style. 

Modifying a style: When modifying, changes are updated where style is applied. To get modify style dialogue box click the down arrow next to the style on the styles menu. Can make changes to font, paragraph, tabs, borders and shading, language, frame and numbers. Can even choose the style for the paragraph that will follow.

Reveal formatting task pane, press style inspector button in the styles group on the home tab and click the reveal formatting button on the style inspector dialog box. 

Outline view isn’t for producing outlines. Uses the heading styles applied to a document to provide an overview and it turns style headings into a bulleted list. Allows moving entire areas of the document around by simply moving the bullets. 

Table of contents generates automatically based on the heading styles applied in the document. Under references ribbon in the select table of contents. Can use default system or use options button to identify styles to be used as a basis for the TOC.

Create an index: Word adds an index to the document and alphabetizes it. To add content, use the “mark index entry” window. 


Lesson 8: Enhancing a Document: Tables and Graphics:

Tables are built using columns and rows. Intersection of rows and columns are called cells. Cells can be merged, eliminated. 
Can insert table by clicking insert table button found on the insert ribbon and choose the number of columns and rows needed using the displayed grid. You can use the insert table tool and type the number of columns and rows you would like or you can draw the table using the draw table tool but this feature is difficult to control. You can also insert an excel spreadsheet and you can choose a design from the gallery or make your own and add it to the gallery

Using tab key moves you from cell to cell. To add an actual tab character to a cell type ctrl+tab. 

Insert or delete rows and columns by pressing it in the layout tab, select the row or column and press delete on the ribbon. 

Highlight cells you want to merge together and press merge cells in layout tab. 

Next to merge area you will find a cell size area and it allows you to customize the column and row sizes. You can also resize by simply dragging. When resizing vertically, it will apply to the entire row, when horizontal it can apply to the entire column or a single row. To be sure the entire column changes make sure no cells are selected. If you want the move border only in one row, you can select the row or select the cell.

Table styles are predefined and you can click more arrows to see more style choices. In a default table all cells look the same . Make table more readable by defining the column and row headings using formatting. On design tab, you can apply a predefined format to the table and you will see some predefined table styles. 

Mouseover to preview a specific style. Press style to apply it. You can make changes to a selected style using borders and shading area to right of predefined styles. You can also press make a new style button to create a new style and save it to the template so you can use it late.

Formatting: Shading and borders. Shading fills the backgrounds of borders. The left of the word shading has an icon and under it is a color line and it represents the last color used. Icon on the left of border shows the last border that was applied. Click the arrow besides both icons to apply a different option. 

Click properties in layout tab to see a table properties dialog box. You can choose to align the table to the left, right or center it between the margins. You can also choose the text wrapping to decide how it interacts with the table. 

Setting alignment of selected cells using alignment options like setting it in the middle and the top, or left bottom etc…

When you click on the same alignment that it’s on once it’ll rotate and every additional time it continues to rotate. 

Use cell margins button to open the table options dialog box. Margin inside cell is aka padding. Gives space between edge and data. You can even add space between cells. 

Columns labeled alphabetically, rows labeled numerically, cells are the intersection. Example of cell address: A1. Given addresses to allow formulas to update cell data as other data changes.

Formulas in word are similar to those in excel. Enter formula by clicking the formula button on the layout ribbon. Use paste function to choose a function for use in the formula. (SUM, PRODUCT, ID etc). Once a formula is entered its considered a field. 

Use f8 to display formulas (aka fields). Use update field to update the formula total when the data changes. 

Word sorts its data by columns. In the sort dialogue box, the sort by drop down box shows the header rows column titles. If a secondary sort is necessary, use the Then by area to choose a second column to sort within the first sort (ex: first and last names).  Sort it by ascending or descending by choosing the correct “radio” button. Ascend (a to z, smallest to largest) descend (z to a, largest to smallest). 

Text to table options works when pre-typed data would work better in a table. Highlight the text to be places in a table and on the insert ribbon you can select convert text to table. Text must have an identifier between columns. Equal columns width is the default.

Graphic tools add flair. Some graphic tools: Clip art, pictures, word art, symbols. 

Copyright protects work and gives its producer the right to use it and reproduce it. We must assume that all work on the Internet is copyrighted.

Inserting clip art by going to insert and in the illustration area you will be able to insert clip art, smart art charts and pictures. You cannot use clip art to make logos and resell the document, but you may use them in your documents.

Clip art task pane: Type in a keyword to search for images. Limit search by collection or media, and click down arrow for further options. Double click to insert in document. More images found on their site. 

Clip art has predefined keywords associated with it and they are the words that can be searched for in the pane. Its stored on the computer in folders. To view folders, click organize clips and the Microsoft clip organizer will open. Dialogue box has 2 sides. Left-hand has the collection list and once clicked the contents will show on the right side. Roll over the down arrow when going over a photo with the cursor to see the keywords associated with that piece. You can even edit the keywords, delete the photo, copy it somewhere else. 

Inserting a picture, to add an image not part of clip art click the picture button in insert ribbon and it will allow you to search for a saved photo in a file on your computer. 

Manipulating graphic: you can size the photo by using the handles on edges. Hold down shift key to retain the proportions of the art when sizing. Choose how it interacts with text in the format tab and select arrange area and you will find text wrapping. Text can go around the object in line with text, square, tight, behind text, in front of text, top and bottom and through. 

Most popular text wrappings are in line with text, square and tight. In line treats photo as a letter line before and after where the image is placed is based on size of image. Square adds a square around the object even if it isn’t a square and wraps the text around it. Tight is for non-square objects and uses the actual lines of the object and places writing attached to that.

Other text wrappings: Through, similar to tight, but text will be places in open spaces within the object as well as wrapped tightly around it. Top and bottom puts space between the line above and below the object, no text wrapping. In front of text will be placed in front of text and it will cover the text behind it. Behind text will place text on top of object. There is an anchor in place when object is in front of behind text and any information added before it will push the image down but information added after the image will not affect it. 

Picture styles are found in format of picture told when picture is selected and you can mouse over the styles to preview them. To make own style select to image and chose the three options besides the picture styles, picture shape, picture border and picture effects. 

Cropping hides unimportant parts of an image. Found in the format ribbon. You will see black handles in place when clicked. Keep same proportions by pressing shift key. Stop cropping by pressing off the image or repressing the cropping button. 

Brightness is ratio between lightness and darkness of an image. Brightness setting found on the left-hand side of the format ribbon.  Contrast increases or decreases the difference in dark and light areas of the image. 

Compressing images: Graphics increase the documents size while compression helps shrink that size. Once changes have been done to an image, select the compress tool to shrink size of file. Cannot undo changes once compressed. 

Word art: special type of object. Takes type and applies styles to it to make it interesting. Once text is wordart it is treated as graphic. Choose design from options available. Add text to edit word art text dialog box. Unless enter is pressed it will remain in the same line, even if wrapped in the window. You can choose your font size and bold or italics. 

Once the basic word art has been added, changed can be made by selecting it, and options are available on the text area of the format ribbon. Options include: letter spacing, direction of text, alignment, style, fill, outline and shape of text. You can change shadow effect choose a new color, chose 3d effects. You can’t have a 3d effect and shadow effect at the same time. 

You can insert symbols in the insert ribbon and pressing the symbol button. You may need to insert for copyright, registered, trademark or other symbols.
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EXCEL:

Lesson 10: What can I do with a Spreadsheet?

Spreadsheet: a computerized equivalent of a ledger.
Excel: a computerized spreadsheet application used to build and manipulate worksheets and workbooks.
Worksheet: a spreadsheet that may contain data, values, formulas and or charts. 
Workbook: a collection of related worksheets within one file. 

VisiCalc was the first spreadsheet program, introduced in 1979. Electronic spreadsheet allows for quicker, more accurate changes than were possible with a manual ledger. Workbook starts with a default name of Book1, Sheet1, Sheet2 and Sheet3 are the default worksheets created in every workbook. 

Spreadsheet is used for business applications like accounting. Used for “what-if” analysis, such as estimating sales at 5% higher in a month. 

Plan before entering data. Steps to have a good design: decide on the purpose of spreadsheet and how it will be constructed. Make it clear where data has to be entered and enter data and set up formulas wherever possible. Test many times to make sure results are expected. Format worksheet to look appealing.

Worksheet is divided into a grid of rows and columns. Rows numbered, columns lettered. A cell is an intersection of row and column. A cell reference is the address of that intersection, like A1. Navigate using keyboard and mousepad.

An active cell is the cell that is being worked on and data will be entered. Formula bar shows the active cells content. Name box shows the address of the active cell or shows the name its been given. Sheet tabs the sheets that are available. The status bar shows information about a selected command or operation in progress. Select all button is used to select everything. Ribbon primary replacement for menus and toolbars made up of tabs, groups and commands. Tab’s are designed to be task-oriented. Each made of several groups to facilitate viewing all of its function without having to open menus. Two types of tabs, contextual and program. Contextual words for items that are selected and the tab will appear in an accent color next to the standard tabs. Program tabs replace the standard ones when switched to a certain authoring modes or views like print preview. 

Active cells are also noticeably by their heavy border. 

3 types of data can be entered in a new workbooks: text (data that doesn’t need to be calculated), values (data that will be used for calculations), formulas (starts with an equal sign). To create new workbook, click office button, select new and then blank workbook. 

3 most common methods to edit data in a cell: Select cell and press formula bar and make changes and press enter. Double click on cell and make changed directly. Select cell and press f2 and make changes.

2 types to clear content. Click cell and delete, or click clear arrow in editing group of home tab. 

Save using office button, select save or save as. Keyboard shortcut, ctrl s

Mathematical operations are backbone of excel. Formulas are used to perform math operations and arrive at a calculated result. Must begin with a = sign. Used to automate calculations that were performed manually. 

Operator symbols: addition (+), subtraction (-), multiplication (*), division (/) and exponential (^).

Order of precedence: Controls sequence in which arithmetic operations are performed. Parenthesis performed first, then * and /, then + and -.

To view all formulas in a worksheet press ctrl and ~ key. Toggles on and off.

Insert new row or column click the row number where you want the row inserted or the column letter where you want the column to go. In cells group on the home tab click the insert pull-down arrow and select insert sheet rows or insert sheet columns. 

To delete or insert individual cells, click the cell and select the insert pull-down arrow in the cells group on the cells tab and click insert cells to display the insert dialog box. Click appropriate option to shift cells right or down and click ok. 

Range is a rectangular group of cells in a worksheet. Consists of one cell or entire worksheet. To select range click and hold left mouse button and drag from beginning of range to end. Can be contiguous (rectangular block of cells) or non-contiguous (2 or more separate non-adjacent ranges).

Move operation moves content from one cell to another. Can use drag and drop method, cut and paste method. Delete removes all content from cell or range of cells, can be done by selecting range and click delete. 

Copy makes duplicate of contents in selected range and places it on clipboard. Paste laces the content of clipboard in selected range. Paste special provides several different options.

Autofill: allows you to copy content of a cell or a range of cells. Drag the fill handle over an adjacent cell or range of cells. Fill handle is a small black square at bottom right corner of a cell. 

Manage worksheets: right click sheet tab and select rename. Change sheet tab color, right click and select tab color. Select theme colors, standard colors, no color or more colors. Move delete, copy or add worksheets by right clicking sheet tab and select the option you want.

Formatting worksheets: draws attention to important areas of the worksheet. Change font, colors, styles. Merge and center labels. Drag borders of cells to adjust height and width. AutoFit automatically adjusts the height and width. Select borders in the font group on the home tab. Use border tab in the format cells dialog box to also change border. 

Pound signs appear when number is too long to fit in cell. 

Insert clip art: Used to represent the most important aspects of spreadsheet content. Can sometimes be distracting or take up large amounts of disk space. To insert: found in illustrations group in insert tab, will open the clip art task pane. 

Page setup and printing: orientations (portrait, landscape). Margins (left, right, top, bottom). Headers and footers (Headers are at top of every page, footers at bottom). Sheet options (show gridlines, row and column headings). Print preview shows how spreadsheet will look when printed. 

Managing cell comments: You can add documentation to cell which is used to clarify thoughts and define formulas. Red triangle appears in cell containing comment. Comment is visible when you point at cell. Insert comment by pressing cell, review tab, comment group, click new comment.

Lesson 11: Formulas and Functions:

Formulas used to perform mathematical and must start with equal sign. 

Pointing uses mouse or arrow keys to select the cell directly when creating a formula. Must put in = sign then select the cell and type an operator. 

Use fill handle, small black square in bottom right of cell to copy formulas. Provides clear-cut alternative method for copying the contents of cell. Can be used to duplicate formulas. 

To use fill handle: click on cell that needs to be copied. Position mouse over black square, and the pointer will change to a thin crosshair. Click and hold left mouse button while dragging over destination cells.

Relative cell references: change relative to the direction in which the formula is copied. Absolute cell references: are exact, do not change when formula is copied. Use f4 key to toggle between both cell referencing. 

Insert function in formula tab has predefined formulas that be selected. Already has the formula information and requires cell references. Functions job is to perform specific programming task when called upon. Not necessary to understand function’s internal code, but should know what a function does and how to give it the proper information to perform its task. 

Example: SUM, most commonly used function. Represented by a sigma. Adds values within a specific range. Syntax refers to the grammatical structure of a formula, must adhere to stated structure of formula. Arguments are values, used as input and returned as output. Function wizard automates entering the function formulas. You can search for functions through insert function button. 

Autosum automates the sum function. Click cell where you want the result. Click range of cells you want to sum and press enter. 

Basic statistical functions:
AVERAGE calculates average of a range
MIN calculates minimum value in a range
MAX calculates max value in a range
COUNT counts number of values within a range
MEDIAN finds midpoint value
COUNTA counts number of cells in a range that aren’t blank

Date functions: Efficiently handle time-consuming procedures. Help analyze data released to the passing of time. TODAY function places current date in selected cell, updates automatically. NOW function displays current date and time side by side and updates automatically. AutoComplete function will show a drop-down list of known options. 

Logical functions help in decision-making. Lookup functions useful for looking up data entered in specific range of cells. Two types of lookup: VLOOKUP and HLOOKUP. VLOOKUP arranges data vertically, and HLOOKUP arranges data horizontally. 

IF function is used to determine whether a condition has been met. Three arguments: Condition tested to determine if its true or false. Resulting value if condition is true, resulting value if condition is false. Where condition is met, formula performs one task, when not met, formula performs another task. Comparison operates used to specify conditions. Result of a conditional expressing using a comparison operator is always true or false. 6 comparison operators supported are: = (equal to), <> (not equal to), < (less than), > (greater than), <= (less then or equal to), >= (greater than or equal to). 

Example of if: IF(C6 > 3.5, “deans list”, “no”). Telling excel to see if cell c6 has a greater value than 3.5. If it is true, it will display Dean’s List if false will display No.

VLOOKUP: Suited for large tables of data, such as tax tables. 3 arguments: lookup stored in a cell, range of cells containing a lookup table and the number of the column within the lookup table that contains the value to return. 

Lookup value: value to look up in a reference table, lookup table range of cells containing the reference table, breakpoint is the lowest number value of a category or series. Column index number column number in the lookup table that contains return values. 

Financial functions: used for decisions involving payments, investments, interest rates and allows you to consider several alternatives. PMT function is used to calculate loan payments. 3 arguments: interest rate per period, number of periods, amount of the loan and then it computes the associated payment on a loan. To use must divide annual percentage rate (APR) by 12 months to obtain monthly periodic rate. Multiply the 3-year term by the number for payments per year. Due to monthly payments you multiply the number of years by 12 months. Minus figure since it is an outflow of cash. 

FV function: used to determine the future value of an amount, like investment. 3 arguments: interest rate (rate of return), number of periods (length it will take to pay), periodic investment (how much you will invest).

Lesson 12: Charts: Delivering a Message: 

Graph is a graphic or visual representation of data. Multiple chart types that enhance info, add visual appeal and make it easy to analyze data. Select type that best presents your message. Variety of chart options available that can be modified to better communicate ideas. 

Data point a numeric value that describes a single item on a chart.

Data series is a group of related data points

Category label describes a group of data points in a chart

One data point in each data series for each value of category label. 

Column chart. Used to show actual numbers rather than percentages. Displays data comparisons vertically in columns. X or horizontal axis depicts categorical labels, Y or vertical axis depicts numerical values. Plot area contains graphical representation of values in data series. Chart are contains the entire chart and all of its elements. Most effective when you are limited to a small number of categories. Used when need to show actual numbers rather than percentages. Use vertical bars to represent data. 3D effect can be useful when you want to emphasize a particular set of data.

Clustered VS Stacked: multiple data series chart compares 2 or more sets of data. Clustered column chart groups similar data side by side in columns and makes visual comparisons easier. Stacked column chart places data in one column with each data series in a different color for each category. 

 Bar chart: column chart with a horizontal orientation. Emphasizes the difference between items. Can accommodate long, descriptive labels which are easier to read than labels in column chart. Most basic stuff is clustered bar chart. 

Pie chart: Effect to display proportional relationships. Pie denotes the total amount and each slice corresponds to its respective percentage of the total. Good when working with percentages, and easiest to read with small number of slices. Should be 7 or less.

Exploded pie chart: used to emphasize one or more slices of the pie. 

3d pie chart: may be misleading, one section may appear larger than others but not at the same time. May be exploded or non exploded.

Line Chart: Shows trends over a long period of time. Line is used to connect data points. Frequently used to show stock market and economic trends. Used also for sales projections, weather data or stock values. 

Other chart types: Doughnut chart, scatter (XY) chart, and stock chart.
Doughnut chart: displays values as percentages of the whole, shows values for each category in each market area and displays multiple sets of data.
Scatter chart: Shows relationship between 2 variables. Used in statistical analysis to represent a collection of data.
Stock chart: shows high, low, and close prices for individual stocks over a period of time. 

6 steps in creating a chart: 
· Specific data series, 
· Select range of cells to chart (use shift key to select multiple cells, use ctrl key to select non-adjacent), 
· Select chart type,
· Insert the chart and designate the chart location, Insert chart as an embedded object in the worksheet, or as a new sheet.
· Choose the chart options/add graphics Choose the chart options using the design, layout and format tabs. Design tab: used to display data in rows or columns, layout tab: used to change the display of chart elements and format tab: used to apply special effects. Add graphics by adding a company logo or clip art to personalize it. Add my going to the illustration section on insert tab. Select the medium.
· Change the chart location and size, select chart to reveal sizing handles and drag sizing handles to achieve desired location and size 

You can print a chart including the worksheet where it is embedded and always print preview to ensure you are printing what you intended. 

First row used for category labels when multiple data series are selected and rows are specified.

Lesson 13: Working with Large Worksheets and Tables:

Freezing: process of keeping headings on the screen at all times. Can freeze both rows and columns or just the top row or the first column. To freeze, you have to select the cell bellow the row to the right of the column you want to freeze. Then click the view tab and click freeze panes in the window group. You can freeze both rows and columns or just the top row or the first column. 

Hidden: state in which rows, columns and sheets are invisible. Done to conceal nonessential information. Hiding it doesn’t affect the data in it. Hide by selecting row or column and in home tab the format menu in cells group will have the hide or unhide option. Hide a worksheet by clicking the sheet and doing the same process. 

Protecting: Protection controls ensure that only the right people see the data. Locking prevents viewers from making any changes to the cells. To enable: select cells where entering/changing data will be allowed. Click home tab, open format menu from the cells group and click cells to open the custom lists dialog box. Select protection tab and clear the check mark from the locked box. Click home tab and open the format menu from cells group and click protect sheet. Select password if desired and clear the check mark from select locked cells. 

To protect a whole workbook click review tab and click protect workbook in the changes group. Click the boxes for the protection desired and enter password. 

Calculation is the computation of formulas and displaying the results or values in the cells that contain the formulas. 

Page break, page orientation, printing a selection and order in which pages print muse be considered when printing large worksheets. Columns widths, margins and page orientation can be adjusted. 

Page break: the page break preview will show where the page break occurs. Watermark shows the page numbers, move the dashed blue lines as appropriate to adjust the page breaks. 

Page orientation can be changed on the page layout tab.

Select an area to pint prior to actually printing. Click the page layout tab and then select the page setup dialog box in the page setup group. Click print and then click selecting in the print what section.

Print areas will highlight the selection that will be printed before you print. To select it chose your area you want to print, go to set print area in page setup group on the page layout tab and it will highlight that area. 

Data may make more sense if printed in different order. To change order click page setup dialog box launcher of the page layout tab and select sheet tab and change the page order options as appropriate.

Table is an area in the worksheet that contains rows and columns of similar or related information. Can be used as part of a database or organized collection of related information. Worksheet rows represent the records, worksheet columns represent the fields in a record. First row contains the column labels or field names and it identifies data to be entered in the columns. Each row in the table contains a record. 

First row contains field names and each row is a record. 

Create table from data already in a spreadsheet. Select the range of cells that contain the data and click insert tab and click table in the tables group. 

When you create a table excel automatically applies its default table style Medium 9 banded rows. Contextual table tools tab is the active tab and each cell in the header row has sort arrows. 

Edits are done the same way as data in a spreadsheet. 

Find and replace allows global editing of data. Select replace tab in find and replace dialog box and find the word you are looking for and click replace to replace it with the word you want.

Format the table: Makes more attractive, easier to read and emphasizes important data. Change cell height/width and are available in the format drop down list of the cells group on the home tab. Other options in cell styles gallery of the styles group and in the number, alignment and font group of the home tab. The design contextual tab provides a variety of formatting options for tables. Table styles group presents a selection of predefined table styles. Table style options group contains a set of boxes to select specific format actions in a table. 

Sorting arranges records in a table by the value in fields within a table. Sort command puts lists in ascending or descending order according to specified keys and keys are the fields in which records are sorted. Sort in sort & filter group on the data tab and select your own choice. 

Multiple level sorts. A single key doesn’t always uniquely identify a record so using multiple level sorts allows differentiation among records with the same data in the first key. Excel allows 64 different keys.

To perform a multiple level sort: Click any cell in the table and click sort button in the sort and filter group on the data table and it will open the sort dialog box. Click add level button and choose the first key from the sort by drop down list and verify that the results are correct then continue to add level button and add keys until you have entered all desired sort keys

Data is the raw material and information is the final product that is selected based on that data.

AutoFilters: quick way to display a subset of data from a table. Filtered data displays only the records that meet the criteria you specify. To apply click arrow in the column header. Records that don’t meet criteria are hidden. They aren’t deleted, just aren’t displayed. Can use multiple autofilters. Filters are additive which means that each additional filter is based on the current filtered data and further reduces a data subset. 

Some fields require calculation in order to best display some or all of the data contained in the table. To insert column totals select a cell in the table be sure the design tab is available. Place a check mar in the Total Rows box of the table style options of the design tab. 

Create Summary report: Compute subtotals for groups of records within a list. Subtotals command inserts a subtotal row into the list when the value of designated field. Grand total is displayed after the last record. Will not work with data in tables. Must be a list not a table and click convert to range in the tools group on the design tab as necessary. Click in the list and then click subtotal in the outline group on the data tab. Select the criteria and add subtotal categories as appropriate.

Creating a summary chart. Idea way to graphically depict the data from the summary report. Select the data fields to be charted. Click insert tab and open chart group. Select the type of chart appropriate for the data and click OK. Format and move the chart as appropriate. 
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POWERPOINT:

Lesson 14: Presentations Made Easy:

When working with PowerPoint real star of the presentation should be the presenter.

It has regular parts like word and excel. Title bar, Microsoft office button, quick access toolbar etc. For PPT, ribbons are: home, insert, design, animations, slide show, review, view and add-ins.

Document window is where slide is being developed. Status bar at bottom of window provides you with information related to the position of the slide in the slide show, design theme being used and views available and zoom. 

Views are: Normal, slide sorter, notes page, slide show. 

Normal view: where you key the information onto the slides. 3 panes appear, outline tab with slides, the slide pane and the notes pane. Thumbnails are the small slides in the outline pane. The outline tab in the outline tab will show only the text portion of the slides. Every time you press enter an additional slide is added. 

Notes page view: another way to add speaker’s notes. You see the slide at the top and you can write notes below. Notes entered do not appear when the presentation is shown.

Slide sorter view: Shows each slide in presentation in thumbnail and you can change order, delete and add transitions. To change order you can just drag slides. To go back to normal view you just have to double click on the slide. 

Slide show view: Press view tab and select slide show in presentation views gallery to begin presentation. 2 methods of advancing slides. Can do manually or pre-determined amounts of time can be used to advance slides. 

Click help by pressing button on upper right corner or press f1. 

To plan presentation: consider audience, storyboard ideas, complete research, prepare the presentation (add content and make design decisions), review the presentation, prepare to give the presentation. 

Three sections used in a storyboard, content, layout and visual elements. 

Presentations will have three major parts, introduction, body, and conclusion.

Make slides have short phrases, use bullet points, use active voice, be clear and concise, elements should support, not distract and it should be consistent. 

7X7 guideline. Seven words per line, seven lines per slide. Gives a max of 49 words per slide. 

Slide layouts: placeholders hold content, they control element location, can be deleted, can be changed in size, and can be moved. 9 slide layouts in office theme. 

PowerPoint has design themes to choose from. You can modify an existing theme. Once theme is chosen it applies to all slides so you can write your text first and chose theme later. Gives feel to presentation. 

Review is done the same way as word, red wavy line, green wavy line. You can go to the review tab and check spelling there. 

Tables add organization. It allows to arrange information in a way that makes sense. 

PowerPoint allows you to insert clips of all sorts. Clip art, personal photos, movie or short video, sounds, animations and transitions (58 different transitions).

Clip art pane allows you to search for clips by keyword, collection and type. When a clip is selected a shortcut menu appears that gives you options. 

Clips can be moved and resized. When clip is selected, editing handles will show up. Move mouse pointer over handles and they will change to double-pointed or four-pointed arrow. Using corner editing handles keeps its proportions. To move the clip around slide place mouse pointer inside the clip and when it moves to a four-pointed arrow you can drag it around the slide. 

Transitions: way that slides move onto the screen. Ex: fade, dissolve, wipe, push and cover etc… 58 transitions. Access by using animations tab. Click more button in the transitions to this side group to display the gallery. A live preview helps chose the transition. Hold your mouse over pointer over a transition icon. *transition is the effect as the slide appears on the screen*

Animations: affect individual objects like text, diagrams, tables, hyperlinks and clips. These items move onto slide using different schemes. Open animation list by clicking on the animation tab. Click the animate down arrow in the animation group. Custom animation pane available by clicking on the custom animation button in the animations group. Click add effect button on the custom animation pane to select the entrance, emphasis, exit or motion paths for objects on the slide. Number next to clip indicates what position it will be animated when the slide begins. You can test the animation by clicking the play button at the bottom of the custom animation pane. 

Ways to navigate through slide show: N for next P for previews, B for blacking out the screen, W to white out screen. You can also click the mouse, or press enter key. Press esc to exit slideshow. 

Shortcut menu available by right clicking on any slide during the presentation. You can select to go to a previous slide in this menu. 

You can annotate your slides while displaying them. Can circle words, underline and erase what you’ve done. Right click the mouse will bring the shortcut menu. Selecting the pointer option and a menu of different annotation options will appear. Select the tool you want to use. Options: pen, felt tip pen, highlighter, eraser, and arrows. Can even change color. At the end of the show you can remove what you’ve put or save it for next audience. 

Slides can be printed full size, handouts with the speaker’s notes and still takes a full sheet per slide; outline can have multiple slides per page.

Lesson 15: Presentation Development:

Office provides templates that contain both professional-looking designs and content to help you decide what to say. Themes consist of: color, backgrounds, graphic symbols and font selections for titles and text placeholders. Templates might also include suggestions on what the slide should say. 

PowerPoint comes with built-in templates but you can also find them online. Other option is to begin with a blank presentation with just layout placeholders.  Templates can be revised to fit own needs.

To begin with a template, press office button and in upper left corner of window select new. Dialog box that opens gives access to templates available on local computer and the Microsoft office online resources. 

Adding elements to template is as simple as going to the insert tab and selecting elements to add. Font style or size can be changed by selecting text and changing it manually. Placeholders can be changed in size and moved around easily by dragging and also can be deleted. 

Outline view helps organize presentation. Allows you to concentrate only on the information. Create titles at highest level of each slide and add lower levels by selecting tab key. Move an item to a higher level you press shift key + tab. Use clipboard group on home tab to cut copy and paste text in outline view. Can also drag and drop. Outline can be collapsed to show only the titles of each slide. Useful for long presentations. To change views right click and select collapse option from shortcut menu. You can collapse selected writing or the whole thing. 

You can save PowerPoint as a word outline wordpad and notepad as well. If using word processing application, save file as Rich Text Format (.rtf) or Plain Text format (.txt). RTF will retain most of the outline formatting while plain text format only retains the text. To open the outline in PowerPoint, click office button, select open and click all outlines in the files of type box. 

Very time efficient to use content from other presentations in building a new presentation. Select add slide button in slides gallery and instead of selecting it from the layout gallery, select reuse slides which will open a pane on the right side of window, there you browse for the presentation that contains the slides you want to reuse, thumbnails will show the slides that appear in that PowerPoint. Click on the thumbnail you wish to insert into your current presentation. 

Visual design: Consider appeal and professionalism, neat and clean, focal point, font style. Consider audience, whether it’s a professional presentation, a fun one etc. Keep it simple. Select one font and stick to it. Select group of colors that work well together and use them. Avoid cluttering slides with extra graphics. Graphics add a focal point if applied properly. Like eyes of a person in a photo should be facing message because it draws viewer to the message. 

Selecting serif or sans serif. Sans serif is good for short text blocks. Better for presentations that will be projected on a screen. Serif is better for printouts. Decorative fonts can be difficult to read. 

Strive for unified designs, consistent styles. Similar in color, similar backgrounds, similar cartoons etc. 

Avoid underlined text can confuse reader to make them believe it’s a hyperlink. Caps give impression of yelling. Bold and italicized can be hard to read. Avoid orphan words. Put one space after a sentence not two.

Title should contain capital letter at the beginning of major words. Size of font should be 36 points or larger. Limit titles to one line whenever possible. Bullet points should be written as if they were sentences without periods at the end and use 28 size font. 

Color gallery gives possibilities. After selecting the theme design, you can select color themes. You can create new theme colors if you do not like any of the set ones. 

Fonts gallery offers suggestions for title and body font. When pair is selected all titles and text change on all slides. 

Effects gallery contains effects that can be applied to shapes. 

Background styles gallery contains solid colors and background styles for themes. Styles will be consistent with color scheme on the slide. Options include subtle (solid colored), moderate and intense (patterned with dots, blocks or stripes). Hide Background button useful when background shapes don’t mix well with other objects on slide. Background can be turned off on individual slides as needed. Can also customize background to your own specifications. 

Headers and footers: Useful for putting consistent information on the top of outline printouts and handouts. Don’t display when slides are projected. Footers display on slides. Info will be consistent on all slides. Can turn the footer off on the title slide. The insert tab contains header and footer settings in the text group. You can set date and time to update automatically or not. Drop-down box for selecting the style for the date. To type personal message must check footer and type in what you want to write. Use apply to all to put the footer on every slide, and apply option will include the footer on that selected slide.

Lesson 16: Presentation Design: enhancing with illustrations:

Shapes: visual elements that you add to presentations to provide focal points and explain content. Creating shapes is very easy. You can create 3-d shapes and add shadows, glows, warp and bevels. 16 million color fill possibilities. 

Available shapes: autoshapes, callouts, lines and connectors, freeform, text box, smartart, wordart. 

Autoshape gallery helps create geometric and non-geometric shapes. Can use lock drawing mode to draw the same shape multiple times on a slide. Activated by right clicking on the shape and selecting lock-drawing mode. When all shapes have been drawn press esc key to deactivate lock drawing mode.

Callouts: callouts are bubbles with an automatic text box. Familiar because they are the dialog shapes in cartoon pages. 

Shapes adjusted with sizing handles, dragging handle inward makes smaller and outward makes larger. Using corner handles will keep proportions.

Hold shift key to create a perfectly straight line and double click at the end to end the line. Curved lines can be created by stopping and clicking at each point where you want the line to bend and to end double-click. Connectors help connect line to the shape. Puts the arrow point exactly on the shape. If shape is later moved, connector is moved with shape. Connector is created with line shape and ass you drag the line from the first shape a red dot will show up on the second shape and if you connect it there the line will become a connector. 

Text boxes: Allows you to put text anywhere on the slide without a placeholder. Can be modified with effects, fills and font formatting. Create by selecting text box in text group. 

Free form shapes, customized shapes that can contain curved and straight lines. Available in lines category. Click initial point on slide and drag for curves or click and move mouse for straight lines, and double click at the end. Fill will automatically appear. Editing is done different, select shape and go to the drawing tools format tab and select edit shape, and select edit points option. Vertexes are the black dots at the end of the lines or where line meets and you can drag a vertex to a new position.

If you like size and edits of the shape you chose but want a different shape select Edit shape and then change shape to whatever you want. 

Quick styles gallery provides combination of styles that can be applied to shapes after creating them. Found in format tab, drawing tools. Live preview. Once clicked it will be applied to shape. 

Can fill your object with a solid fill, gradient fill, texture fill, picture fill or none. Found in Shape fill tab in the shape styles group of the format tab in the contextual tab of drawing tools. RGB numbers can be changed in the more fill colors option to tweak with colors. If you put 0 at all levels you will find black, if you put 255 you will see white. You can create 16 million colors. Hue saturation luminosity (HSL) works the same way. You can apply a texture such as marble by selecting the texture option.

You can manipulate color, style and thickness of border lines by going to shape outline. You can use arrows, dashes etc. 

Can apply 3d, shadow, reflections, glows, soft edge, bevels and rotation effects. 

SmartArt allows you to organize diagrams. Select SmartArt application but first select the text and once you select the text it converts to SmartArt. 80 different layouts available. Accessible through the illustrations group on the insert tab. 7 categories of diagrams: list, processes, cycles, hierarchies, relationships, matrices and pyramids. You will see further subtype options in each category and a preview. After selecting, text pane will open for the text entry. 

Color schemes for SmartArt can be changed by clicking “change colors” command which will display the color gallery. Color choices: primary theme colors, colorful color choices, and color schemes based on accent colors. Style effects applied by using quick styles. Gives consistency between diagram and other shapes in presentation. 

Can also convert by right clicking placeholder and select convert to SmartArt.

Insert new text in word art using insert tab and clicking word art option. 

Look of word art can be modified with quick styles in the format tab. Can change individual elements of fill, outline and effects with text fill, text outline or text effects on the word art group. The transform option allows you to rotate text around a path, add warp options, stretch letters, and angle letters or bloat letters. 

Clip art can be isolated, rotated, flipped, grouped, ungrouped and recolored. 

Click format when a clipart is selected and you can modify size by selection size group and the size and position dialog box. Exact measurements can be entered. Flipping an image precisely can be chosen in the arrange group. 

Ungrouping can only be done to vector graphics. Recolor picture option is selected in the recolor gallery which shows up when graphic is selected. 

You can select set transparent color to make a certain color in a photo transparent.

Arranging objects is done by stacking order or objects are aligned in relationship to other objects on the slide using the selection pane in the arrange group of the drawing tools tab and you will see many options.

Objects can be aligned. Use the view tab and click the check box for gridlines and/or rulers. Grids and guidelines dialog box is available under the drawing tools align tab and it allows you to make changed to the grid. Objects snap to gridlines or ruler measurements as you move them around the slide by default. Can turn this off but if you want to turn it off for one object you can hold alt key while dragging object. You can also use align feature. Select object and click align on the drawing tools tab.

Guides are different than grids. You can decide where to position guides and can decide how many guides you want. Guides are accessed by selecting the check box on the grid and guides dialog box. Move by dragging them to desired position. To add additional guide, press ctrl while dragging. 

Aspect ratio: relationship between height and width.

Lesson 17: PowerPoint Multimedia Tools: Enhancing with Multimedia:

Multimedia, many forms of media. Vector graphic is created with geometric formulas where as bitmap image is created with bits. 

Obtain images through scanning, digital camera, Microsoft clip organizer, Microsoft office online, Internet or graphic packages. 

Pictures can be inserted into placeholders or without placeholders. Click on insert picture button. By doing this, the photo is centered in the placeholder and crops portions that do not fit. 

Picture tools found in the format contextual tab when picture is selected. Adjustment options, picture styles and effects, arrangement options and sizing tools will become available.

Brightness option allows change in 10% increments. Sliders available by pressing picture corrections options button. 

After image has been cropped you can reduce file size by compressing picture. It will permanently delete the copped-off parts and change resolution of photograph. If apple to selected pictures only is not checked, all pictures in the PowerPoint will be compressed. 

Picture styles enhance photo. Have effects and can be put into a shape, have a border. 

Can also be used for a background. Background styles option in the background group allows you to select a photograph file or use an image from clipboard or clip art. 

Internet can be used to set hyperlinks or download multimedia. 

Can also research on the Internet by clicking review tab and select research. 

Microsoft media elements: photographs, clip art, fonts, sounds, animations, videos. Protected by copyright. 

PPT has a photo album feature that makes processing of photos faster. When using, images selected will be arranged on album pages based on the responses you enter. 

Album option available in insert tab, in illustrations group. Dialog box contains all settings you will need to create photo album. Many modifications can be made to photos. Many options such as new text box which creates a placeholder in the album for text. Can select to have captions which will by default show the file name and you can change all captions by clicking captions. You can chose layout of presentation, how many pictures per slide. You can continue to edit it even after its been created by selecting edit photo album on insert tab where you used the create album button.

Inserting movie in the insert tab. Movies are linked rather than embedded. Movies stored separately. If you present the PPT on a different computer you must remember to move the video as well. Movie formats .MPG, .WMV and .AVI. 

In movie options when movie is selected you can preview the movie and you will need to select a setting for how the movie will start. You can choose whether an icon to identify the movie will be on the slide and whether or not to play it full screen. You can set the movie to loop or to rewind after its been played. If there’s sound you can control volume on movie tools tab. Use dialogue box launcher in size group you can change scale and change resolution of movie. 

PPT has sounds in the clip organizer. More sounds can be downloaded from Microsoft office online. Can also play CD audio tracks. Can also make your own recordings of sound including sound effects, music and narration. 

Sounds added on the insert tab. Sound can be chosen to play automatically or when clicked. Identified on slide by a speaker icon.  

Sound can be played during a presentation from a cd. Can select insert cd audio option from sound icon. Can be connected through transitions, play in the back, or be attached to an animation. 

Select custom animation button on the animation tab to change sound settings. Will open a custom animation pane and you can select sound where a dialog box will open and provide options. Can chose its timing and triggers. You can also chose to play sound over multiple slides and can even select the number of slides during which you wish to have sound play and can even have it play through the entire presentation. 

Narration can be embedded or linked. Embedded will result in large size file, may slow down presentation. Record narration by clicking slide and select record narration. A dialog box will test microphone prior to making recording. Can save you from real frustration later. When ok is clicked, will begin slide show and you can begin speaking. TO pause right click and select pause. You can press esc when done. If presentation will be self-running you need to save the timings so that the slides will advance as you advanced them during your narration. Slide sorter view will show how long each slide will be displayed. You will be prompted to save the slide timings.  
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Lesson 18: Advanced Internet Concepts:

Communication technologies are: e-mails, IM, VC or audio conferencing, podcasts, blogs and video logs, wikis, voice over internet protocol, discussion board/forums, newsgroup and mailing list, massively multiplayer online game, and social networking.

Communication technologies allow you to connect with anyone around the world. Communication faster and cheaper. 2 kinds of email clients: stand-alone and webmail. Stand-alone are software that you buy or download, webmail is like yahoo g-mail Hotmail etc. 

POP (post office protocol): standard protocol for retrieving e-mails. Information is sent to the e-mail client by the POP server then it notifies you that you have mail.

SMTP: Simple mail transfer protocol. Standard for sending. Verifies and formats the e-mail message, the recipient, sender the text. Sends message from e-mail client to the SMTP server, which is a computer that holds all of this information for the ISP. 

What happens when you send an email: 
Your e-mail client sends message and recipient info to ISP’s SMTP server. SMTP server formats message and attaches the formatted info. SMTP server sends message to POP3 server. POP3 server sends message to friend’s e-mail client and that e-mail client alerts friend of email.

Netiquette is the etiquette of the Internet. Be aware of netiquette and be polite using the net and e-mails.

Spam. Unwanted e-mail advertising a product or service. Disrupts and annoys many users. Caught by e-mail clients. Flag any email you believe is junk as spam. Never click on links and pay attention the subject and sender.

IM: form of real-time communication. Downlaod IM softwares from sites. 

Chat rooms: virtual room where people have text-based conversations. Allow for audio and video communication as well. Converse in real-time and synchronous. Anyone can join chat rooms unless it was made private.

Podcasts: digital media file or series of files. Distributed over Internet. Can be listened/viewed anywhere and at any time. Syndication feeds which allows any website to make podcast available or link to other websites that have the actual file. 

Blogs and Vlogs: website where owner posts daily or weekly entries. Similar to journal or diary. 

Wikis: collection of web pages that anyone can modify or add data. All pages are linked to each other so that you can navigate to similar topics or even surf to different sections altogether. 

Voice-over-internet protocol (VoIP): method to transmit voice over the Internet. Protocol allows you to place a phone call using Internet instead of phone carrier. Need Internet connection and a phone.

Discussion boards/forums: applications where people can post messages on various topics. Must subscribe but some public forums don’t need subscriptions. 

Newsgroups: collection of articles and postings with up-to-date info on a specific topic. People post info and it serves as a bulletin board. Anyone can leave a message and anyone else can respond. 

Mailing lists: list of e-mail addresses of people interested in a certain topic. Discussions emailed to everyone in the group. In order to post messages to the mailing list you simply email to the list. Can also receive emails from other subscribers and also have mailing lists where you only receive emails like company newsletters. Listserv was first mailing list app.

Massively multiplayer online game: thousand or millions of people can interact with a persistent game world. Can be found free online or purchased in a store. Can be played on various devices and video game consoles. Can also talk with people in real time,

Social networking: Facebook, mySpace, linkedIn. 

Web entertainment: broad topic. Can refer to music, movies, TV, games, and just about anything else you can think of. Available online, sometimes free or not. Graphics and sound cards quality dependent on the amount of money spent. Will need plug-ins and or players to view or listen to media content.

EX: Adobe reader, flash player, quicktime player, real player, shockwave player, WMP.

Types of web entertainment: Music and music videos, radio, TV shows and movies, games. Youtube, Netflix etc…

E-commerce: buying and selling of products or services online. Shop only at reputable well known sites. Use separate credit card for online purchases. Huge clientele for e-commerce.

Online research: Define topic and narrow down research area  decide what kind of info you need Research on internet  use a search engine  enter keywords and operators to narrow search  choose a page or document to look at  clock link and review info and use if appropriate and properly cite.

Search engines (google, yahoo, bing etc). Use Boolean operators like and, not, or etc. Libraries also offer online catalogues, which will also allow you to search through large journal databases. Also found online: newspapers, journals and magazines but some require subscriptions. 

Uniform resource locator: unique address for a website or web resource.

Phishing: sending what appears to be legitimate e-mail but attempting to fraudulently acquire personal identification.

.com is for profit entity. 
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Lesson 2:Introducton to Computers
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