QUIZ 1: UNITS 1 – 5

UNIT 1: USING AND UNDERSTANDING TECHNOLOGY 

Computer Literacy 
· Becoming computer literate, being familiar enough with computers that you understand their capabilities and limitations and know how to use them is a necessity to succeed 

Having a Digital Home
· Having a digital home means you can control home systems such as entertainment systems or security systems from your computer and via the internet 
· Includes digital home components such as media computer, TV tuner, radio tuner, DVD etc. 
· Required access to a network, a digital television, media adapter, and universal remote 
· Additional components could be added to control other digital systems and equipment in the home 

Computers and Your Career
Information Technology (IT) 
· Set of techniques used in information handling and retrieving information automatically 
· Includes computers and telecommunications
· IT careers are on the rise and the seven fastest growing occupations are all computer related 
· Almost all occupations need the use of computer software in one way or another  helps you preform your job more effectively 
· Careers that are computer involved 
· Business, retail, shipping 
· Arts
· Education
· Medicine
· Law enforcement
· Legal system
· Agriculture
· Sciences 

Computers in Business and Retail 
· Business around the world is conducted on computers, information is stored in enormous databases
· Data Mining: make meaning of all the data
· Personal Shopper Systems: retail systems use this in stores, small computers show shoppers information such as prices, specials, and total purchase price 
· Bluetooth technology: some businesses use package tracking with wireless 

Computers in Education
· Computers has given teachers tremendous new tools for presenting information and keeping records
· Colleges offer full degree programs, totally over the internet 
· Vast stores of information are available wherever there is an Internet connection 
· Training tutorials are used to teach new tasks and research is done using computers as well 

Challenges in a Digital World 
· Information age brings to each of us a set of unprecedented challenges, such as our identity can be stolen 
· Our work e-mails can be viewed 
· Digital Divide: the discrepancy between the haves and have nots with regards to computer technology 
· As computers become more and more embedded in our lives, all these challenges will grow 
· Making the personal decisions required to efficiently, legally, and safely maneuver through cyberspace is tied to the knowledge and awareness of the user 
· A digital divide is a split between those who have access to the internet and those who do not 

UNIT 2: UNDERSTANDING THE PARTS 

Computers
· A computer is a data processing device that performs four major functions
1. Gathers data – or allows users to input data 
2. Processes the data into information 
3. It outputs data or information 
4. It stores data and information 

Data vs. Information 
· Data is a representation of a fact or idea 
· Can be an umber, a word, a picture, or even a recording of sound
· Information is data that has been organized or presented in a meaningful fashion 
· Data becomes useful when it is organized in a certain way  turning it into information 

Computer Language
·  In order to process data into information, computers need to work in a language they understand  binary language, consists of two digits 0 and 1 
· Everything a computer does is broken down into a series of 0s and 1s  each – 0 and 1 is a Binary digit or Bit 
· Eight binary digits (or bits) combine to create 1 Byte
· In computers, each letter of the alphabet, each number, and each special character such as the @ sign, consists of a unique combination of 8 bits, or a string of eight 0s and 1s 
· If 8 bits are put together, there are 256 possible combinations they can be in 
· That number of combinations allows for a code that can include all the uppercase and lowercase letters of the alphabet, all 10 digits, punctuation marks, and other symbols 
· Bytes are the basic measurement for storage in a computer 

Computer Software
· Software: the set of computer programs that enables the hardware to perform different tasks 
1. Application Software
· The set of programs you use on a computer to help you carry out tasks
· Typing a document, spreadsheet, edited a digital photo
2. System Software
· Enables your computer’s hardware devices and application software to work together 
· Operating System (OS): manages the hardware of the computer system such as the monitor and the printer  also provides a means by which users can interact with the computer 

Hardware Components
· System Unit 
· Peripheral Devices 
· Together they preform four main functions: enable the computer to input data, process data, and output and store the data and information 

Hardware Terms
1. Motherboard - A circuit board that holds the CPU, RAM, Expansion cards and other built in components.
2. RAM vs. ROM - RAM is non-permanent memory. It is used to store current instructions and data while ROM stores your start up instructions and is permanent memory.
3. CPU - The Central Processing Unit controls all functions of the computer. It is often called the brains. Like our brains, it can perform a large number of tasks per second.
4. Hard Drive - The main storage for your data. This is normally permanently mounted within your computer.
5. Drive Bays - Hold components of the computer such as hard drives, CD and DVD ROMSs drives.
6. Ports - These are used to connect external hardware to your computer. USB ports are an example

Keyboards
QWERTY Keyboards
· First six letters in the top left row of alphabetic keys on the keyboard
· Was designed for type writers and originally made to slow typewriter keys form jamming 
· Considered inefficient because it slows typing speeds

Speciality Keyboards
· Notebook computers are portable computers that are powered by batteries and have keyboards, monitors, and other devices integrated into a single compact case 
· More compact than standard keyboards and therefore have fewer keys 
· A personal digital assistant (PDA) is an electronic device which can include some of the functions of a computer, a cell phone, a music player, and a camera 
· Enter data and commands by tapping or writing on the PDA’s touch sensitive screen
· Tablet PCs are similar to notebook PCs and also feature a touch sensitive screen and handwriting recognition software 
· Although most desktop PCs ship with wired keyboards, wireless keyboards are available. These keyboards are powered by batteries and send data to the computer using a form of wireless technology. 
· Other specialty keyboards include Virtual Laser Keyboards and Configurable keyboards.

Mice
· Optical Mouse: uses an internal sensor or laser to detect the mouse’s movement  have no moving parts on the bottom so there is no way for dirt to interfere with the mechanisms and less chance of parts breaking down 
· Trackball Mouse: remains stationary and doesn’t demand much wrist motion
· Touchpad Mouse: on laptops, there is a small grass area that is sensitive to the touch and as you move your finger along the surface 
· Wireless Mouse: send data to computer by radio or light waves 

Other Input Devices
· Scanners: copy images from existing sources, digitize them, and make them available for editing, and processing in the computer, or viewing
· Digital Cameras: make a digital file of an image for editing, printing, etc. digital movies can be created with a digital video camera 
· Webcams: small camera that usually sit on top of your computer or built in, more for transferring live video directly to your computer  

Inputting Sound
· A microphone allows you to capture sound waves and transfer them to your computer to be stored in a digital format 
· Microphones come with most computers
· A headset microphone is best for videoconferencing and speech recognition users 
· Videoconferencing technology allows a person sitting at a computer equipped with a personal camera and a microphone to transmit video and audio across the internet
· Speech Recognition Systems: can operate your computer through a microphone, telling it to perform specific commands or to translate spoken words into data input 

Input Devices for the Physically Challenged
· Visually impaired users can input data from voice recognition or by large keyboards, including touch screen keyboards 
· Users with server motor control problems use special trackballs designed for one finger use and can be mounted anywhere 
· When arm motion is severely restrained, head-mounted pointing devices can be used  

Output Devices
· Output devices enable you to send processed data out of your computer 
· The output can take the form of text, pictures, sounds, and video 
· One common output device is a monitor, which displays text, graphics, and video as soft copies 
· Another common output device is the printer, which creates tangible or hard copies of text and graphics 
· Speakers are the output devices for sound 

Monitor Types
· Three basic types of monitors: LCD, LED, CRT
· Flat Display  Liquid crystal display (LCD), light emitting diode (LED) technology 
· If it’s a traditional TV set, it has a picture tube device called a cathode-ray tube 

Printers
· Inkjet and Laser
· Inkjet printers spray ink while laser printers use laser beams to transfer marks on the paper

UNIT 3: USING THE INTERNET

Communication

	Individual Communication
	Group Communication 

	E-mail
· Quickly caught on as the primary method of electronic communication because it is fast and convenient and reduces the costs of postage and long-distance phone calls 
· Some email accounts are tied to a particular internet service provider (ISP) that we use as personal emails  University uses these 
· Web-based e-mail, on the other hand, finds the messages at a host site received by and stored on a mail server and can be accessed from anywhere. A Web-based e-mail address can be accessed from anywhere that there is an active Internet connection. Free mail accounts such as Yahoo or Hotmail use Web-based e-mail clients.
· Not private 

Instant Messaging
· Real time text based conversations
· Set up a list of contacts – often called a buddy list 
· Contacts must be online to participate 
· IM software detects the presence of members who are online 

Podcasts
· Podcasts are compressed audio and video files distributed on the Internet using RSS technology 
· RSS (Really Simple Syndication) technology allows for constant, automatic updates of Web pages 
· Podcasts are found all over the web
· Require media player software to listen to them
· Podcasts creation is an easy process, including attaching the RSS files 

Wikis
· Wiki is a type of website that allows anyone visiting the site to change its content by adding, removing, or editing the content 
· Provide excellent source for collaborative writing

Blogs 
· Weblogs or blogs are for anyone to post their thoughts for pubic viewing
· Blogging is easy and free, show unsolicited viewpoints of people who believe they have something to say 

Voice over Internet (VoIP)
· VoIP turns the Internet into a means to place phone calls 
· Low cost, portable, convenient and usually are of lower quality than normal voice services such as a hard-wired phone 
· Uses a protocol similar to email to send voice data, voice is digitized as an alternative to the analog phone lines 
· Requires a mic, internet connection and a VoIP provider 
	Networks
· Social networking sites are easy places for members to hang out, meet new people, and share common interests

Newsgroups and Listservs 
· Called threaded discussions or discussion groups 
· Built around topics or interests, participates read entries from other participants and respond, each respondent adding something new to the discussion, creating a thread
· Thought out written response not really instant messaging 
· Participants can start new threads 

· Listservs are similar except that the threads are sent out as emails, where each participant on the ListServ mailing list receives each new posting
· Less public 



E-Commerce
· 3 types of e-commerce 
· B2B
· B2C
· C2C 
· VeriSign  certify that online transaction are secure or information that you submit is secure too 

Web Browsers
· Software installed on your computer system that allows you to locate, view, and navigate the Web 
· Are graphical, display pictures in addition to text
· Other multimedia

Getting Around the Web

Websites
· Collection of related web pages images, videos, or other digital assets that are addressed with a common domain name or IP address in an Internet Protcol-based network 
· Accessible via the Internet or a private local area network 
· Index.htm  the standard name for a home page
· Every web page has a unique URL and an HTML document 
· A URL is the address of a web page 
· Composed of several parts that help identify the type and location of each web document 
· The first part of the URL indicates a set of rules (PROTOCOL) used to retrieve the specified document  HTTP is the most common, FTP
· The protocol is generally followed by a colon, two forward slashes, www (indicating World Wide Web), and then the domain name. Domain names consist of two parts: the host and the top-level domain (TLD). 
· At times, a forward slash and additional text follow the domain name. The information after the slash indicates a particular file or path (or subdirectory) within the website.

Hyperlinks
· You can jump from the web page to another within the website by clicking on  specifically coded text called hyperlinks
· Coder can make any text or image a hyperlink 
· Often appears in a different colour  cursor turns into hand
· Breadcrumb list: list of pages within a website you’ve visited that usually appears at the top of a page 

Favourites and Bookmarks
· While browsing the Web, you may want to remember a site for future reference. 
· Using the Favorites or Bookmark feature, you store the site’s URL in a special folder. 
· Live bookmarks add the technology of RSS (Really Simple Syndication) feeds to deliver Web page updates to you as they become available.

Search Engines
· Search Engine: is a set of programs that searches the Web for specific keywords you wish to query and then return a list of websites on which those keywords are found 
· Spider: collects data on the Web 
· Indexer program: organizes the data into a large database 
· The search engine searches the indexed data pulling out relevant information according to your search 

Borrowing from the Web
· Avoid plagiarism which is described as representing someone else's work as your own. 
· Avoid using copyrighted information 
· Properly credit information you quote or paraphrase 
· Obtain written permission from copyright holders

Internet Basics 
· Huge client/server network
· Computers connected to the internet act in either a client or a computer that asks for data, a server or computer that receives the request and returns data to client 

Connecting to the Internet
· Used to be dial-up connection
· Broadband connections: offer faster means to connect to the internet, cable, satellite, fibre optic, DSL 

The Origin of the Internet
· Internet was created to respond to two concerns: establish safe form of military communications and means by which all computers could communicate 
· Scientists invented packet-switching and routers 
· Taking data messages and breaking them into small packets, each packet could be addressed and sent individually to a destination through a series of routers 
· By taking data messages and breaking them into small packets, each packet could be addressed and sent individually to a destination through a series of routers.
·  The routers would send each packet along the optimum path to the next router, depending on traffic and availability.

Web vs. Internet
· Distinguishing the web from the rest of the internet 
· Web – collection of pages 
· Internet – the infrastructure 
· Special languages (such as the Hypertext Markup Language, or HTML). 
· Special links (called hyperlinks) enabling users to jump from one place to another on the Web
· The Web was invented long after the Internet, in 1989 by Tim Berners-Lee at CERN in Switzerland. In 1993, the National Center for Supercomputing Applications (NCSA) released the Mosaic browser.

UNIT 4: APPLICATION SOFTWARE 

Application Software

System Software: helps run the computer and coordinates instructions between application software and the computer’s hardware devices
· System software includes the operating systems and utility programs (programs often in the operating system that help manage system resources) 

Application Software: is what you use to do tasks at home, school, and work 

Productivity Software: includes programs that enable you to preform various tasks generally required in home, school, and business 
· Includes work processing, spreadsheet, presentation, database, and personal information manager PIM programs

	Word Processing Software 
	· Offers very powerful features to help write and edit all kinds of documents. 
· Today’s word processors incorporate graphics, templates, and wizards that allow users to create a wide range of document types. 
· Microsoft Word and OpenOffice Writer are popular word processing programs

	Spreadsheet Software 
	· Enables you to do calculations and numerical analyses easily 
· Worksheet: columns and rows form boxes called cells
· Labels, values, formulas, functions (preprogrammed formulas made by spreadsheet software) 
· Ability to recalculate all functions and formulas in the spreadsheet automatically when assumptions are changed 

	Presentation Software
	· To create professional presentations that can be showed to groups and individuals 
· Basic features include a variety of slide layouts and design templates and preformatted slide backgrounds that add coordinated colors, fonts, and styles to your slides. 
· You can use animation effects to control how and when text and other objects enter and exit each slide. Similarly, slide transitions add different effects as you move from one to the next during the presentation. 

	Database Software
	· Basically, a complex electronic filing system
· Spreadsheet applications include many database features and are easy to use for simple database tasks such as sorting, filtering, and organizing data. However, you need to use a more full-featured database application to manage larger and more complicated groups of data that contain more than one table or when you need to group, sort, and retrieve data and to generate reports. 
· Traditional databases are organized into fields, records, and tables. A field is a data category such as “First Name.” A record is a collection of related fields. A table groups related records together.

	Personal Information Management Software
	· PIM (Personal information manager) 
· Strive to replace the management tools found on a traditional desk, such as a calendar, notepad 
· Contain e-mail management features so that you can not only receive and send email messages but also organize them into various folders
· E.g. Microsoft Outlook 

	Digital Image Editing Software
	· Sometimes called photo editing software
· Edit photos and other images, includes tools for basic modifications of digital images such as removing red-eye, modifying colors
· Sometimes include painting tools 
· Adobe Photoshop – full featured editing software application 



More Software 
Educational and Reference Software: educational refers to the variety of software applications on the market that offer some form of instruction or training, software applications that act as resources for reference materials, such as dictionaries, thesauri, etc. are reference software 

Course Management Software (CMS): taking classes over the internet, provide traditional classroom tools such as calendars and grade books, exchange ideas with professor and student, e.g. desire2learn and Moodle 

Drawing Software: lets you create or edit two-dimensional line based drawings such as technical diagrams or original non-photographic drawings, animations, and illustrations using standard drawing and painting tools such as pens, pencils, and paintbrushes. 
Software applications such as Adobe Illustrator include tools that let you create professional-quality illustrations.

Web Page Authoring Software: allows even the novice user to design interesting and interactive webpages, without knowing any HTML code. Webpage authoring applications often include wizards, templates, and reference materials to help you easily complete most webpage authoring tasks.

Business Software:
Project management software such as Microsoft Project helps project managers easily create and modify scheduling charts so they can plan and track specific project tasks and coordinate personnel resources.

Mapping programs such as Rand McNally’s StreetFinder are perfect for businesses that require a lot of travel. 

Customer relationship management (CRM) software is used to store sales and client contact information in one central database. Sales professionals use CRM programs to get in touch and follow up with their clients. GoldMine Business Contact Manager from FrontRange Solutions is an example of a CRM program. 

Computer-aided design (CAD) programs are a form of 3-D modeling that engineers use to create automated designs, technical drawings, and model visualizations. Specialized CAD software is used in industries such as architecture, automotive, aerospace, and medical engineering.

Buying Software
· You can purchase software online, through catalogs, or at auctions. 
· Virtually every new computer comes with some form of application software, though the applications depend on the hardware manufacturer and computer model. 

Web based application software
· Is a program hosted on a website and does not require installation on your computer
· If you are a student or an educator, you can purchase software that is no different from regularly priced software at prices that are sometimes substantially less than general consumer prices.

Freeware and Shareware
Freeware is any copyrighted software that you can use for free. 
· Beta versions of their software free of charge. 
· By distributing free beta versions, developers hope to have users report errors or bugs they find in the program. 
· This helps the developers correct any errors before they launch the software on the market at retail prices. 
· Software that allows users to test software (run it for a limited time free of charge) is referred to as shareware  Shareware is not freeware
· Open-source software is free to use on the condition that any changes you make to improve the source code also must be distributed for free.

UNIT 5: SYSTEM SOFTWARE 

Operating Systems (OS): controls how your computer functions
· Manages the hardware, peripheral devices, provides consistent means for software applications to work with CPU 
· Access the operating system through the desktop on your computer 
· Also influences utility programs  small programs that perform many of the general housekeeping tasks for the computer, such as system maintenance and file compressions 

4 Types of Operating Systems
1. Real Time Operating Systems (RTOS)
· Used in devices that perform a repetitive series of specific tasks
· These devices may or may not require interaction with users and may be time critical 
· Used for devices which run only one application process (e.g. ATM) 
· Instruments found in the scientific, defense, and aerospace industries that must perform regimented tasks or record precise results require real time operating systems 
· Phone, GPS, digital picture frame
· Not normally run an RTOS as an operating system on your personal computer 

Single-user, single task operating systems
· These operating systems are designed to perform one task at a time for a single user.
· Microsoft Disk operating system (MS-DOS) is an example of a single-user, single-task operating system.

Single-user, multitask operating systems
· These are available commercially, for personal and business use
· Because most home computers can handle only one person working on it at a time but can perform a variety of tasks simultaneously, they use a single-user, multitask operating system.
· Windows operating systems and the Macintosh operating system (Mac OS) are most commonly used as single-user multitask operating systems.

Multi user operating systems
· These coordinate resources for many users on a network. 
· A multi user operating system enables more than one user to access the computer system at one time by efficiently juggling all the requests from multiple users.
· Networks require a multi user operating system because many users access the server computer at the same time and share resources. A network operating system is installed on the server and manages all user requests, ensuring that they do not interfere with each other.
· Examples include Linux, UNIX, Windows Server 2012 and Windows 8.

Platform: combination of operating system and processor 
Microsoft Windows 
Although Windows 8 is the most recent version on the market, some computers still run earlier versions, such as Windows 7, Windows XP, Windows Vista, Windows 95, Windows NT, Windows 98, Windows Millennium Edition (Me), and Windows 2000.  
Windows came under development soon after the Apple Macintosh introduced the graphical user interface in 1984. In fact, Microsoft was sued by Apple for stealing the “look and feel” of their operating system, a suit Apple eventually lost. 
Mac OS 
Although Apple’s Mac OS and the Windows operating systems are not compatible, they are similar in terms of functionality. 
In 1984, Mac OS became the first commercially available operating system to incorporate the user-friendly point-and-click technology in a commercially affordable computer. Both operating systems now have similar window work areas on the desktop that house individual applications and support users working in more than one application at a time. 
Macs have long been recognized for their superior graphics display and processing capabilities. Users also attest to Mac’s greater system reliability and better document recovery. However, there are fewer software applications available for the Mac platform. 
Linux OS 
In 1991 a Finnish graduate student named Linus Torvalds decided he would create an operating system that would run on an Intel processor. Linux, was offered for free to developers around the world and has been upgraded and improved continually since then and is much like the MAC OS. 
Linux is open-source software, which means that anyone can obtain the code for free and alter it. The agreement is that improvements and methods will also be shared. Linux is gaining a reputation as a stable operating system that is not subject to crashes and failures. You can download the open-source versions of Linux for free off the Internet. 
There are also several versions of Linux that are more proprietary in nature. These versions come with support and other products not generally associated with the open-source Linux. Red Hat has been packaging and selling versions of Linux since 1994 and is probably the most well-known Linux distributor. Linux is gaining ground in many markets but still is a long way from rivaling Microsoft and Mac on the personal computer. 
Companies like IBM and HP have huge Linux projects and sell Linux-based solutions. There are companies like Red Hat who sell versions of Linux that are loaded with utilities and capabilities, including full-blown technical support. Because the source code is free, Red Hat can sell enterprise-scale software at a substantial savings to corporations, while offering the same level of service and support that these companies would get from Microsoft. 
What the OS does
User Interface
· User interface enables you to interact with the computer 
· Early PCs  command driven interface, meaning the user had to type very specific commands to get the computer to load a program 
· Later developed a menu-driven interface which you choose a command from menus displayed on the screen, eliminated the need to know every command because you could select most of the commonly used commands 
· Today people use graphical user interface, GUIs display graphics and use the point and click technology of the mouse and cursor 

Processor Management
· OS switches between processes thousands of times a second so it appears that everything is happening seamlessly 
· When the OS allows you to perform more than one task at a time, it is said to be multitasking 
Preemptive Multitasking: The OS processes the task assigned a higher priority before processing a task that has been assigned a lower priority

***
Every device has its own type of interrupt, which is associated with an interrupt handler, a special numerical code that prioritizes the requests. These requests are placed in the interrupt table in RAM. In the printing example I just mentioned, the OS pauses the CPU from its typing activity when it receives the interrupt from the printer and puts a memo in a special location in RAM called a stack. The memo is a reminder of where the CPU was before it left off so that it can work on the printer request. The CPU then retrieves the printer request from the interrupt table and begins to process it. Upon completion of the printer request, the CPU goes back to the stack, retrieves the memo it placed about the typing activity, and returns to that task until it is interrupted again.

Operating System Architecture
· Newer computers operate in a 64 bit environment rather than the earlier 32 bit environment 
· Using a 64 bit environment is generally faster for the user

Memory and Storage Management 
1. As the OS coordinates the activities of the processor, it uses RAM as a temporary storage area for instructions and data the processor needs. 
2. The processor then accesses these instructions and data from RAM when it is ready to process them. 
3. The OS is therefore responsible for coordinating the space allocations in RAM to ensure that there is enough space for all the waiting instructions and data. 
4. It then clears the items from RAM when the processor no longer needs them. 

Virtual Memory 
· RAM has limited capacity. When there isn't enough room in RAM for the OS to store the required data and instructions, it borrows room from the hard drive. 
· When more RAM space is needed, the OS swaps out from RAM the data or instructions that have not been recently used and moves them to a temporary storage area on the hard drive called the swap file
· Paging: if the data and/or instructions in the swap file are needed later, the OS swaps them back into active RAM and replaces them in the hard drive’s swap file with less-active data or instructions. 
· Thrashing: eventually your computer will become sluggish as it is forced to page more and more often

File and Device Management
· Device driver: Each device attached to your computer comes with a special program called a device driver that facilitates the communication between the device and the OS. 
· Translates the specialized commands of the device to commands that the OS can understand, and vice versa. 
· Devices will not function without the proper device driver because the OS would not know how to communicate with them. 

Booting Up 
· For a computer to go from a dead stop to ready-for-use, a start-up process is required. This is often referred to as booting up the computer, or the boot process. The boot process consists of four basic steps: 

1. The basic input/output system (BIOS) is activated by powering on the CPU.
2. The BIOS checks that all attached devices are in place (called a power-on self-test, or POST).
3. The operating system is loaded into RAM.
4. Configuration and customization settings are checked.
File Management 
· Entails providing organizational structure to the computer’s contents. The OS allows you to organize the contents of your computer in a hierarchical structure of directories that includes drives, folders, sub folders, and files. 
· If you use a Windows PC, Windows Explorers are the main tools for finding, viewing, and managing the contents of your computer by showing the location and contents of every drive, folder, and file

Name and Working with Files 
· Changing a filename could seriously damage your systems ability to work properly.
· If you were to rename a Windows system file, your computer may crash and become inoperable. Always be careful when you work with your files. A good rule to follow is "If you did not create the file, do not change it."
· The first part of a file, or the filename, is the name you assign to the file when you save it. For example, "bioreport" may be the name you assign a report you have completed for biology. Some characters, such as " / \ * ? < > | :, are not legal in filenames.
· Following the filename and after the dot (.) comes an extension, or file type.
·  This extension identifies what kind of family of files the file belongs to or which application should be used to read the file. 
· Once you've located your file, you can perform many other file management actions, such as opening, copying, moving, and deleting files. You open a file by clicking the file in its storage location. 
· The operating system then determines which application needs to be loaded to open the requested file and opens the file within the correct application automatically. 
· You can copy a file to another location using the Copy command. When you copy a file, a duplicate file is created and the original file remains in its original location. To move a file from one location to another, you use the Move command. When you move a file, the original file is deleted from its original location. 
· The Recycle Bin is a folder on the desktop where files deleted from the hard drive reside until you permanently purge them from your system. 
· Files in the recycle bin can be easily restored to their original location. Files deleted from other drives, such as a floppy drive, CD, flash drive, or network drive, may not go to the Recycle Bin, but may be deleted from the system immediately. 

Utility Programs 
· Utility programs are small applications that perform special functions. 
· Some utility programs help manage system resources (such as disk defragmenter utilities) and others improve efficiency (such as file compression utilities). 
· When you install a new program, the program runs a wizard that walks you through the installation process. If a wizard does not initialize automatically, however, you should go to the Add or Remove Programs folder in the Control Panel. 
· Some people think that deleting a program from the Program Files folder on the C drive is the best way to remove a program from the system. However, most programs include support files that are not located in the main program folder. By selecting the Add or Remove Programs icon in Control Panel, you delete the main program file and all supporting files as well. 
· A set of maintenance utilities are built into Windows primarily for system efficiency. Disk Cleanup cleans unnecessary files from your hard drive. 
· Windows 8 has a utility called System Restore that lets you restore your system settings back to a specific date when everything was working properly. 
· The Windows Task Scheduler utility allows you to schedule tasks to run automatically at predetermined times, with no interaction necessary on your part.
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