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Introduction

What Is A Computer

A computer is an electronic device, operating under the control of instructions stored in its own memory unit, that can accept data (input), process data, produce output from the processing and store the results for future use.

Contrary to popular belief a computer can only do what it is programmed to do and what the operator or user tells it to do.  Here is an example:


1. The computer user inputs data by pressing the keys on the keyboard.


2. The data is then processed by the unit called the processor.


3. The output or results from the processing are displayed on the screen or printed 

on the printer, providing information to the user.


4. Finally, the output may be stored on a disk for future reference.

Computers come in all different shapes and sizes and they have many uses.  We use computers in everyday life often without even realising it.  There are several types of computers some of them you may have used or seen.  For example laptops, mainframes and personal computers.  In this course we will be learning about the PC or personal computer.

What Is An Operating System?

Before the 1960's, human operators ran computers manually to a large extent.  For each task, the operator had to reset by hand a number of circuits on the computer.  On these early computers, jobs could only be processed one program at a time.  These computers sat idle for long periods of time while operators took care of manual procedures between jobs.  

An operating system is a group of programs that control all the activities of a computer system.  Operating systems do away with much of the manual work formerly required to process programs.  Today's operating systems enable the processing of several jobs at once and, in many cases, permit the computer to be left unattended.

How Does A Computer Know What To Do?

The operating system tells the computer what to do.  When the computer is turned on the operating system jumps into action.  A computer without an operating system is like a person without a brain.

Types Of Operating Systems

There are many types of operating systems available.  Some of the following operating systems you may have heard of:


Apple Mac OS


Microsoft Windows


Unix


Linux

Each of these operating systems has its own speciality or thing that it does best and is used for the most.

Parts Of The Computer

Monitor - The monitor or screen is for seeing what the computer is doing.

Keyboard - The keyboard is an input device used to enter data into the computer and also to give instructions to the computer.

Mouse - The mouse is a small device used to control the movement of the mouse pointer and the cursor.  A standard mouse has two buttons, clicking either button enables you to select options displayed on the screen.  The mouse is seen on the screen mostly as a symbol of either an arrow or a capital I.  The user's movement of the mouse directly corresponds with the movement of the mouse pointer on screen.

Floppy Disk Drive - The floppy disk drive is for reading information stored on a floppy disk and writing or storing information on a floppy disk.

Box/Case - Inside the box or case are all the components which make the computer work.  E.g. the hard drive, chips, cards etc.  There are different types of cases, some sit on the desk and some can sit on the floor under the desk.  Some sit upright and some lie down.

CDROM or DVD Drive – The CDROM drive is for reading information stored on a CD (compact disk).  Software programs are often stored on CDROMs or DVDs.

CD or DVD Burner – A burner writes or burns information to a blank CD or DVD.

Starting The Computer

To turn on the computer press the power button.  Sometimes the monitor will need to be turned on separately.  As a computer starts up it checks that all its internal parts are working and that there is a mouse and keyboard plugged in.  As the operating system starts it checks that all of its parts are working properly too.

In this training room we are using computers connected to a network.  A network enables computers to communicate with each other, share files and use a shared printer or Internet connection.  To join a network you need to log in.  When the computer has gone through its start up process it comes to the log in screen.  To log in you will need to type in the username and password you are given.

Using The Mouse

Using the mouse takes practice.  Navigating menus, highlighting, double clicking and dragging are mouse skills you will learn.  Most mouses have two buttons.

The left mouse button is used for:

· highlighting

· selecting

· double clicking

The right mouse button is for:

· bringing up a context sensitive menu

Don’t panic if you don’t get the hang of it straight away.  It takes time.  Some of the best ways to practice using the mouse are playing cards and drawing in a graphics program.

Using The Keyboard

A computer keyboard is like a typewriter with some extra keys.  The keys on a keyboard are pressed gently with the tips of the fingers.  It is not necessary to hit the keys hard like on a manual typewriter.  It is a good habit to get into to use all fingers of both hands on the keyboard however it is not necessary to be able to touch type to be able to use a computer satisfactorily.  Some of the keys on the keyboard are not used very often in modern computing.

Introduction To The Windows XP Desktop

The Desktop

When Windows has finished loading what you see on the screen is known as the desktop.  On the desktop are icons and the taskbar.
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Taskbar

The section at the bottom of the screen is the taskbar.  The taskbar shows the Start Button in the left hand corner and the time in the right hand corner.  There may be other items on the taskbar depending upon how your computer has been set up.
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Icons

An icon is a small picture representing a computer program which is started by clicking the mouse pointer on the picture.  Again this will differ from computer to computer depending upon how it was initially set up or subsequent changes.

Start Button
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The Start button has several functions.  Clicking on the start button will bring up a menu with choices of programs to open, settings to change the way Windows runs on your computer and help for how to do all these and more.  Strangely enough you also click on the start button to shut down your computer.

Opening and Closing Programs

Clicking twice with the left mouse button on an icon on the desktop will open a program.

To close a program click on the menu named ‘file’ move the mouse pointer down the list to the exit or close option and click on it.  Another way is to click on the  X  button which is located in the top right hand corner of the screen.

Minimise, Maximise and Close Individual Windows

Clicking on the minimise button will minimise the open window.  The window will be shown on the taskbar and can be brought up on the screen again by clicking on the window name on the taskbar.  The maximise button toggles between the previous size and a full screen.

The close button closes the window.
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Exercise One

Open the Paint program.  To do this click on the start menu, look through the menus until you find the Paint program and click on it.  Explore the menus and buttons.  When you hold the mouse pointer over a button a name tag will pop up showing what that button does.  Draw on the page by holding the left mouse button down and moving the mouse pointer around on the page.  Experiment with the different drawing features on the left.  Now we will save the picture.

Saving A File

Nearly all Windows programs have similar menus.  In the picture below the menus are File, Edit, View, Image, Options and Help.

Click on the File menu and click on ‘save as’.
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Choose the location for your file.  At work you will need to make the decision of where your files are saved.  E.g. in specific work related folders.  Here we will save the file in the My Documents folder.  Click on My Documents on the left hand side as in the picture above.

Next type a name for your picture in the file name box then click on the save button.
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Write down the name of your file and where you saved it.

File Storage And Retrieval

Windows Explorer

Imagine that your computer is like a filing cabinet with lots of folders and files in it.  Windows Explorer is a file manager which displays all of the folders and files on your computer’s hard drive.  You can also view the contents of a floppy disk, CD-ROM or USB drive in Windows Explorer.  Computers have their own filing system.  Without this system a computer wouldn't work.  If files which are part of the operating system are removed (deleted) or shifted the  computer will cease to work properly.  A messy computer with files all over the place is like a messy office, no one can find anything and productivity slows down to a crawl.

Exercise Two

Open Windows Explorer by clicking on the Start Button, go to all programs then accessories and click on Windows Explorer.

Find the picture file which we created earlier.  Double click on it to open it, wait for it to open then close it again.  We still have Windows Explorer open.


This is a closed folder.
This is an open folder.
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You will see some folders with plus signs next to them.  The plus sign means that there are more folders branching off these main folders.  If you click on the plus sign you will see them.  Click the minus sign and this branch will close.  In the right hand window pane is a view of the contents of the selected folder.

Exercise Three

Creating a new folder on the hard drive in Windows Explorer

With Windows Explorer open click on the plus next to My Computer, click Local Disk.  A message appears in the right hand window “These files are hidden”.  Click “show contents of this folder”.  Click on the ‘file’ menu, click on ‘new’ and then ‘folder.’  Label the new folder with your name.  Press the enter key on the keyboard.  Your new folder is now created.  The reasons for creating more folders are:

· finding work quickly and easily

· maintaining a neat filing system

· keeping your work separate from others

· ease of backups

· to keep within the computer's own filing system

Drive Letters

Each drive on the computer is assigned a drive letter.


Floppy drive
A drive


Hard drive
C drive


CDROM

D drive

This will differ depending upon what drives your computer has.

File Extensions
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A file extension is the dot and the three letters after it in a file name.   File extensions tell the computer the type of file it is and what program to open it with.  Some common file extensions are: 

File Extension
File Type

.doc
Word processor document

.bmp .jpg or .gif
Graphics (pictures)

.wav .mp3
Sound or music files

.exe
Executable file

.pdf
Portable Document Format

A file can be opened from Windows Explorer by double clicking on it.  The computer will open the file in the software program which created it or which can handle files of that type.

Exercise Four

Open Windows Explorer.  Choose a file to delete.  Follow the instructions below to delete and restore the file.

Deleting And Restoring Files

To delete a file in Windows Explorer click once on the file you want to delete and press the delete key on the keyboard.  The computer asks “Are you sure you want to move this file to the Recycle Bin?”  Yes or No.  You click on yes to send the file to the Recycle Bin.

The recycle bin is a small part of the hard drive where deleted files go.  It is a fail safe mechanism.  If you accidentally delete something you can get it back from in the recycle bin.  This is called restoring the file.

To restore a deleted file:  Open Windows Explorer, click on the recycle bin.  Click the right mouse button on the file you want to restore.  Click on ‘restore’ with the left mouse button.  The computer automatically puts the file back where it was before you deleted it.

Beware!!  When you delete files from a floppy disk they don’t go into the recycle bin.  Once they are deleted they are gone forever.  Be very careful when deleting files on a floppy disk!

Units Of Measure

Every computer file has a size.  This size is measured as shown below in bytes, kilobytes or megabytes.  These are just some of the measurements used in computing.

Term
Abbreviation
Rough Size

byte
B
1 byte

kilobyte
kB
1024 bytes

megabyte
MB or Meg
1024 kB

gigabyte
GB or Gig
1024 MB

A byte is a small unit of measure similar to a millimetre whereas a gigabyte is a large measurement like a kilometre.  If you want to save a file on a floppy disk it helps to know the size of the file to determine whether it will fit on the disk.  Also when sending email attachments they should be under 1Mb in size.

Exercise Five

In Windows Explorer click once on a file to see its size.  Move the mouse pointer away from the file and back again, a pop up name tag will give details of the file.  Graphics files, sound and music files are larger than plain text files.  As you use computers more you’ll become familiar with the file sizes and types.  Look in your My Documents folder at the files we've created.  What size are these files?

Software Versions & Compatibility

Software companies are continually improving their software.  When they have large improvements to their software they release another version of the software.  

Sometimes these updated versions are free and other times they have to be purchased.  Not all software versions are compatible with each other.  Computer users need to be aware that their software versions may be different from others in their office or department therefore other people may not be able to use the files you've created on your computer.  It is best to check what software version of e.g. Microsoft Office someone has before emailing documents to them.  Remember not everyone has the very latest in computers and software.  They may even be using a different operating system from you.

Storage Media Sizes & Composition

Storage media is a fan[image: image12.wmf]cy name for CDs, DVDs, floppy disks, and USB drives.
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Floppy Disk

CDROM

Capacity 1.44Mb
Capacity 650Mb
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DVD 

USB Drive

Capacity 4Gb
Capacity shown 


on the drive

Glossary Of Terms

USB Drive

A USB drive is also called a flash drive, thumb drive, USB card or USB storage device.  A USB drive is a portable storage device.  It can contain all types of computer files – graphics, music, word processor documents, programs.  They come in all different sizes, shapes and colours.

Floppy Disk

The floppy disk is a secondary and mobile storage unit.  A floppy disk consists of a disk coated with a magnetic medium, enclosed in a square, plastic jacket.

Double Click

To click the left mouse button twice in rapid succession without moving the mouse.

Icon

An icon is a small picture representing a computer program which is started by double clicking the mouse pointer on the picture.

Mouse Pointer

The user's movement of the mouse directly corresponds with the movement of the mouse pointer on screen.  It is most commonly represented as a symbol of either an arrow or a capital I.

Taskbar

Section at the bottom of the screen.  The taskbar shows the name of programs which are open.  You may not be able to see the program but if it is on the taskbar it is open.

Volume Control

The little speaker icon on the taskbar is the volume control.  Click on it once and a slide control pops up.

Clock

If you hold the mouse pointer over the time it also shows the current date.  If you click twice (double click) on the date it will bring up a box where you can manually alter the date and time. 

Shortcut

A shortcut is a path to a file on the hard drive.  A shortcut has an icon or a name and directs the computer to a particular file.  The icons on the desktop are shortcuts.

\
back slash

/
forward slash

Cursor

A symbol, such as a small vertical line or underline character that indicates where on the screen the next character will be entered.
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