
MODULE 2 
Readings:  
 
All computer share common components including RAM, ROM , hard drive, CPU , 
monitor, and storage devices (CD,DVD)   
• An operating system software is system software that controls basic computer 

expression � 
• The CPU is the computer component that is considered the brain of the computer 

coordinating all the input/output and processing activities, CPU stands for central 
processing unit 

• RAM (random access memory) is computer memory that stores all open programs. 
Contents are only maintained as long as there is a constant supply of electricity  

• A hard drive stores programs and data files, A constant supply of electricity is not 
necessary to ensure maintenance of contents  

• ROM (read only memory) is computer memory that cannot be changed. It stores 
critical programs such as those necessary to boost the computer  

• A desktop computer is a modular stationary computer comprised of a system unit, 
keyboard, monitor and mouse 

• A laptop computer is a portable computer usually smaller in physical size but more 
costly than a desktop 

 
Every computer must have an operating system. its a software that preforms basic 
processing tasks. e.g.. checks major system components each time you power on the 
computer making sure everything is functioning properly.Without it a computer could not 
function.  
 
The processor of a computer component is housed in the mother board   
 
• The motherboard is a circuit board housed in the system unit. It contains the CPU and 

RAM 
• Processor speed is usually messed in billions of hertz or gigahertz (GHz) 
The processor directs all computer activities , the processor is usually considered the 
brain of the computer   
 
• Software that identifies and isolates computer viruses is called antivirus software � 
• Software that removes spyware from a computer is called anti spyware software 
• Software that acts as a barrier between your computer and the internet, prohibiting 

unauthorized internet travel to or from the computer is called a fire wall 
• A virus is  a computer program that is purposely written to be destructive or annoying  
• Spyware is software that has been downloaded and installed onto your computer to 

gather personal information,hijack your homepage or display unwanted 
advertising  

• Cookies are text files providing information identifying you as a return visitor to a Web 
site  

• Phishing is an attempt by another person to acquire your personal information and 
identity through an e-mail scam 



• Network is two or more computers linked together  
• Broadband communication is a high-speed Internet connection. Options include DSL 

cable and satellite  
• Cable is a broadband internet connection option that uses television cable to provide 

internet access  
• DSL (digital subscriber line) is high-speed internet access provided through existing 

telephone lines  
• A USB drive uses a connection on a computer that enables peripheral devices such as 

printers, network adaptors, scanners and digital camera to connect  
• A network interface card (NIC) is a component that is built into or connected to a 

computer, enabling the computer to communicate with a network.  
• A router is a device that enables two networks to communicate 
• A hub is a device that rebroadcasts communication to all equipment on a network  
• An Ethernet network uses Ethernet protocol and wiring to connect computers  
• The 8.02.11 standard os a method of communication used on wireless networks  
• Bluetooth is a technology that facilitates low-bandwidth wireless communication over 

short distances  
• A dial-up connection is a connection to the internet over a standard telephone line  
• A satellite connection uses a satellite dish to transmit data to and from the internet  
• The binary system is the native format understood by computers in which only two 

digits are used zero and one 
• A bit is either a one or a zero. it s a binary digit that represents the on or off state of a 

computer circuit 
• A byte is comprised of eight bits. A byte represents a character on a keyboard  
• ASCII (american standard code for information interchange) is a code representing 

keyboard characters as numbers 
• Unicode is a character-coding format that represents global characters from all 

languages  
• A keyboard is used to enter typed data into a computer 
• A mouse is an input device that enables a user to point and click 
• Hard copy is printed output 
• Soft copy is output displayed on computer monitor 
• A CRT monitor is a large television like computer output device  
• An LCD monitor is a flat panel output device  
• The resolution is the sharpness of a displayed image, determines by the number of 

pixels  
• Pixels (picture elements) are small addressable areas on a monitor  
• A hard disk is a large-capacity storage device housed in the system unit (same as hard 

disk) 
• A cd drive reads from and writes to CDs (unless it is a CD-ROM disc , in which case it 

cannot be written to only read from) 
• A DVD drive reads from and writes to DVDs (Digital Video disc or Digital Versatile 

Disc) it has greater capacity than a CD 
• A port is a physical interface through which external devices can be connected to a 

computer 
• The desktop is the screen that displays when you power on a computer 



• Icons are small pictures on the desktop that represent, programs, shortcuts, files or 
folders 

• The task bar is a horizontal bar at the bottom of a window, providing information on 
open windows and providing access to system resources  

• A CD-RW (CD-Rewritable) enables you to read from the CD and write back to it 
multiple times. 

• Plug and play is a windows feature that facilitates the installation of new hardware so 
that you simply plug it in and begin to use it  

• A data file is an item that you creat and to which you give a name such as a document 
or worksheet 

• A folder is a named area of storage on a  disk 
• A backup is a copy of a file  
• Productivity software includes programs that address general tasks such as word 

processing, spreadsheet preparation, the creation of presentations and database 
management 

• An Office suit is a collection of productivity of software 
• Online Software is productivity software that is accessed online 
• Comercial software is a software that is sold and is protected by U.S Copyright Law 
• Shareware is software that is developed and distributed to online consumers for limited 

time usually as a trial version  
• Freeware is copyrighted software that you can use as you like  
• A computer is an electronic device for storing and processing data according to 

instructions given to it in a variable program or a non electronic device that assists 
in making calculations 

 
 
Study Material:   
 

 



 
 

 
+ embedded computers   
 
A computers purpose is for inputing, processing, storing, and outputting data   
 
 
 
A personal computer:  
 



1. interactive and useful 
2. dedicated and user-friendly  
3. co-operative  
4. accessible (small size, low price) 
Personal Computers are also made up of three main subsystems:  
1. input/output 
2. central processing  
3. storage  
 
• A peripheral is a hardware that connects to s system unit and make up the input/output 

subsystem 
• The system unit contains the central processor and main storage subsystems each made 

up of various hardware 

 



 

 
 
• Cache memory is found between the processor and the RAM it speeds up the location 

and retrieval of data 
• Virtual memory is a file on the hard disk  
• uses are paths that connect the CPU with the internal and external components.  



 
CRT monitor is an ordinary tv screen it uses cathode ray tube   
 
LCD monitor more compact and now come with all new computers flat screen s empty a 
liquid crystal display   
 



 
	
	
	
	
	
	
	
	
	
	
	
	
	



MODULE	3	
 Readings:   
 
• The Internet is a group of interconnected networks that spans the world 
• E-commerce is the avenue for conducting businesses over the internet  through 

advertising, selling, and buying products  
• The world wide web is a subset of the internet that supports graphical pointing click 

navigation to information and resources  
• A web page is a single document formatted to be used on the Web  that consists of text, 

graphic, animation and or sound 
• A web site is a collection of web pages for an organization or entity  
• A hyperlink is a text or graphical element that when clicked displays another area of 

the same webpage or displays another web page or resource  
• A protocol is a set of rules that govern data formats and transmission  
• The hyper text transfer protocol (HTTP) is a set of rules that specifies data format and 

transmission of web pages 
• A web server is a computer that stores web pages and transmits data when requested. 

when a web server receives a report that someone has entered the web addresses 
or clicked a link it fetches the data and transmits the requested web page to the 
computer that initiated the request  

• Hyper Text MarkUp Language (HTML)  is an authorizing language use to create web 
pages  

• Internet Explorer 7 is the newest version of Microsofts browser  
• A browser is a software application used to locate and display web pages  
• An Internet Servie Provider (ISP) is a company that provides access to the internet  
• A Uniform Resource Locater (URL) is the specific address of a world wide web file  
• The file transfer protocol (ftp) is used for uploading storing, downloading and sharable 

files over the internet  
• A domain is the name of a entity’s website or server  
• A top level domain is a suffix that identifies the type of organization sponsoring a web 

site  
• A browser home page is the page that displays when you open internet explorer  
 
EG: http://www.prenhall.com/exploring   
 
the first part of the URL identifies the http protocol.  
the second part of the URL is the domain. which is the name   
the third part of the URL is the top-level domain which is a suffix that indicated the type 
of domain   
After the top level domain indicates another page within a website   
 



 
• A temporary internet file is a copy of a webpage that is saved onto your hard drive for 

ease of access later. when clicking back the web page loads faster than when you 
first accessed it that happened because the browser actually saves a snapshot of 
web pages that you visit  

• A frame is a boxed area usually located at the side or top of a web page containing 
links and additional information   

 
 
• A cookie is a text file saved on your computer by  a website that you visited  
• A favorite or bookmark is a marker that identifies a web page so that you can quickly 

display the page later 
• a pop-up is an uninvited browser window that appears in front of an active browser 

window  
• a pop-under is an uninvited browser window that appears when an active browser 

window is closed  



• A search engine is a website that provides search tools so that you can find information 
on a topic  

• A keyword is a word or phrase that describes information that you want to retrieve  
• Email is the transmission of messages over a communication network  
• Windows mail is an email program included with windows vista  
• Windows contacts is a windows vista feature that stores information about people 

whom you communicate electronically  
• An attachment is a file that is sent along with an e-mail  
• An instant message is a form of online communication that enables you to type 

messages from others who are online at the same time  
• A blog is a personal journal entry that is posted online  
 
Study Material:  
 
The internet is a large network of computer networks. it uses electronic communication to 
connect computers across the world so that they can share information   
 
The internet was created in 1969 and based on research by the advanced research projects 
agency. later it was developed into broader network by a number of additional research 
projects   
 

 
 
The web became part of the internet in 1989   
   
Evolution of the Internet:   



 
Internet Connections   
 
5. Modems: are devices that allow your computers too understand analog signals coming 

through your phone line  
6. Routers: Handles the transfer on data from network to network  
7. Switches: work within a network. These devices make sure data is transferred to the 

correct network mode  
 
Types of Internet connections:  



‘ 
Topology:  

 
 
Network Size:  
 
LANs (Local Area Network): connects computers reasonable close together   
 



WANs (Wide Area Networks): Multiple LANs connected. Connects computers over a 
larger geographic area   
 
MANs (Metropolitan Area Networks) : Connects specific area networks such as cities   
 
 
Network Hierarchy:  
 
Peer-to-Peer (or P2P) : every node in the network 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 (such as printing). The internet is a Client 
Server Network  
 

 
 
A hotspot is a place that has wireless access to the internet. Many are not secure   
 
 
How to connect to the internet   
 



 
 
Evolution of browsers;  
 
 



 
 



 
	
	
	
	
	
	
	
	
	
	
	
	
	



MODULE 4 
Readings:  
 
• Windows XP is the primary operating system for personal computers  
• Windows Vista is the newest version of the windows operating system  
• Windows XP Home edition focuses on entertainment and home use  
• Windows XP Professional Edition is designed to support business systems  
• Windows XP Media Center Edition coordinated multimedia elements  
• Fast user Switching is a windows feature that allows you to quickly move from one use 

account to another  
• The desktop contains icons and a task bar it is displayed wen a computer first boots up  
• An icon is a pictorial element representing a program file website or shortcut 
• The task bar is the horizontal bar that allows you to move among open windows and 

proves access to system resources  
• The Start Button provides access to programs and other system resources  
• The start menu is displayed when you click the Start Button  
• The Quick Launch toolbar contains program icons, making it possible to open 

programs with a single click. located to the right of the Start Button  
• The Notification area found at the right side of the task bar, displays icons for 

background programs and system processes  
• Windows Desktop Search helps you find anything on your computer  
• A window is an enclosed rectangular area representing a program or data  
• Multitasking is the ability to run more than one program at a time  
• The task pane is a bar that provides support for a currently selected item or window 



 
• The title bar is the shaded bar at the top of every window  
• The minimize button removes a window from the view but not from the memory  
• The maximize button causes a window to fill the screen  
• The restore down button returns a window to the size it was before it was maximized  
• The close button removes a window from the memory  
• A drop-down menu displays more selections pertaining to the menu item  
• A menu bar is a horizontal bar at the top of a window containing options to enable you 

to work with an application 
• A toolbar usually found at the top or side of a window contains buttons that are 

accessed more quickly than menu selections 
• A status bar displays summary information about the selected window or object 
• A scroll bar enables you to control which part of a window is in view at any time  
• A thumbnail is a miniature display of a folder or page 
• A dialog box is a special widow that requests input or presents information  
 



 
• An option button, or radio button is mutually exclusive selection in a dialog box 
• A text box enables you to give an instruction by typing in a box  
• A spin button is a dialog box feature with an up or down arrow to increase or decrease 

a value 
• A check box enables you to select one or more items that are not mutually exclusive  
• A list box presents several items any of which can be selected  
• A command button is a dialog box item that you click to accept or cancel selections  
• The help and support centre provides assistance on window topics  
• To ger quick assistance with a windows topic you can use the index feature to type in a 

key word to find what you’re looking for  
• A file is a collection of data or information that has a name  
• A program file is part of a software program such as Microsoft word  
• A data file is an item that you create and to which you give a name such as a document  
• A filename is an identifier that you give a file when you save it  
• A folder is an object or container that can hold multiple files and subfolders 



 
8. Windows Explorer displays a tree structure of the devices and folders on your 

computer � 
9.  A shortcut menu displays a list of commands when you right-click an item or screen 

element  
10. A backup is a copy of a file  
11. The recycle bun holds files and folders deleted from the hard drive  
12. The background is the area of a display screen behind the desktop icons  
13. A screen saver is a moving graphic or image that takes over the display screen 

when the user is idle 
14. The control panel enables you to change settings 
15. A wizard is a set of guided instructions  
16. To uninstall software click start and control panel then click add or remove 

programs. Find the program you want to uninstall then click it  
17. To adjust the mouse click start then control panel then click printer and other 

hardware. click mouse, click buttons if necessary. 
18. A user account specifies a users settings permissions and customizations  
19. A shortcut is a special type of file or device  
20. to create a short cut first locate the objects then elect the object , right click and 

drag it to the desktop and click create shortcuts  
21. Search companion is a search tool option in windows XP (similar to the index 

mentioned above) 
 
Study Material:  
 
A software is  “a set of instructions that tell a computer what to do”   



 
4. System Software (Operating System) 
5. Programming Software (Computer Science and Engineering) 
6. Application Software (User) 
 

 
 



 
What is an Operating System:  
 
Operating System (OS) is a complex program that manages all of the system files used by 
your computer. It manages the flow of data in your computer   
 
Functions:  
• Allow the user to interact with the computer 
• Manage the CPU 
• Manage memory and storage  
• Manage system hardware and peripherals  
• Manage applications software and memory allocation  

 
 
What happens when you turn on a computer:  
 



 
When you turn on your computer a process called bootstrapping starts up and loads the 
operating system into memory   
 
When you reboot your computer you are restarting this bootstrapping process. if this is 
done correctly then the computer will save all of your data at that time   
 
What does the OS do?:  
 
The OS helps you communicate with the computer. It displays all the software and 
hardware that you have access to in terms that you can understand. It translates the 
computers languages into a language you can understand   
 



 
It also allows you to manage your files by creating a hierarchy of folders and files within 
drives. it also multi-tasks different programs so that it seems like the computer is doing 
more than one or two things at a time   
 
Types of OS:  
 



 
 
Application Software:  
 
Application Software is a software that you use on a daily basis to do most tasks on your 
computer. You have control over these programs.  
 



 
 
Utility Programs:  
 
Utility programs are application software that help you maintain and manage your 
computers software and hardware.  
 
Functions:  
• lets you alter how your computers desktop looks  
• help you manage other application software 
• compress files for easier storage or transfer  
• Help you carry out regular system maintenance  
• let you schedule maintenance tasks so that they are done automatically  
• and much more 
 
Examples   
 
Disk Cleanup: cleans unnecessary files from your hard drive   
 
Disk Defragmenters: it tires to regroup related data so that your operating system works 
more efficiently   
 
Productivity Software:  
 
It helps you complete tasks or create documents for school or work such as Word, Excel 
etc..  
 
Multimedia Software:   
 
Enables you to create, organize and edit music movies and pictures   
 



 
Learning and leisure:  
   
Learning software is usually subject-based, but general reference software is also 
available   
 
Liesure software is everywhere it includes games and applications to let you listen to 
music ad movies or even programs to let you draw   
 
Acquiring software:   
 
 
1. Web-Based Applications are programs that are run directly from your web browser. 

they include things like map quest or google docs 
2. Freeware is a software that is available at no cost although it is copyrighted.  
3. Shareware is software that is available from free but with certain conditions. the 

application can only by used for short amount of time before it has to be bought or 
there may be no support offered for users unless the software is registered  

Windows:  
 



 
Using Display Menu:  
 



 
 
Menu Components:  
 

 
Help and Support Center:  



 
Filename extensions:  
 



 
Windows Explorer:  
A program that displays your folders and files in a hierarchal structure   
 



 
 
Back up strategies:  
 
• Flash drive  
• hard drive  
 
Recycle Bin:  
 
The recycle bin enables you to restore a file that was deleted from Drive C  
 
If you click the folders button twice in a row the left pane displays either a task pane or 
the hierarchical view depending on what was displayed prior to clicking the button 
initially   
 
	
	
	
	
	
	
	
	
	
	
	



MODULE	5	
Readings:  
 
• Word processing software is used primarily with text to create, edit, and format 

documents  
• Spreadsheet software is used primarily with numbers to create worksheets  
• Presentation graphics software is used primarily to create electronic slide shows 
• Relational database software is used to store data and convert it into information  

 
• A user interface is the meeting point between computer software and the person using 

it .it provides the means for the person using it and provides the means for a 
person to communicate with a software program 

• Click the Office button to display the office menu  



 
• The office menu contains commands that work with an entire file or with the program. 

e.g.: when you want to perform a task that involves the entire document such as 
saving, printing or sharing file with others, you use the commands on the office 
menu  



 
22. The Quick Access toolbar contains buttons for frequently used commands  
23. A title bar displays the program name and filename at the top of the window  
24. The ribbon is a large strip of visual commands that enables you to perform tasks  

 
7. tabs which look like folder tabs, divide the ribbon into task-oriented categories  
8. Groups organize similar commands together within each tab  
9. A command is a visual icon in each group that you click to perform a task  
10. A dialog box is a window that provides options related to a group of commands  
11. A dialog box launcher is a small icon that when clicked opens a related dialog box 
12. A gallery is a set of options that appears as thumbnail graphic  
13. Live Preview provides a preview of results for gallery options  
14. A contextual tab is a tab that provides specialized commands that display only 

when the object they affect is selected  
15. A key tip is the letter or number that displays over each feature on the ribbon and 

quick access tool bar and is they keyboard equivalent that you press 
16. The status bar displays below the document and provides information about the 

open file and button for quick access  
 



 
• The zoom slider enables you to increase or decrease the magnification of the file 

onscreen. located on the right edge  

 
• To access help press f1 on the keyboard or click the help-button on the right edge of 

the ribbon 
• An enhanced screen tip displays the name and brief description of a command when 

you rest the pointer on a command  
 
3 fundamental tasks important for productivity considered universal to every computer 
program:  



4. opening files that have been saved  
5. saving files you create 
6. printing files 
 
The insertion point is the blinking vertical line in the document, cell, slideshow or 
database table designating the current location where text you type displays  
 
Open a file using the open dialog box  
 
look in: provides a hierarchical view of structure of folders and subfolders on your 
computer or on any computer network you are attached to, move up or down in the 
structure to find a specific location or folder then click the desired location to get it   
 
My places bar: provides a list of shortcut links to specific folders on your computer and 
locations on a computer network that you are attached to. click a link to select  it and the 
file list changes to display subfolders and files in that location   
 

 
 



 
Open options:  
 

 
• The recent documents lists displays when the office menu opens and provides a list of 

links to the last few files you used . it changes to provide only the most recent 
files  

 
Save options:  
 



 
• A macro is a small program that automates tasks in a file  
• A virus checker is software that scans files for hidden programs that can damage your 

computer 
• A template is a file that contains formatting and design elements  

 
• Portait orientation is longer than it is wide like the portrait of a person  
• Landscape orientation is wider than it is long, resembling a landscape scene  



 
Print Options:  

 
• A duplex printer prints on both sides of the pages 
• A manual duplex operation allows you to print on both sides of the paper by printing 

first on one side and then on the other  
 
2 ways to quick print   
1. select quick print from the office menu  
2. customize the quick access toolbar to add the print icon. click the icon to print the 

current file without opening the print dialog box 
 
Most basic tasks in word fall into two categories:  
• editing a document 
• formatting a document  
 
• The mini toolbar displays above the selected text as semi-transparent and repeats often 

used commands  
 
Text selection:  



 
• Insert is adding text in a document  
• Overtype mode replaces the existing text with text you type character by character  
select the text to replace and start typing the new text replaces the selected text  
 
• Cut removes the original text or object from its current location  
• Copy makes a duplicate copy of the text leaving the original intact  
• waste places the cut or copies text or object in the new location  
• The clipboard is a memory location that holds up to 24 items for you to paste into the 

current document, another file, or another application. 
• Find locates a word or group of words in a document  
• Replace not only finds text, it replaces a word or group of words with other text 
• Go To moves the insertion point to a specific location in the document  

 
• The Undo command cancels your last one or more operations 
• The redo command reinstates or reverses an action performed by the undo command  



• The repeat command repeats only the last action you performed  
• Formatting text changed an individual letter, word, or a body of selected text 
format by changing:  
• font face or size 
• font attributes such as bold, underline, or italic  
• Font color 
 
• A font is a names set of characters with the same design  

 



Copying formats with the format printer:  
 
• The format printer copies the formatting of text from one location to another � 
• Elect the formatted text then click format printer in the clipboard group on the home 

tab to copy the format  
 
Study Material:  
 

 
Super ToolTip Help  

 
Super ToolTips are displayed when the mouse lingers over a command on the ribbon. it 
provides the commanded name ,a brief description of the command and a link for 
additional help. for more help hold mouse on the command and press f1  
 
Universal tasks:  



 
Saving a file:  

 
My Places Bar:  
while in the save as menu you can change the My Places Bar to reflect the folders you 
use most often in Word etc.. select the folder you wish to put on the bar in the save inbox   
 



 
Opening Dialog Box:  
To access the Open Dialog Box click the arrow on the open button   
 
Recent Documents List:  
appears on the right side of the menu   



 
Preview a document:   
Go to print preview and press preview   
 
Print Dialog Box:  
Access the print dialog box from the print preview view or you can select it directly form 
office menu   
 



 
 
Basic Tasks:  
 

 
The ClipBoard:  
Memory location stores up to 24 items to paste in the current file  



 
Find Command:  
 The editing group on the home tab contains the find and replace commands  
 
Language tools:  
Assists in selling, grammar, research   

 
Research:  
Located in the review tab under the research option. the research pane allows you to 



specify where to search and includes tools such as dictionary , encyclopedia, or internet 
sited for business and financial information  
 
The office button provides commands that work with an entire document or file and 
displays by default in the title bar   
	


