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Computer Essentials

B COMPUTERS & DEVICES

Information & Communication Technology

Information and Communications Technology (ICT) includes all technologies
(hardware, software & networking) used to process and communicate information.

The following are typical uses of ICT:

= Internet Services including e-commerce, e-banking and e-government.

o E-commerce - Computer networks are gradually replacing our shopping
habits. Nowadays more and more people are buying and selling
goods/services through Internet. This online trading is often referred to
as electronic commerce or e-commerce. Online buyers use credit cards
to purchase goods/services.

o E-banking — Nowadays many banks enable their customers to perform
electronic banking transactions through Internet. Users do not need to
go to the bank to transfer funds, pay bills, view and check their bank
accounts etc.

O E-government — Nowadays many government departments offer
services to the community through the use of ICTs. Locally the
government portal that gives access to all information and services
provided by government departments is available at www.gov.mt.
Everyday many people seek information about services offered by
government departments. They also make Internet payments for
various services such as examinations fees, car licences, income tax
payments etc.

= Mobile Technology — In recent years there has been a gradual increase in the
use of laptops, netbooks, tablets and smartphones. These devices, in particular
the tablets and smartphones are easy to carry around. All devices are able to
connect to Internet without any wires. We say that these devices can connect
to wireless networks. Nowadays many households and public places have
wireless Internet connections. Also, in recent years many people have
smartphones that can connect to Internet provided by mobile
telecommunication companies.

= Office productivity applications — Typically home and office computers have
the following programs:

o0 Word processing programs (e.g. MS Word, Writer) — used to prepare
text-based documents such as letters, memos, reports etc.

0 Spreadsheet programs (e.g. MS Excel, Calc) — used to analyse and
summarise numerical data. Spreadsheets are commonly used in
accounting environments to prepare balance sheets and financial
reports.

0 Presentation graphics programs (e.g. MS PowerPoint, Impress) — used
to organise text and numeric data in an appropriate format to be
displayed to a group of people. Typically presentations are used in the
preparation of on-screen displays.
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Hardware

Hardware refers to the physical components of a computer system i.e. those
components which you can actually touch. Hardware includes:

=  system unit = keyboard =  monitor =  mouse
= disks =  modem = printer = scanner
= speakers = web camera = cables = microphone

Main Types of Computers

= Desktop/Tower computers — are designed for home or office use. These
computers are used to run application programs such as word processors,
spreadsheets, databases, presentation software etc. Desktop systems have
units that are placed on a desk. Tower systems have units that can either be
placed on or underneath the desk.

= Laptops — are lightweight portable computers with a
built-in (thin screen) monitor, keyboard, hard-disk drive,
battery, and power supply adapter. Laptops can easily
be transported and conveniently used in libraries,
temporary offices and at meetings. Laptop computers
typically cost more than desktop computers with the
same capabilities.

= Tablets — are small portable computers that use a
touchscreen as their primary input device. Most tablets are
slightly smaller and weigh less than the average laptop.
Early tablet touchscreens were designed to work with light
pens. Most modern tablets support human touch input.
Tablets are generally seen as accessories to laptops and
desktop computers rather than replacements.

Main Types of Devices

= Smartphones — are phones with advanced features like e-mail, Internet and
e-book reader capabilities, and/or a built-in full keyboard or external USB
keyboard.

= Multimedia players - are electronic devices capable of storing and playing
digital media. Music and videos are typically stored in internal disks or a small
memory card that can be inserted in these handheld devices.

= Digital cameras — are used to take digital photos which are
then stored on a SD (Secure Digital) or CF (Compact Flash) card.
Unwanted images can be deleted directly on the camera. Most
digital cameras also include a small LCD screen that shows a live
preview of the image, which makes it easier to capture pictures.
Most digital cameras also include an option to record video.
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The digital photos are transferred from the camera to a computer via a USB
cable. The photos can be incorporated in word-processing documents,
presentations, sent by email or posted on a web site. You can also edit them
using photo editing software. If you want to print hard copies of your photos,
you can use a home printer or an online printing service.

The Processor

Every computer has a processor inside it. The processor also

known as the Central Processing Unit (CPU) is the ‘brain’ of the . IEL
computer. It determines the speed at which program instructions ’-,._.JJ,’? ‘E_: ‘\.‘
are carried out by the computer. —_\“‘E. IR 2@ 6
The speed of the CPU is measured in gigahertz (GHz). 1GHz is 3. 'e%_
equal to 1 billion cycles per second. Each computer instruction Z:‘\ ’(";‘

requires a fixed number of cycles, so the speed of the CPU
determines how many instructions per second the microprocessor can execute The
higher the GHz the faster the computer will execute program instructions.

Random Access Memory

The Random Access Memory (RAM) is made up of small memory chips that form a
memory module. These modules are installed in the RAM slots on the motherboard of
your computer.

Computer programs are stored in a disk which is referred to as the hard disk. Typically
hard disks are located inside the computer. When you want to use a program such as
a word processor, you instruct the computer to load this program. In a matter of
seconds the computer reads the program from the disk and starts loading (copying) it
into the RAM.

The more RAM your computer has, the more data can be loaded from the hard drive
into the RAM, which can effectively speed up your computer. In fact, adding RAM can
be more beneficial to your computer's performance than upgrading the processor.
Nowadays, 4GB RAM is a standard on all computers.

If the computer’'s power supply is cut off, the information held in the RAM is lost. For
this reason, data stored in RAM, which is required for future use, has to be stored on
secondary storage devices such as USB (Universal Serial Bus) flash drives and hard
disks. USB flash drives are sometimes referred to as USB pen disks.

Storage Devices

As indicated in the previous section, the internal memory (RAM) is temporary, and
therefore information has to be stored on permanent media (hard-disks or USB flash
drives) referred to as secondary or backing storage.
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Storage devices and media include: internal hard disks, external hard disks, network
drives, CDs, DVDs, Blu-Ray Discs, USB flash drives, memory cards and online file
storage. To use any type of disk, the computer has to be equipped with the
appropriate disk drives. More details about these storage devices and media are
available in another section of this courseware.

Integrated & External Equipment

Printers

There are different categories of printers including inkjet and laser printers.

= Inkjet printer — sprays small droplets of ink at high speed
onto the surface of paper. This process produces high
quality print approaching that produced by laser printers.
Inkjet printers are reliable, quiet and inexpensive. Colour
inkjet printers provide an inexpensive way to print full
colour documents.

= Laser printer - uses a technology similar to that used in a photocopying
machine. It uses a laser beam to produce images with excellent letter and
graphics quality. They are quiet and fast but somewhat expensive compared
to dot matrix and inkjet printers. Laser printers are widely used in
applications requiring high-quality output.

Some printers, known as multifunction printers, have printing, scanning and
photocopying features.

Screens

Screens or monitors are also known as video displays or visual display units (VDU).
Screens can have different screen sizes e.g. 14”-, 15”-, 17”-, 19”- and 21”-inch.

There are two main categories of monitors:

=  Cathode-ray tube (CRT) monitors — have a vacuum tube used
as a display screen. This same kind of display technology is
used for televisions and flight-information monitors at
airports.

, mowm

= Thin Film Transistor Liquid Crystal Display (TFT-LCD)
monitors — are made up of two plates of glass with a
substance in between them in which light is manipulated.
Molecules of liquid crystal line up in a way that alters their
optical properties, creating images on the screen by
transmitting or blocking out light.

Compared to CRT monitors, TFT-LCD monitors are much

thinner, weigh less and consume less power. Thus, they are suitable for
laptop computers. TFT-LCD monitors are also available for desktop computers
— they take less desk space compared to CRT monitors.
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In recent years, touch screens became common. Some touchscreens require the use
of special pens. Most modern touchscreens detect human touch. The mouse and
keyboard are not required when using a touchscreen device. Tablets and smartphones
use the touchscreen technology. Touchscreens are commonly used in computer kiosks
by banks, airports etc.

Scanners

The scanner is a device that transfers printed text and
images to a computer. When a document is scanned, it is
converted into a digital format. This creates an electronic
version of the document that can be viewed and edited
on a computer.

Most scanners are flatbed devices, which means they have a flat scanning surface.
This is ideal for photographs, magazines, and various documents. Most flatbed
scanners have a cover that lifts up so that books and other bulky objects can also be
scanned. Another type of scanner is a sheet-fed scanner, which can only accept paper
documents.

There are different types of scanners — the flatbed scanners being the most common.
Sometimes scanners form part of a multifunction printer. Such printers have printing,
scanning and photocopying features.

Scanners arrive with:

=  Driver software —the program that controls the operation of the scanner.
=  Photo-editing software — the program used to manipulate scanned images.

= OCR (Optical Character Recognition) software — the program used to transfer
printed text into a word-processor for editing and formatting

Keyboards

The keyboard contains a set of typewriter like keys that enable you to enter data in
the computer. The keys on computer keyboards are often classified as follows:

=  Alphanumeric keys - letters and numbers.

. Punctuation keys - comma, period, semicolon etc.

= Special keys - function keys, control keys, arrow keys, Caps Lock key etc.

The standard keyboard layout that we use is known as a QWERTY keyboard because
the first six keys on the top row of letters spell QWERTY. Local computer stores sell
keyboards with the Maltese characters.

Standard 48-key layout 47-key layout
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Mouse

The Mouse is a device that controls the movement of the cursor or
pointer on a display screen. The mouse may contain up to three
push buttons each of which has a different functions depending on
the program being used have. Nowadays, mice may also include a
scroll wheel for scrolling through long documents etc.

Trackpad

The trackpad is a small, touch-sensitive pad used as a pointing device on most laptop
computers. By moving a finger or other object along the pad, you can move the
pointer on the display screen. Tapping the pad is equivalent to clicking the mouse.

Webcam

The webcam or web camera is a small camera that either attaches to a user's monitor
or sit on a desk. Most webcams connect to the computer via USB. Most laptops and
tablets have in-built webcams.

The webcam is used to hold video communications over Internet. Typically webcams
are used with communication programs such as Skype, Google Hangouts etc. Through
webcams users are able to see each other and movements in real time. Webcams can
be used to record video files and to take still pictures

Speakers

The speakers can be plugged into the back of computers carrying
a sound card. The sound card is used to capture as well as play
back recorded sounds. The speakers enhance the multimedia
capabilities of computers. Laptops and tablets have in-built
speakers.

Microphone

The microphone is a device that allows sound signals to be converted
into digital files that may be stored on the computer. Microphones
can be stand-alone or incorporated with headphones or in-built in
laptops.

Voice-recognition software uses a microphone to convert a person’s
speech into digital signals by comparing the electrical patterns
produced by the speaker’s voice with a set of pre-recorded patterns
stored in the computer. Microphones are also used along with
Internet telephony software to communicate with other people via
Internet.
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Docking Station

The docking station also known as a universal port replicator is a hardware device that
allows laptops to connect easily to a TFT screen, a keyboard, a printer etc. Docking
stations enable users with a laptop computer to convert it into a desktop computer
when at the office or at home. The laptop connects directly to the docking station
without the need of using any additional cables. Docking stations vary depending on
the laptop model.

Input / Output Ports

Computers have different input/output ports i.e. slots where cables connect
peripherals connect to the computer.

Typically all computers will have these ports:

= USB (Universal Serial Bus) port — is a slot in the computer
that supports fast transfer data rates. USB flash disks, digital @
cameras, mice, keyboards etc can be connected to the computer
via the USB port.

=  HDMI (High-Definition Multimedia Interface) port — is a
slot on the computer that supports the transfer of audio and
video data through a single cable. A computer with an HDMI port
can be connected to an external monitor or HDTV (High-
Definition Television) with one cable, supporting high-definition
video and audio.

= Network port — is used to connect the computer to a network or a El

modem.
= FireWire port — is a slot that connects digital video cameras to
the computer. FireWire supports faster transfer data rates than ===l
USB ports.
Software

You might have the fastest computer sitting on your desk in front of you, however,
without software the computer will do nothing more than take up space. The computer
hardware on its own has no intelligence and therefore must be supplied with
instructions to perform any task.

Software or programs, consist of step-by-step instructions that tell the computer
how to perform a task.

All software can be divided into two categories — operating system software and
application software.
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Operating System Software

Operating System (OS) software is a program that controls the computer and
enables it to run applications software (discussed further down). Systems software
allows the computer to manage its internal resources.

This software is designed to allow the computer system to manage its own resources
(disks, monitor, keyboard, and printer). This software runs the basic computer
operations - it tells the hardware what to do and how, and when to do it. Applications
software cannot run without system software.

Common desktop operating system software includes:

= MS Windows — provides an easy interface between the computer and the
user. It uses pictures (graphical representations) which look like push buttons
on the screen and you can use the mouse to press them. This interface is
known as a Graphical User Interface (GUI).

MS Windows comes in a variety of versions.

It has been updated over the years to make == W| nd OWS 8

it more powerful and easier to use.

= Macintosh Operating System (Mac OS) — is the standard
operating for Apple Corporation’s Macintosh computers.
Like Windows, the MAC OS has a GUI interface.

Besides, MS Windows and MAC OS there are other operating MaC OS
systems for example Linux, Unix and OS/2 Warp.

Mobile devices, such as tablets and smartphones also include operating systems that
provide a GUI and can run applications. Common mobile operating systems include
Android, iOS (for iPads & iPhones), and Windows Phone. These operating systems are
developed specifically for portable devices and therefore are designed around
touchscreen input.

Applications Software

Applications software are programs that help the user carry out specific tasks on
the computer. Such software has been written for a specific application - such as
word-processors, spreadsheets, databases and presentation software.

Application software falls into two categories:

1. Tailor-made (or custom-written) software — is software designed for a
particular customer. Typically individual computer programmers or software
houses are contracted to develop computerised systems for companies and
organisations.

2. Off-the-Shelf (or packaged) software — is software designed for use by
the general public. Typically off-the-shelf software is available from all
software selling shops. Large software houses develop this software.
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Off-the-shelf software includes:

=  Word-processing programs (e.g. MS Word, Writer) — used to prepare text-
based documents such as letters, memos, reports etc.

= Spreadsheet programs (e.g. MS Excel, Calc) — used to analyse and
summarise numerical data. Spreadsheets are commonly used in accounting
environments to prepare balance sheets and financial reports.

= Database programs (e.g. MS Access, Base) — used to organise and manage
large quantities of data. Databases enable efficient manipulation of data.

= Presentation graphics programs (e.g. MS PowerPoint, Impress) — used to
organise text and numeric data in an appropriate format to be displayed to a
group of people. Typically presentations are used in the preparation of on-
screen displays, overhead transparencies and 35mm slides.

= Photoediting programs (e.g. MS PhotoEditor, Adobe PhotoShop, GIMP) —
used to alter images and graphics. These programs are used to change the
size of pictures, crop pictures, adjust the colours of pictures etc.

= Desktop publishing programs (e.g. MS Publisher, Adobe InDesign) — used
to prepare high quality printed material e.g. flyers, invitations, posters,
reports, magazines, and books.

= Internet Web Browsers (e.g. MS Internet Explorer, Google Chrome, Mozilla
Firefox, Opera) — used to locate and display information at Web sites.
Browsers display Web pages with text, graphics, sounds and video-clips.

= Communications software (e.g. MS Outlook, Mozilla Thunderbird) — used
for the transmission of electronic messages or documents between different
computers.

= Social Networking websites (e.g. Facebook, Linkedln) — allow users to be
part of a virtual community. These websites provide users with simple tools to
create a custom profile with text and pictures. A typical profile includes basic
information about the user, photo albums, videos and comments published by
the user. People use social networking sites to add friends, send messages to
other users, and leave comments directly on friends' profiles. Some people
join special interest groups on social networking sites.

= Mobile applications (or mobile apps) — are software programs designed to
run on smartphones, tablets and other mobile devices. These programs are
usually available through application distribution platforms (e.g. Apple App
Store, Google Play, Windows Phone Store etc.). Some mobile apps are free,
while others must be bought. Mobile apps include email, calendar, contacts,
weather information, location based services, banking, order-tracking and
ticket purchases.

Most of the above software is installed on desktops and computers and can be used
without an Internet connection. However, more and more software (e.g. Microsoft
Office 365, Google Apps, Adobe) is also available online. For example, you can create
and edit a document online using Microsoft Office 365 or Google Docs.
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Copyright

Computer users should be aware of the copyright issues with regards to software and
files such as graphics, text, audio and video. A copyright is the exclusive legal right
that prohibits copying of intellectual property without permission of the copyright
holder.

Computer software is considered as intellectual property and is protected by the
copyright law.

The Internet and the World Wide Web present tremendous opportunities for sharing
information but it is important to remember that what is freely available does not
imply that it can be copied. You should assume that images, text, logos, software,
sounds, movie clips, email and postings to newsgroups are copyrighted. Under
copyright law, you cannot copy work/files unless you have been given permission to
do so. In some cases, there may be permission statements included with the
work/files that allow you to use the work/files for the stated purposes.

Software piracy - is the unauthorised distribution and use of copyrighted computer
programs. Software and data files can be easily copied and transmitted via disks.

Making a copy of commercial/propriety software (discussed further down) for a
relative or friend is an act of piracy.

Software and data files can also be downloaded from a network and copied. This is
known as network piracy.

Types of Software Licences

= Propriety software — is software whose rights are owned by an individual or
business, usually a software developer. The ownership is protected by the
copyright, and the owner expects you to buy a copy in order to use it. The
software cannot legally be used or copied without permission.

Nearly all applications are licensed rather than sold. There are a variety of
different types of software licenses. Some are based on the number machines
on which the licensed program can run whereas others are based on the
number of users that can use the program. Most personal computer software
licenses allow you to run the program on only one machine and to make copies
of the software only for backup purposes. Some licenses also allow you to run
the program on different computers as long as you don't use the copies
simultaneously.

= Open source software — is freely available to the public. The programmer
creates a program and makes it available for others to use without cost. Other
programmers are also free to modify the source code and redistribute the
modifications to users and developer community. Open source programs are
often developed as a community rather than by a single organisation.

= Trial version software — refers to software which consumers can try before

they buy. Trial versions of software usually contain all the functionality of the
regular version, but can only be used for a limited time (e.g. 30-day trial).

10
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» Shareware software — is copyrighted software that is distributed free of
charge but requires users to make a contribution in order to receive technical
help, documentation or upgrades.

Shareware is inexpensive because it is usually produced by a single
programmer and is offered directly to customers via the Internet. Thus, there
are practically no packaging or advertising expenses.

* Freeware software — is software that is available free of charge. Although it
is available for free, the author retains the copyright, which means that you
cannot do anything with it that is not expressly allowed by the author. Usually,
the author allows people to use the software, but not sell it.

End-User Licence Agreement (EULA)

Users have to purchase the appropriate software licences to use propriety software.

Shrink-wrap licences/End User Licence Agreements (EULA) — are printed
licenses found inside software packages. Users are duty bound to use the software
according to the conditions set out in the license sheet. There is no need for users to
sign up any contracts with the software house. Users are encouraged to send the
registration card included in the package. This registration entitles users to
information and minor upgrades that are released from time to time by the software
manufacturer.

Starting the Computer

You will now start your computer system:

1. Locate the power switch on the system unit and press this.
2. Locate the power switch on the monitor and press this.

After some time you should be able to see a screen similar to the one shown below.
These course notes are based on Microsoft Windows 7.

1. Type in your user name in the User name field.

2. Type in your password in the Password: field.

U

3. Click Forward button.

Note that:
= Your teacher will provide you with the user name and password.

= Passwords are case sensitive i.e. you need to type the password as shown on
the sheet provided by your teacher. You need to use the uppercase and
lowercase letters as shown.

= It is important not to share your password with any friends etc. If you suspect
that anyone knows your password, speak to your teacher so that this can be
changed.

11
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Logging off

When you log off from Windows, all of the programs you were using are closed, but
the computer is not turned off.

To |Og off: Devices and Printers :

. Switch user
1. Click Start button. Default Program Log off
2. In the lower-right corner of the Start menu, click the Lock

Hel d Si 0
arrow next to Shut down button. S

Restart
3. Click Log off. The system will take you to the log in
screen. e
Hibernate
Note that:

= After you log off, another user can log on without needing to restart the
computer. In addition, you don't need to worry about losing your information
if another user turns off the computer.

Restarting the Computer

To restart the computer:

1. Click Start button.

2. In the lower-right corner of the Start menu, click the
arrow next to Shut down button. Help and Suppo

3. Click Restart. The system will shut down and restart
again.

Devices and Printers

Default Program

12
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Note that:

= You may need to restart your computer when install program updates and
new programs. Typically updates will be applied when you restart your
system.

Shutting down the Computer

When you have finished working with MS Windows and you are ready to turn off the
computer, you first need to close all windows. Never turn off your computer while MS
Windows is still running. Doing so could result in loss or corruption of data. The
process of switching off the computer is also known as shutting down the system.

1. Click Start button.
2. In the lower-right of the Start menu, click Shut down button.

Note that:

=  When you click Shut down, your computer closes all open programs, along
with Windows itself, and then completely turns off your computer and display.
Shutting down doesn't save your work, so you must save your files first.

= If you are using a desktop computer, remember to turn off the monitor.

13
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B DESKTOP, ICONS & SETTINGS

MS Windows Desktop & Task Bar

When you start your computer and log in MS Windows a similar screen to the following
will be displayed. This screen is known as the MS Windows desktop.

MS Windows Desktop

Icons Desktop

1529
28/04/2012

Start button Taskbar Notification Area

The desktop is the main screen area that you see after you turn on your computer and
log on to MS Windows. Like the top of an actual desk, it serves as a surface for your
work. When you open programs or folders, they appear on the desktop. You can also
put things on the desktop, such as files and folders, and arrange them however you
want.

The MS Windows desktop contains icons. Icons are small pictures that represent files,
folders, programs, and other items. The number of icons you see depends on the
components installed in MS Windows. When you first start Windows, you'll see at least
one icon on your desktop: Recycle Bin (trash can).
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The taskbar is the horizontal strip that runs along the bottom of the screen. It has

three sections:

= The Start button - is the ‘ignition switch’ that gives you access to @
almost all of MS Windows. This is used to open programs and files to

work on.

= The middle section - shows you which programs
and files you have open and allows you to quickly
switch between them.

= The Notification Area - displays little pictures
is happening with your
computer. When you are printing, for example, a

that tell

you what

T e

picture of a printer appears in this area. If you
have a sound card fitted in your computer, a picture of a speaker appears.
This area will also display the clock.

Common Icons

The MS Windows desktop may contain different icons representing files, folders,
application/program shortcuts, recycle bin etc.

Desktop Icons Example

File w2 Sometimes you may decide to save a file on the desktop.
- Normally you will save this file on the desktop because
you need fast access to this file.
Letter
Folder = Saving individual files to the desktop will clutter the
il desktop. Therefore you will save these files to an
individual folder icon on the desktop. Typically desktop
Work folder icons are created to store files which are accessed
by the user on a regular basis.
Application Shortcut icons have a small arrow in the lower left corner.
Shortcut ﬂ Clicking such icons will normally open a program (such as
Adobe Reader) or a file or a folder. Shortcuts are also
Adobe known as aliases.
Reader X
Recycle Bin ‘-_-“ The place in which MS Windows stores deleted files. You
) can retrieve files that you have mistakenly deleted in
w2 error, or you can empty the Recycle Bin to create more
Recycle Bin Y Pty 4

disk space.

The Mouse

The mouse is an important tool you need to use to do most of the tasks in MS
Windows. This is particularly so if you are beginning to use computers. The basic idea
is simple - you move the mouse on its pad, and a small arrow (the mouse pointer)
moves correspondingly on the screen.

15
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Mouse Technique Example

Pointing If you position the mouse pointer over the Start button, a yellow
banner that says “Start” appears. The technique of positioning the
mouse pointer on an item is known as pointing.

Clicking If you point the mouse to the Start button and press the left mouse
button, a list of options appears on top of the Start button. The
technique of pressing the left mouse button once is known as clicking.

Double-clicking If you point the mouse to the Recycle Bin icon and press the left mouse
button twice in rapid succession, a frame (known as a window or a
dialog box) will open. The technique of pressing the left mouse button
twice is known as double-clicking.

Right-clicking If you position the mouse over the desktop and press the right mouse
button, a pop-up menu will be displayed. The technique of pressing the
right mouse button is known as right-clicking.

Dragging If you position the mouse over any desktop icon, press and hold the
left mouse button whilst moving the mouse, you will move the icon*.
This technique is known as dragging.

*The icon will move only if the Auto arrange icons option is not
switched on.

Note that:

= You may need to restart your computer when install program updates and
new programs. Typically updates will be applied when you restart your
system.

Selecting & Moving Icons

By default, MS Windows stacks icons in columns on the left side of the desktop. But
you can move an icon by dragging it to a new place on the desktop:

1. To select a desktop icon, click the icon. The icon will be highlighted as shown:

e, 3
Recycle Bin I Recycle Bin

2. To move the icon, drag the mouse. The icon will move only if the Auto
arrange icons option is not switched on.

Arranging Icons

You can arrange the icons on your desktop as follows:

1. Right-click on an empty area of the desktop.
2. Point to Sort by.
3. Click one of the commands on the submenu, as explained in the table.



Computer Essentials

Click To Do This

Name Arrange icons in alphabetical order by the icon name.

Size Arrange icons in order of file size. If the icon is a shortcut to a program,
the size refers to the size of the shortcut file.

Item Type Arrange icons in order of type. For example, if you have shortcuts to
several MS PowerPoint presentations on your desktop, these will be
arranged next to each other.

Date modified | Arrange icons in the order that the shortcut was last modified.

To automatically arrange the icons in columns along the left side of your desktop:

1. Right-click on an empty area of the desktop.
2. Point to View.
3. Click Auto arrange icons.

Note that:

=  When switched on, the Align icons to grid option snaps icons into place as
designated by an invisible grid on your screen. The grid keeps the icons
aligned with each other.

Creating Shortcut Icons

In MS Windows a shortcut is a pointer to a file, document or printer. A shortcut is
represented by an icon containing a curved arrow on the desktop.

Selecting the program shortcut icon runs the program to which the shortcut “points”.
Selecting a document shortcut runs the application that created the document
(provided the document type is associated with a program).

To create a desktop shortcut to a folder or file:

1. Open Windows Explorer by pressing Windows key + E.
2. Locate the folder or file.
3. Right-click the folder or file.
4. Point to Send to.
5. In the sub-menu, click Desktop (create shortcut). The shortcut Woa
icon appears on MS Windows desktop. _ﬂj
Essay -
To create a desktop shortcut to a program: Shortcut
1. Click Start button.
2. Locate the program.
3. Right-click the program.
4. Point to Send to. g!
5. In the sub-menu, click Desktop (create shortcut). The shortcut  pgqhe
icon appears on MS Windows desktop. Reader X
Note that:

=  Shortcut icons display a curved arrow.

= A shortcut does not create a copy of the item (file, folder or application
program) on the desktop. Therefore deleting a shortcut to an item, does not
delete the item. It still exists on your computer in its original location.

17
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Renaming Shortcut Icons

To rename a shortcut icon:

Right-click the shortcut icon. This will display a pop-up menu.
Click Rename. The name of the shortcut will be highlighted.
Type the new name for the selected shortcut.

Press Enter key.

PONE

Moving Shortcut Icons

To move a shortcut icon:

1. Click the shortcut icon to move. The icon will be highlighted.
2. Drag the shortcut icon to the new location. The icon will move only if the Auto
arrange icons option is not switched on.

Deleting Shortcut Icons
To delete a shortcut icon:

1. Click the shortcut icon (on the desktop) to delete.
2. Press DELETE key. The Delete Shortcut dialog box is displayed.
3. Click Yes button.

-

Delete Shortcut 3]

© = Are you sure you want to move this shortcut to the Recycle Bin?

e Essay - Shortcut

w L8 Location: Essay (C\Black Pen Disk)
j [ S

Using Windows

Whenever you open a program, file, or folder, it appears on your screen in a box or
frame called a window (that's where the Windows operating system gets its name).

Although the contents of every window are different, most windows have the same
basic parts.
= Menu bar - Contains items that you can click to make choices in a program.

= Title bar - Displays the name of the document and program (or the folder
name if you are working in a folder).

= Minimize, Maximize, and Close buttons - These buttons hide the window,
enlarge it to fill the whole screen, and close it, respectively.

= Scroll bar - Lets you scroll the contents of the window to see information
that is currently out of view.

18
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= Borders and corners - You can drag these with your mouse pointer to
change the size of the window.

{ :2 -?| ?I §|
| Untitled - Notepad @M
(1| File Edit Format View Help
This is some sample text inside
a Notepad window. F
®
4 b
.-jr,
(1) Menu bar (4) Maximize button (7) Border
(2) Title bar (5) Close button
(3) Minimize button (8) Scroll bar

Some windows (e.g. MS Word) have a set of toolbars placed on several tabs referred
to as the ribbon.

Title Bar
Ribbon J’
v
| d9-a |: Documentl - Microsoft Word — @ °Z
Home Insert Page Layout References Mailings Review View s @
¥ ” — = - - 1 1 2 " 7
3 | ot MR AaBbCcDd | AaBbCcDd AaBhCc | -
Paste B I U ~-abe x, x| /A~ . TNo Spacing  Heading1 | —| Change Editing
= 7 171 styles ~ =
Clipboard = Font IT.| Paragraph 7] Styles F}

-I-1-I-2‘I‘3‘I‘4-I‘5-I-6-I-7-I-8-I-9-I-lO-I-ll-I-12-I-13-\-14"‘15-I‘lﬁ-)\-l?’-l-ls-l-l

) Scroll bars —»
—

= b
- B
- o
™ ¥
- " T -~ | >
Page: 1 of 1 | Words: 0 | @ English (UK.} | |Eﬁ| B E = 100% @—U—@ 5
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Maximising (Expanding) a Window
1. Point the mouse pointer to the Maximise button.
[=]
2. Click the mouse.
Note that:

=  When a window is maximised it fills the entire screen covering the desktop
area. The Maximise button changes to the Restore button.

=  You can also maximise a window by double-clicking on its title bar.

Restoring Down a Maximised Window
1. Point the mouse pointer to the Restore button.
2. Click the mouse.

Note that:

= You can also restore a maximised window by double-clicking on its title bar.
The maximised window returns to its previous size.

Minimising (Collapsing) a Window
1. Point the mouse pointer to the Minimise button. EI
2. Click the mouse.

Note that:

= You can also minimise a window by pressing the shortcut key combination:
Windows key + M.

= The window will disappear from the desktop, but its name will still show on a
button located on the taskbar.

Restoring a Minimised Window

1. Point the mouse pointer to the taskbar button showing the name of the
window.
2. Click the mouse.
Note that:
=  The minimised window returns to its previous size.

= You can also restore a minimised window by pressing the shortcut key
combination: Windows key + SHIFT + M.

Moving a Window

1. Point the mouse pointer to the title bar of the window.

2. Press the left mouse button.

3. Move the mouse to the location where the window will be positioned.
4. Release the mouse button.

The technique of pressing the left mouse button, moving the mouse and releasing the
button is known as dragging.

20
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Resizing a Window

1. Point the mouse pointer to the window border (the pointer will change to a
double-headed arrow).
2. Drag the mouse.

Note that:

= A window that is maximized cannot be resized. You must restore it to its
previous size first.

. Although most windows can be maximized and resized, there are some
windows that are fixed in size, such as dialog boxes.

= If some of the icons will be hidden when changing
the window size, columns appear to the right or
bottom of the window. The right or vertical grey
column is known as the vertical scroll bar. The
bottom or horizontal grey rectangle is known as
the horizontal scroll bar. The arrows in the scroll
bar are used to display any hidden icons in the window.

Closing a Window
1. Point the mouse pointer to the Close button. 3w
2. Click the mouse.

Note that:

=  When you close a window, this will disappear from the desktop and the
taskbar. When a window is minimised, this will also disappear from the
desktop, but its button still shows in the taskbar.

Switching between Open Windows

If you have two application windows running, you can switch from one window to
another by clicking on the appropriate button located on the taskbar.

You can also cycle through application windows that are running on the computer by
pressing ALT+TAB keys.

You can also arrange open windows in three ways:

1. Right-click the mouse on an empty area of the taskbar.
2. Click Cascade Windows or Show windows stacked or Show windows
side by side.

Note that:

= The cascade format arranges all open windows in a stair-like format. The
stacked format puts windows in one or more vertical stacks depending on how
many windows you have open. The side by side format places each window -
open, but not maximized -on the desktop so you can see all the windows at
once.
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- — T = - —— T ' - =

Arrange windows in a cascade (left), vertical stack (center), or side-by-side
pattemn (right)

To see your desktop without closing your open
windows, minimize all of your windows at once
by clicking the Show desktop button next to
the notification area at the end of the taskbar.

Show Desktop

Using Help

MS Windows provides on-line help to assist you as you use the program:

1. Click Start button.

2. Click Help and Support to get help on MS Windows itself.
The Windows Help and Support window will be displayed.

3. Type a word or phrase (e.g. shut down computer) to search help on in the
Search Help field.

4. Click Search Help button to the right of the Search Help field. @

5. Click the help topic from the list.

6. Close Windows Help and Support.

Note that:

You can also display Windows Help and Support by pressing the shortcut key
combination: Windows key "-+ F1.

Beginners are advised to click Learn about Windows basics in Windows Help
and Support.

Help topics can include graphics and text that link to other Help topics or to more
information about the current topic. These are called jumps. Jumps are usually
identified by a different colour or an underline. When you point to a jump, the pointer
changes to a hand shape.

1.
2.

Point the mouse to underlined/coloured text.
Click the mouse.
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@ Windows Help and Support = Eol >
@ =/ “B' - i] §% Ask Options ~
||Searc.‘1 Help 2|

p Find an answer quickly
Enter a few words in the search box above.

Not sure where to start?
» How to get started with your computer
m Learn about Windows Basics

= Browse Help topics

m

More on the Windows website

v Check out the Windows website,

1 which has information, downloads,
and ideas for doing more with your
PC.

Featured this month:
= What's new in Windows 7

= Getting started with Windows 7

53 More support options
& Online Help =

Viewing the Computer’s System Information

The computer’s basic system information e.g. the operating system (OS) and version
number, and installed RAM (Random Access Memory), can be viewed through the

Control Panel:

1. Click Start button.

Click Control Panel. NesisREnE

The Control Panel window (shown below) displays many icons. Clicking on any
of these icons allows you to view and configure the various components of

your computer system.
3. Click System. The window shown overleaf is displayed.

4. Click Close button.

& System
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= [@]=]

OO |Eﬂ » Contr.. » All Control Panel ... » - | +4 | | Search Control Panel )
Adjust your computer's settings View by:  Small icons ~
ey L SO — TG T AT L TS -
B personalization &3 Phone and Modem
‘% Power Options ki Programs and Features
& Recovery e 4 Region and Language

!‘,. RemoteApp and Desktop Connections i\.'f‘ﬂ Sound

2] Speech Recognition @ Sync Center

B System LA Taskbar and Start Menu

& Troubleshooting #2 User Accounts

_Eﬁ Windows CardSpace &8 Windows Defender 3

‘ Windows Firewall 9 Windows Live Language Setting

% Windows Mobility Center %7 Windows Update o

e E =]

@Ov|-k <« All Control Panel It.. » System - | 4y | | Search Control Panel 2l

o -
Control Panel Home : o . I
View basic information about your

% Device Manager computer

% Remote settings Windows edition

= :
%y System protection Windows 7 Enterprise N

‘p‘ Advanced system settings

m

Copyright © 2009
Microsoft Corporation.
All rights reserved.

Service Pack 1

System

Rating: System rating is not
See also available
Action Center Processor: Intel(R) Core(TM) i7 CPU
Windows Update M 620 @ 2.67GHz

2.67 GHz

Performance Information and
Toals Installed memory (RAM):  4.00 GB (3.86 GB usable)

System type: 64-bit Operating System =

Note that:

= To display the System Properties window, you can press the shortcut key
combination: Windows key L Pause Break

= The System Properties window displays the following information:
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The name of the operating system running on the computer: Windows 7.
The installed memory (Random Access Memory RAM): 4.00 GB

Setting the Date & Time

1. Click Start button.
Click Control Panel. The Control Panel window is displayed. ResliigslR:EnlE

3. Click Date and Ti_me. The !Date a_tnd Time dialog box Btk Gk Tivne
shown on the following page will be displayed.

4. Click _Change_date_and time._.. butt_on. The Date [ 4 Change date and time...l
and Time Settings dialog box will be displayed.

5. Set the date by selecting the required date from the calendar displayed under
Date.

6. Set the time by clicking the arrows next to the digital time field. You can also
set the time by typing.

7. Click OK button to close the Date and Time Settings dialog box.
Click OK button to close the Date and Time dialog box.

Note that:

You can also display the Date and Time dialog box, by double-clicking the
clock in the Notification Area (bottom right corner of screen).

You may not be able to set the Date and Time if your computer is connected
to a network system and restrictions have been set by the system
administrator.
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26

Date and Time | Additional Clocks | Internet Time

Date:
29 April 2012

Time:
08:07:44

[ @Change date and time...

Time zone

(UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna

Change time zone...

Daylight Saving Time ends on 28 October 2012 at 03:00. The clock is
set to go back 1 hour at that time.

Notify me when the clock changes

Get more time zone information online
How do [ set the clock and time zone?

Set the date and time:

Date: Time:

4 April 2012 4

Mo Tu We Th Fr Sa Su
26 27 28 29 30 31 1
2 3 456 7 8
g 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28139}
30 1 2 3 4 5 6

izt

Change calendar settings

[ ok || cancel
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Adjusting the Volume Settings

Most speakers have a volume control, but you can also control the level of sound on
your computer using MS Windows.

1. Click Speakers button in the notification area of the taskbar. [(]D
2. Move the slider up or down to increase or decrease the speaker volume.

Note that:

= After you open the Speaker volume, click Mixer if you want to separately
control the volume of your speakers and other sound devices or programs
using the Volume Mixer.

i, Volume Mixer - Speakers / HP (IDT High Definition Aud..
Device Applications
Speakers / System Sounds
HP
=
© '8

Click Mute button or Unmute button to control the sounds.

Setting the Desktop Background

You can change the appearance of the desktop background (also called wallpaper):

1. Right-click anywhere on the desktop. A pop-up menu is displayed.

2. Click Personalise.
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28

L E <« All Control Panel Ite... » Personalization - |+ Search Cont.. R
U~ [ 4] |
12

Control Panel Home .
Change the visuals and sounds on your

Change desktop icons computer
Change mouse pointers Click a theme to change the desktop background,

- window color, sounds, and screen saver all at once.
Change your account picture

Windows 7 Basic =
22 8
See also @
Display Desktop Window Sounds  Screen Saver
Taskbar and Start Menu Rechmroieet | Souor Windows None

Harmony Windows 7 Default

Ease of Access Center Basic

3. Click Desktop Background.

&

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create
a slide show.

Picture location: lWindows Desktop Backgrounds VH Browse...

Selectall | | Clearall |

»

4 Characters (6)

4 Landscapes (6)

- E « Personalization » Desktop Background - |+ Search Cont.. R
y ()= »

-

m

Picture position:

Save changes ] [ Cancel
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4. Click the picture or colour that you want to use for your desktop background.
If the picture you want to use isn't in the list of desktop background pictures,
click an item in the Picture location: list to see other categories, or click
Browse... button to search for the picture on your computer. When you find
the picture that you want, double-click it. It will become your desktop
background.

5. Under Picture position: click the arrow and choose whether to crop the picture
to fill the screen, fit the picture to the screen, stretch the picture to fit the
screen, tile the picture, or center the picture on the screen.

6. Click Save changes button.

Note that:

= To make any picture stored on your Open with b
computer (or a picture you are currently
viewing) your desktop background, right- Set as Desktop Background h
click the picture, and then click Set as

Desktop Background. st

Setting the Screen Resolution

Screen resolution refers to the clarity of text and images displayed on your screen. At
higher resolutions, such as 1600x1200 pixels, items appear sharper and smaller. This
also means that more icons can fit on the screen. At lower resolutions, such as
800x=600 pixels, fewer items fit on the screen, but they appear larger. The resolution
you can set on your computer depends on your monitor/screen.

1.
2.

Right-click anywhere on the desktop. A pop-up menu is displayed.

Click Screen resolution. |§ Screen resolution
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30

=5 Eoh %™
- F! « Displ.. » Screen Re.. v| 4y || Search Cont.. R |

Change the appearance of your display

I'Gj]

Display: |1. Mobile PC Display v |
Resolution: |1600 % 900 (recommended) v]
Orientation: lLandscape ']

Advanced settings

Connect to a projector (or press the 3 key and tap P)
Make text and other items larger or smaller

What display settings should I choose?

oK ] l Cancel Apply

3. Click the drop-down arrow next to Resolution:
4. Move the slider to the resolution you want.

5. Click Apply button. The Display Settings dialog box is displayed.

Display Settings Fﬂ

Do you want to keep these display settings?

l Keep changes H Revert ]

Reverting to previous display settings in 9 seconds.

6. Click Keep changes button to use the new resolution, or click Revert button
to go back to the previous resolution.
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Adding the Keyboard Language

You can enter text or edit documents in different languages (e.g. English and Maltese)
by changing the input language. The input language is the language that you use to
enter text. When you add a new input language, you also select a keyboard layout.

Different languages have different keyboard layouts e.g. the English and United States
(US) International English keyboards vary in the positioning of punctuation keys.

3 United Kingdom Keyboard Layout - Micrasi oft |

WDFFFFFEFFFFFT

_cesf af sfaf efof nfidef of if 4
WFEFFEBEE‘!FFW

There are also two layouts for Maltese keyboards: ‘Maltese 47 Keyboard Layout’ and
‘Maltese 48 Keyboard Layout’.

/= Maltese 47 Keyboard Layout - Windows Internessjm =] =1 /2 Maltese 48 Keyboard Layout - Windows Intern

|m hikbpe e, microsoft, comyresources/msdnfgoglobal/keyvboar | b |

WEWFFHFEFFI"FW
WEEHFFEEFEFFW
WEEFFFFEE‘E!FW

|—|_|_|@ Internet [4a - |*¢100% - 4 |—|_|_|@ Internet [ - [ -

Input languages (including Maltese) are included with MS Windows, but you need to
add them to your list of languages before you can use them.
To add a keyboard language:

1. Click Start button.
2. Click Control Panel. The Control Panel window will be displayed.

3. Click Region and Language. The Region and

&5 i
Language dialog box is displayed. bl camiiomnir e 2

4. Click Keyboards and Languages tab.
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fi' Region and Language @
Formats | Location | Keyboards and Languages | Administrative

Keyboards and other input languages

To change your keyboard or input language click Change keyboards.

[ Change keyboards... ]

How do I change the keyboard layout for the Welcome screen?

Display language

Install or uninstall languages that Windows can use to display text
and where supported recognize speech and handwriting.

5. Click Change keyboards... button. The Text Services and Input Languages
dialog box is displayed.

== Text Services and Input Languages @

General | Language Bar | Advanced Key Settings

Default inputlanguage

Select one ofthe installed input languages to use as the default for all input
fields.

’English (United Kingdom) - United Kingdom -

Installed services

Select the services that you want for each input language shown in the list. Use
the Add and Remove buttons to modify this list

[EN] English (United Kingdom)

i Keyboard

e w United Kingdom

= Other

i = InkCorrection (64Bit Only)

Add...
Remove
Properties...
Move Up

Move Down

OK J l Cancel ] l Apply ]

6. Under Installed services, click Add... button. The Add Input Language dialog
box is displayed.

7. Double-click the language you want to add e.g. Maltese (Malta).

8. Double-click Keyboard, select the text services options you want to add.
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== Add Input Language
Select the language to add using the checkboxes below. I oK

[ Kiswahili (Kenya) -
onkani (India)

orean (Korea)

|-Kyrgyz (Kyrgyzstan)

ao (Lao P.D.R.)

atvian (Latvia)

J-Lithuanian (Lithuania)

|-Lower Sorbian (Germany)

uxembourgish (Luxembourg)

acedonian (Former Yugoslav Republic of Macedor
alay (Brunei Darussalam)

+-Malay (Malaysia)
=i=--MaIayaIam (India)

Cancel

I

Preview...

| Show More...

T y :

9. Click OK button to close the Add Input Language dialog box. The selected
input language will show in the Text Services and Input Languages dialog box.

10. Click Apply button.

11. Click OK button to close the Text Services and Input Languages dialog box.

By default, the Language Bar is displayed in the taskbar. To switch between different
keyboard languages that you have set on your computer:

1. Open the program (e.g. word processor, ¥ EN English (United Kingdom)
spreadsheet etc.) where you want to type. ML Maltese (Malta)

2. Click the Language button in the taskbar.

3. Select the language to use. Show the Language bar

Removing the Keyboard Language

To remove the keyboard language:

1. Click Start button.

2. Click Control Panel. The Control Panel window will be displayed.

3. Click Region and Language. The Region and Language dialog box is
displayed.

Click Keyboards and Languages tab.

Click Change keyboards... button. The Text Services and Input Languages
dialog box is displayed.

Click the language to remove.

Click Remove button.

Click Apply button for the changes to take effect.

Click OK button to close the Text Services and Input Languages dialog box.

ok

CONOD
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Changing the Default Input Language

To change the default input language:

1. Click Start button.

2. Click Control Panel. The Control Panel window will be displayed.

3. Click Region and Language. The Region and Language dialog box is
displayed.

4. Click Keyboards and Languages tab.

5. Click Change keyboards... button. The Text Services and Input Languages
dialog box is displayed.

6. Select the default input language from the drop-down field.

e = T e ST S

. Text Services and Input Languages ==

General | Language Bar | Advanced Key Settings

Defaultinput language

Select one ofthe installed input languages to use as the defaultfor all input
fields.

United Ki m) - Untled.ng_dom b

English (United Kingdam) - United Kingdom
English (United Kingdom) - US

7. Click Apply button for the changes to take effect.
8. Click OK button to close the Text Services and Input Languages dialog box.

Shutting Down a Non-Responding Application

If a program (also known as an application) on your computer stops responding, MS
Windows will try to find the problem and fix it automatically. If you don't want to wait,
you can end the program yourself by using Task Manager.

Using Task Manager to end a program yourself might be faster than waiting, but any
unsaved changes will be lost. If you have important work that you want to keep, wait
a few minutes and let MS Windows try to fix the problem first.

To close a program that is not responding:
1. Press CTRL+ALT+DEL key combination. The @ Lock this computer

following screen will be displayed: & Switch User

< Log off ~ed

2. Click Start Task Manager. The Windows Task g
Manager (shown overleaf) will be displayed. & Change aipasswordias

< Start JTask Manager
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B8 \Windows Task Manager || = | 2]
File Options View Windows Help
Applications !Processesl Services | Performance | Networking I Users |
-
Task Status
@ECDL w5 Module 2 Print - Microsoft Word Running
(= Troubleshoot Task Manager problems - Windows In... Running
@Windows 7 - All In One For Dummies.pdf - Adobe R... Running
& windows Help and Support Running
End Task l | Switch To l ’ Mew Task...
Processes: 91 CPU Usage: 18% Physical Memory: 43%

3. Click the non-responding program from the list.
4. Click End Task button.
5. Close the Windows Task Manager.

Installing & Uninstalling Software Applications

The installation of software is the process of setting up a program to run on your
computer. Before attempting to install new software on your computer system you
need:

= To confirm that your computer system has the necessary requirements to run
this software. Typically software packages list the system requirements of the
software. Software programs available for download from the Internet also
have system requirements listed on the Web page from where these can be
downloaded.

= To determine whether you can safely install the software or not. If the new
program has been downloaded from Internet, you need to check that this
program does not contain a virus.

= To confirm that you can install and use the software without breaching
copyright and legal issues. You can safely proceed with installing freeware
software. However, you will be in breach of the End User Licence Agreement
(EULA) if you install commercial software which you have borrowed from third
parties. You will also be in breach of the EULA if you use academic software
for commercial purposes.
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Different programs may have different installation processes.

If you have the installation CD or DVD of the software, you can insert this in
the computer and follow the instructions displayed on the screen. The
installation CDs or DVDs are also referred to as installation media.

If nothing happens when you insert the installation media in the computer:

1. Open Windows Explorer by pressing Windows key + E.
2. Right-click the CD/DVD drive (it can
be drive D, E or F). A shortcut menu 4, BD-ROM Drive (E) Backup
will be displayed. . =
3. Click Open. A window showing the | IBMEE# 599 1 free of 438 GB
contents of the CD will be displayed.
4. Try and locate a file called Setup or Install. Double-click any of these to
start the installation of the program. Follow the instructions displayed on
the screen.

Programs downloaded from Internet may consist of a single file ending with the
extension .EXE. Double-click this program file (.EXE) to start the installation
process.

Programs downloaded from the Internet may consist of a single folder ending
with the extension .ZIP (MS Windows). Such extension indicates that the
installation files have been bundled together and compressed into a single
folder.

Compressed files occupy less space and can therefore be transferred faster
over an Internet connection. However, compressed files must be extracted
from the folder before the software can be installed. Compression /
decompression utilities (programs) are required to extract these files. Examples
of such utilities include WinzZip (MS Windows) and 7-Zip (MS Windows). These
utilities will prompt you to extract all files to a particular folder. You will then
locate the Setup or Install file to install the program.

Typically most software programs contain a readme file. This file usually contains
instructions on how to use the program, information on known conflicts with other
software, last-minute changes that are not included in the printed manual, and other
helpful facts. You should make an effort to go through the readme file before running
the newly installed software.

You can uninstall a program from your computer if you no longer use it or if you want
to free up space on your hard disk:

1.
2.
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Click Start button.
Click Control Panel. The Control Panel window is

displayed. lii. Programs and Features

Click Programs and Features. The Programs and
Features window is displayed. This window lists all programs installed in the
computer.

Click the program to uninstall.

Click Uninstall button. Uninstall
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=B oE =

= = -
@th-\ « AllC.. » Programs an.. v|+,|| Search Programs and Features P

Control Panel Home

Uninstall or change a program

View installed updates To uninstall a program, select it from the list

“ Turn Windows features on or and then click Uninstall, Change, or Repair.
off
Organize ~  Uninstall = - @
Name .

il »

B | 7-Zip 9.20 (x64 edition)

Adobe Flash Player 11 ActiveX 64-bit
Bl Adobe Flash Player 11 Plugin 64-bit
B3 Adobe Reader X (10.1.3)

® | Adobe Shockwave Player 11.5

® T All Free YouTube Downloader 5.1.9
Avira Professional Security

® | Babylon toolbar on IE 2k
« 3

l |

6. Follow the instructions displayed on the screen to uninstall the program.
7. Close the Programs and Features window.

Note that:

= If the program you want to uninstall is not listed, it might not have been
written for this version of Windows. To uninstall the program, check the
information that came with the program.

= Some uninstallation procedures may require a restart of your computer.

Connecting & Disconnecting Devices

The USB (universal serial bus) ports are typically used to plug flash drives, digital
cameras, media players and external hard disks into your computer. Some devices

such as mice, keyboards, scanners, printers, webcams, and mobile phones may also
connect to the USB ports on your computer.

You will recognize a USB connection by the symbol usually displayed on the P Q ,
connector.

Digital cameras need to have a USB cable plugged into them before they can be
plugged into a USB port on your computer. Other USB devices, such as USB flash
drives, have an integrated USB connector that allows them to be plugged directly into
a USB port on your computer without a cable.

37



ECDL Courseware

To connect a USB device to your computer:

Plug the device in the USB port in your computer.

The first time you connect a USB device in your

computer, MS Windows automatically identifies the Loz

device and installs a driver for that device. If
Windows can find and install the device driver | . lr{\
automatically, you will be notified that the device

is ready to use.

Click here for status.

[ W Installing device driver software * *

A typical USE cable and port

Some devices require that you install drivers manually. In those cases, the
device manufacturer includes a software disc and instructions on installing the
driver before plugging in the device.

Note that:

= Drivers allow your computer to communicate with hardware devices. Without
a driver, a USB device that you connect to your computer will work properly.

= All computers have several USB ports. Your desktop computer may have USB
ports on the front and on the back. Consider using the front USB port, if you
plan to frequently connect and disconnect the device.

Most USB devices can be removed and unplugged. When unplugging storage devices,
such as USB flash drives, make sure that the computer has finished saving any
information to the device before removing it. If the device has an activity light, wait
for a few seconds after the light has finished flashing before unplugging it.

If you see the Safely Remove Hardware icon in the notification area on the right
side of the taskbar, you can use this as an indication that devices have finished all
operations in progress and are ready to be removed. Click the icon and you'll see a list

Capturing a Full Screen / Active Window

Sometimes you may want to show someone what you are seeing on your computer. In
MS Windows, one easy solution is the PrtScn key. When you press it, an image of your
screen is copied to the Clipboard. This is called a screen capture or screen shot.

To capture a full screen/active window and send it to someone in an e-mail, you will
first have to paste it into MS WordPad or MS Paint and save it.

1. To capture a full screen press Print Screen key on your keyboard (labelled
“Print Scrn SysRQ”).

To capture the active window only, hold the Alt key down while pressing
Print Screen key.
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A copy of the screen display will be placed in the clipboard (computer’s
primary memory).

2. Open a new WordPad file.

3. Click Paste button. The file will display a copy of the screen contents. D
4. Save the file.

Paste

Note that:

= On some keyboards, PrtScn might appear as PRTSC, PRTSCN, or a similar
abbreviation.

= Certain laptops might use other key combinations, such as FN+PRTSC, to
capture the screen.
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B OUTPUTS

Working with Text

MS Windows has two text editing programs: Notepad and MS WordPad. Both

programs have basic word processing facilities; however WordPad has more features
compared to Notepad.

To open MS WordPad:

Click Start button.
Click All Programs.
Click Accessories.
Click WordPad.

PONPE

By default, MS WordPad opens with a blank document.

S < | Document - WordPad =
E' ; Home View
E U calibri Ju -latia | / j | ?

Bk | U abelne )(2 T Bl= = Picture Paint Date and Insert
= 2 = - drawing time object

-z-'-l-'-2-'-3-'-4-'-5-'-6-'-?-'-8-'-9-'-10-'-11-'-12-'-13-'-14-'-150-'-16-'

100% (=) U ®

Entering Text in a Document

Somewhere in the workplace of the MS WordPad window there is a vertical line called
the insertion pointer (cursor). Note that as you type, text will always be inserted to
the left of this cursor. When the text reaches the right margin, MS WordPad
automatically begins a new line. This feature is called word-wrap.

The following table shows the use of spaces as you type your document:

No Spaces One Space

after opening a bracket ( after comma ,
before closing a bracket ) after a colon :
before a fullstop . after a semi-colon ;
before an exclamation mark ! after a fullstop .
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No Spaces One Space

before a question mark ? after an exclamation mark !

before a comma , after a question mark ?

before a semi-colon ;

Press the CAPS LOCK key to type text in uppercase. Press SHIFT key in combination
with an alphabetical letter key to type the latter in uppercase.

To move the cursor within the text:

To move the Insertion Point Press

Back one character Left Arrow €
Forward one character Right Arrow =
Up one line Up Arrow 7
Down one line Down Arrow W
To the previous word Ctrl-Left Arrow
To the next word Ctrl-Right Arrow
To the beginning of the line Home key

To the end of the line End key

When pressing any of the keys indicated above, the cursor just moves within the text
but nothing else happens.

Deleting Text

To delete text using the Backspace key:

1. Position the cursor to the right of the character to erase.
2. Press Backspace key.

To delete text using the Delete key:

1. Position the cursor to the left of the character to erase.
2. Press Delete key.

Saving & Naming a Document

It is important to save your work from time to time whilst typing. When you save the
document for the first time, you need to give it a name. Document names can have up
to 255 characters including spaces. File nhames cannot include any of the following
characters: forward slash (/), backslash (\), greater than sign (=), less than sign (<),
asterisk (*), period (.), question mark (?), quotation mark ('), pipe symbol (]), colon
(3), or semicolon (;).
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To save and name a document:

1. In the Quick Access toolbar, click Save button. The Save As dialog box is

displayed.
A= = | Document - WordPad

2. Browse to the drive and folder where the document file will be saved.
3. Type a name for your document in the File Name: box.
4. Click Save button.

: Save As
@ Ov|l Desktop » v| s | | Search Desktop ol
Organize ~ New folder 2 - e

2 £ ™ -
s Libraries
B Desktop System Folder |=
s -

m

4 Downloads

+¢ Dropbox James Cilia
< RecentPlaces E% System Folder
- Computer
| System Folder
4| | Libraries

- ", Documents @ Network
- . Music Bl System Folder

_& Google Drive

- -

File name: Document -
Save as type: [Rich Text Format (RTF) VI
Save in this format < l ‘ C I ]
“ Hide Folders by default ZheS: ALY
Note that:

= After you save a file for the first time, the filename appears in the title bar.
When you save the file the second, third, fourth time etc. the computer will not
ask you to input all this information again but will only update the file with the
changes made up to that moment.

Opening an Existing Document

1. In WorPad, click Open button. The Open dialog box. _i?"
2. Browse to the drive or folder that contains the document to open. :
3. Double-click the document you want to open.

Qpen
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"~ Open
@ Qv|! Desktop » v| +y | | Search Desktop P
Organize ~ New folder o5 v 1 @

f, AL - Libraries =

B Desktop System Folder

4 Downloads

+# Dropbox James Cilia
< Recent Places f% System Folder
5 Computer
2 System Folder
4 | | Libraries
‘. Documents 0 Netwark
4. Music L__‘ System Folder

. Pictures _
B vidone ~ (5 SAMSUNG DrPrinter i

File name: - |AII Wordpad Documents (*.i VI

]

_& Google Drive

[oren ] [rconcel]

Moving & Copying Text

An important feature in a word-processor is that of moving text from one location of a
document to another. MS WordPad uses a temporary storage area called the clipboard
for moving and copying text within a document. This area functions much like a
clipboard that holds loose pieces of paper.

To move text:

1. Select the text to move. _

2. Click Cut button or press Ctrl+X & Cu 3

3. Position the cursor where the text will be moved.

4. Click the Paste button or press Ctrl+V Paste
Note that:

= The Cut button removes the selected text or object and places it on the
Clipboard, where you cannot see it in the work area.

To copy text:

1. Select the text to copy. =
2. Click Copy button or press Ctrl+C =
3. Position the cursor where the text will be copied. Paste
4. Click Paste button or press Ctri+V .

Note that:

= The Copy button copies the selected text or object and places it on the
Clipboard, where you cannot see it in the work area.
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You can even cut-paste or copy-paste information from one document to
another, and to and from other programs, such as MS Excel worksheet.

Closing MS WordPad

1.
2.
3.

Save your work.
Click WordPad tab.
Click Exit.

Exit

Installing a Printer

1. Click Start button.
Click Devices and Printers.
The Devices and Printers window showing a list of printers connected to the
network will be displayed.
3. Double-click Add Printer. This will start the Add Printer Wizard. | sqqd a printer
4. Click Next button to advance to the Local Printer or Printer
Connection dialog box.
5. Select whether you want to install a local printer or a network printer.
6. Click Next button.
7. Enter the appropriate options in the subsequent dialog boxes.
Note that:

You may be prompted by the Add Printer Wizard to insert the installation CD
accompanying the printer packaging to install the new printer.

Uninstalling a Printer

1. Click Start button.
2. Click Devices and Printers. Devices and Printers
3. Right-click the printer to uninstall.
4. Click Remove device. A dialog box will be | # = ;
displayed prompting you to confirm the removal w Open
of the printer. o |  Openinnewwindow
5. Click Yes button. SAMiEl | o0 whats paning
SCX-4200/ Set as default printer
| Printing preferences
Remove Device Printer properties

g’ Are you sure you want to remove this device?

Samsung SCX-4200 Series Remove device

Create shortcut

Troubleshoot

Properties

| FYes || No
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Printing a Test Page

A test page provides visual confirmation that your printer works.
1. Click Start button.
2. Click Devices and Printers.
3. Right-click the printer on which you want to print a test page.
4

Click Printer properties. The properties dialog box is displayed.

= Samsung SCX-4200 Series Properties
[ General iSharing I Ports IAdvanced | Color Managementl Security I Printer | About|
- Samsung SCX-4200 Series|
Location:
Comment:
Model: Samsung SCX-4200 Series
Features
Color: No Paper available:
Double-sided: Mo Letter -
Staple: No Legal ) =
Executive
Speed: Unknown Ad
Maximum resolution: 600 dpi AS =
l Preferences... H Print Test Page l
OK J [ Cancel l Apply Help

5. Click Print Test Page button.

Changing the Default Printer

Normally in a computer network environment, there will be several printers. Users will
therefore need to send their documents to a specific printer — probably to the printer
closest to their computer system. Such users will set this printer as the default printer.

The default printer is the printer to which a computer sends documents when you
select the Print command without first specifying which printer you want to use with a
program. You can have only one default printer; it should be the printer you use most
often.
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To change/set the default printer from an installed printer list:

1.
2.
3.

4.

Click Start button.
Click Devices and Printers.

Right-click the name of the printer to set as a default printer. A shortcut menu

will be displayed.

Click Set as Default Printer. The icon of selected printer will display a

checkmark.

Add a device Add a printer See what's printing

‘ |=|.r-«‘l « Hardware and Sound » Devices and Printers »

Manage default printers ~ » = - G

4 Printers and Faxes (11)

-t '

hi‘_,_g:_ p

> "

BW IT Services - BW IT Services BW IT Services
Directorate Heavy Duty Staff 1st Floor
(Fahma) on Printing Room A4 (Gibsa) on

print-sp-srv.csc.... & A3 on https://... print-sp-srv.csc....

C/ #/

Colour IT Services Fax Microsoft XPS
Open Access 001 Document Writer
Ad & A3 on

Samsung SCX-4200 Series  State: @ Default

Category: Printer

Model: Samsung SCX-4200 Seri...

v | +5 | | Search Devices and Printers e |

s

-

BW IT Services BW IT Services

Staff Znd Floor Staff USO (Pinna)

UPD (Pinzell) on on 3
print-sp-srv.csc.... print-sp-srv.csc.... N

| ;

N 4

PDFCreator Samsung
SCX-4200 Series

Status: 1 document(s) in queue

Printing a Document

Almost all application programs have a printing facility. To print from MS WordPad, for
example:

46
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Open the document file to print.
Click MS WordPad tab.

Click Print.

Click Print.
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4, Preview and make changes to pages

Mew
; Print

=
Open

@ ; Quick print
Save g’
e . : ._I- Print preview

before printing.

Print »
Page setup

| Preview and print the document

Select printer, number of copies, and
other printing options before printing.

Send the document directly to the
default printer without making changes.

5. Enter the appropriate options (refer to the following table).

6. Click OK button.

= Print

[ General |

4

Select Printer

% PDFCreator
« Samsung SCX-4200 Series
a Send To OneNote 2010

i

Status: Offline [C]Printto file Prefarences
Location: _________H
Comment | Find Printer...
Page Range
@ All MNumber of copies: 1 =
Selection Current Page
|Pages: 165635 Collate
. . . 2131 [ 52|13
Enter either a single page number or a single 1f 1t
page range. For example, 5-12
[ Print l | Cancel ] Ap

Select To Do This

Page Range All

Prints the entire document.

print e.g. 3,7,9-12, 18 prints pages 3, 7, 9, 10, 11, 12 and 18.

Current Prints the page where the insertion point is located.

page

Selection Prints the highlighted text.

Pages Prints any pages which you select. Enter the page numbers to

Copies

Allows you to set the number of copies you want to print.
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Collate Copies Prints a complete range of pages before printing the next copy.
For example, if you are printing 2 copies of pages 1-3, WordPad
prints one copy of each page before starting over and printing
each of the three pages again to make the second copy of the
set of pages.

Viewing the Print Job’s Progress

Every installed printer within MS Windows has a print queue associated with it. All
printouts sent to the printer either from the local machine or from the network (if the
printer is shared over a network of computers) go to the print queue.

The print queue allows all print jobs to be serviced in an orderly manner and give the
user control over specific print jobs waiting to be printed. You can use the print queue
to pause or cancel print jobs.

To open the print queue dialog box:

1. Click Start button.

2. Click Devices and Printers. The Devices and Printers window showing a list
of printers connected to the network will be displayed.

3. Double-click on a printer to view its print queue.

4. Double-click See what’s printing. The print queue for the selected printer
will be displayed.

/' See what's printing
""-:E | View, pause, or cancel your print jobs

-, Samsung SCX-4200 Series - Use Printer Offline E@

Printer Document View

Document Mame Status Owner Pages Size Sub
Microsoft Word - NIOS0... James Ci.. 2 631 KB 09:s
4 1 | »

1 document(s) in queue

5. The print queue for the selected printer will be displayed.

Pausing, Restarting & Cancelling a Print Job

Repeat steps 1-4 as for displaying a print queue.
Click the name of the file.

Click the Document menu.

Do one of the following:

PONP

Click Pause/Resume.
Click Restart.

Click Cancel.
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B FILE MANAGEMENT

Organisation of Drives, Folders & Files

A computer program is made up of a collection of files. These files can be divided in
two categories:

1. Program files / Instruction files - written by computer programmers i.e.
manufacturers of software. Users are not really interested in the contents of
these files.

2. Data files / User files - written by you (the user) i.e. letters, memos, faxes,
databases, graphs etc.

The program files are automatically organised when the software is installed. However
you will need to organise the data files to ensure efficient day-to-day use. This
organisation becomes particularly important where a lot of data files are present on
the disk.

Imagine your computer as a ‘filing cabinet’ with a number of drawers. Each drawer
represents a disk-drive on your computer. The drawers are for the USB flash disk, the
hard disk, the CD-ROM or a disk on the network.

In an office, a single filing cabinet drawer usually contains a lot of information
organised in folders. Related information is usually stored in a single folder. Disk-
drives can have lots of folders. Each of these folders will contain files having related
information.

For example, you may wish to store all the data files related to

your school work in a single folder called ‘SCHOOL’. If a large & Ahedl
number of data-files are present in this ‘SCHOOL’ folder, you will 4 | ENGLISH
find it more efficient to group some files together. LANGUAGE
For example, you may wish to group all your data files related to ORI
English in a sub-folder called ‘ENGLISH’ within the same folder I
‘SCHOOL’. You will find it more efficient if you create two sub- MALTESE

folders — ‘LANGUAGE’ and ‘LITERATURE’ - within ‘ENGLISH’ to
store language and literature documents in separate sub-folders. Similarly you can do
the same thing to store data files related to ‘IT’ and ‘MALTESE’ etc.

The number of folders or sub-folders on a disk depends on the storage capacity of the
disk. The more bytes a disk has the more folders, sub-folders and files it can store.

Icon Represents
% A folder, which can contain sub-folders and data-files. Folders are used to
A organise your files.
Work
w2 A file, the basic unit of storage in MS Windows. Files are documents,
j spreadsheets and databases you use and create. Different types of files have
different looking icons. The icon shown on the left is used for files created in MS
Letter Word.

The files and folders can be organised through the MS Windows Explorer window.
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Navigating between Drives

The Computer window or MS Windows Explorer is used to scan for devices which can
store files and folders like hard disk, USB flash drive, CD-RW, DVD-RW and network
drives.

You can open the Computer window using the Windows + E key combination.

— = He =
@ Qv|'.¥ » Computer » b4 | +y | | Search Computer L

Organize ~ System properties 23 —‘EE ¥ [ _J 2]
=, Pictures i : :
: 4 Hard Disk Drives (1)
‘i Videos
& Local Disk (C)
& Computer —| 4 Devices with Removable Storage (3)
& Local Disk (C) = Removable Disk (D)
Black Pen Disk &= BD-ROM Drive (E:) Backup
E-Learning «» Removable Disk (G:)
Expat Shield

4 Network Location (2)
Faculty of Education
backups
. Google Drive -
x drive

A

Inside the Computer window there are the ‘drawers’ of your computer’s filing cabinet.
All your drives are shown as icons. Different disk drives are assigned different location
addresses. Every disk drive is referred to by an alphabet letter usually:

C: represents the primary hard disk.
D: represents a removable disk (USB flash drive).
E: represents the CD/DVD drive.

Other location addresses may be present if more disks are available. For example, the
Computer window may display another drive G: representing the USB flash drive.
Even more location addresses may be present if you are working on a networked
computer.

Navigating between Folders & Files

The Computer window is split in two parts. The Navigation pane on the left displays
the list of drives and folders. The File List pane on the right pane shows folders and
files within the highlighted drive or folder in the Navigation pane. The highlighted drive
or folder in the Navigation pane is known as the current drive or folder.
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>

Navigation
Pane

e

_& Google Drive

Program Files (x86) Projects
= SCHOOL SWSetup
~ Libraries system.sav I temp
~ Documents | Training Courses Users
< Music | Windows | Windows.old
= Pictures
 Videos Current Drive I WORK e
- hpalb = msdia80.dil
setup juser
‘& Computer
& Local Disk (C) * f
@m BD-ROM Drive (E:) My Disc Y
File List

<> Removable Disk (G:)

26
-

Toolbar Address Bar Search Bar
[ \ [ \
O e,
@ Ov|&, » Computer » Local Disk (C:) hd | + | | Search Local Disk (C) P |
| Organize V' Share with = Burn New folder | #H O @
Favorites 5 E-Learning Expat Shield

M Desktop Faculty of Education . Google Drive

4 Downloads | moodlel9 moodle20

+# Dropbox PerfLogs Personal

<& Recent Places Photos Program Files

items

>

|

Details Pane

To navigate to a folder or file on a drive:

1. Open the Computer window using the Windows + E key combination.

2. In the folder list (left pane), click the drive containing the folder or file. This
will display the contents of the drive in the right pane.

3. Click the name of the folder or file in the right pane.

Note that:

=  You may need to click through sub-folders (folders in another folders) to
navigate to a file.
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Expanding & Collapsing Views of Drives & Folders
To view the folders, sub-folders or files on a drive:

In the Navigation pane, click the arrow of the folder's name e.g. SCHOOL.
Alternatively double-click the folder’'s name. A list of folders contained in the
disk will be displayed.

Q! scrooL |:> 4 | scHOOL |:> 4 | scHooL

O ENGLISH 4 | ENGLISH
T LANGUAGE
MALTESE | LITERATURE
IT
MALTESE

To collapse the branch i.e. to hide the folders on the disk:

In the Navigation pane, click the black downwards pointing arrow of the folder’s
name. Alternatively double-click on the folder’'s name.

The folders and sub-folders will disappear.

Displaying File & Folder Properties

To display the properties (name, size and location) of a file or folder:

1. Right-click the file or folder to view its properties.
2. Click Properties. The Properties dialog box is displayed.

Building a Blended Course Properties

General iSharmg I Securityl Previous Versions | Customize!

Building a Blended Course

Type: File folder
Location: CA\Personal\E-Learning
Size 416 KB (427.002 bytes)

Size ondisk 424 KB (434,176 bytes)

Contains: 5 Files, 0 Folders
Created 24 January 2013, 17.07:57
Atfributes: || Read-only (Only applies to files in folder)

["Hidden Advanced...

QK l [ Cancel Apply

3. Click OK button.
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Note that:

= The properties dialog box displays two sizes. Size is the actual byte count of
the folder/file while Size on disk is the actual byte count that the folder/file
occupies on the disk. Size on disk is usually bigger than the actual size of the
file. Size on disk can be smaller than the actual size for drives that use
compression.

Changing Display Views

To change the display views of files and folders:

1. Navigate to the folder or file in Computer window. °
2. Click the Change your view button. A pop-up menu is displayed. HaE
3. Click Tiles or Small Icons or List or Details.

&8 Extra Large Icons
( =/| Large Icons
@ Uv| | <« E-Learni.. » Building a Blended Course - | s | | Search Buildin &z Medium Icons
Organize ~ Include in library ~ Share with Burn New folder ﬂ o) fﬂ Sriall oo
. Favorites = X 2012-Blackboard-Exemplary-Course-... = List
B Desktop 2 "X Blended_OnlineCourseRoadmap.pdf 7z 7
= == Details
§ Downloads X online_course_rubric_template_cc.pdf
| '=|_— =
*# Dropbox % QM_Standards_2011-2013.pdf B lies
=» Recent Places 7 QOLT Rubric.docx 2= Content
= Google Drive
] Libraries
. Documents
5 items
[
Note that:

= The Details view displays the date last modified, type and size of file or folder.

Files Types

When you enter information in a computer you usually store this on a disk (hard-disk
or removable disk) for future use. This procedure of storing information is known as
saving. Information is saved in files and the first time you save any piece of
information you need to give a name to the file. Filenames are used to call out the
information on the computer screen for use.

MS Windows 7 can have filenames with up to 255 characters long including any
spaces. However these filenames cannot have the following characters: \ ? : * “ < >.
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It is good practice to use meaningful names for files to help with recall and
organization.

Filenames usually end with a 3 character extension. A period (.) separates the
filename from the file extension. Some of the common file extensions are listed here:

File Extension File Type ‘

.doc or .docx MS Word document

rtf Word-processing program - Rich Text Format
Jxt MS Notepad - TeXT file

Xls or .xlsx MS Excel worksheet file

.ppt, .pptx or .pps MS PowerPoint file

.mdb or .accdb MS Access database file

.bmp MS Paint - BitMaP file (picture)

.gif Graphics Interchange Format (picture)
Jpg Joint Photographic Experts Group (picture)
.wav Wave file (sound)

.mp3 Audio file (sound)

.mpe, .mpg MPEG animation

.avi MS Video for Windows movie

.Zip Zip file (compressed)

.tmp Windows temporary file

.exe Executable file

By default MS Windows does not display file extensions. You can display the file
extensions in the Computer window:

In the Computer Window, click Organizer button.

Click Folder and search options. The Folder Options dialog box is displayed.
Click View tab.

Deselect the option Hide file extensions for known file types.

Click Apply button.

Click OK button.

oaAWNPE
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Folder Options @
General | View | Search

Folder views
= You can apply the view (such as Details or lcons) that you
e are using for this folder to all folders of this type.

[ Apply to Folders } l ResetFolders

Advanced settings:

| Files and Folders
[] Always show icons, never thumbnails
[] Always show menus
[¥] Display file icon on thumbnails
Display file size information in folder tips
[] Display the full path in the tile bar (Classic theme only)
| Hidden files and folders
(@) Don't show hidden files, folders, or drives
() Show hidden files, folders, and drives
[¥] Hide empty drives in the Computer folder

[Wll] Hide extensions for known file types

Hide protected operating system files (Recommended)

| »

11

D Launch folder windows in a separate process ot
Restore Defaults
OK l l Cancel l l Apply l

Folder & File Names

It is a good practice to use meaningful names for folders and files to help with
searching and organisation.

Creating Folders & Sub-Folders

To create a folder:

1.

2.

In the Computer window, right-click the drive e.g. Local Disk C: where the
folder will be created.
In the pop-up menu, click New. A new folder will be added.

' 1

MNew b Folder |

Type a name for your folder in the text box displayed.
Press Enter key. A yellow folder will be created.

To create a sub-folder:

1.

2.

In the Computer window, right-click on the folder/sub-folder where the sub-
folder/s will be created.
Repeat steps 2-4 as for above.
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Note that:

= It is good practice to use meaningful names for folders and sub-folders to help
with recall and organization.

Renaming Files & Folders

You can rename files, folders and sub-folders:

1. In the Computer window, right-click the file, folder or sub-folder to rename.
2. Click Rename.
3. Replace the existing name in the text box with the new name.
4. Press Enter key.
Note that:

= You can only rename a file provided that this file is not marked as read-only
and is not currently being used by a program.

= You should not change the extension when renaming a file. The extension of a
file determines the program to be used to open that file. For example,
document files ending by .doc are typically opened by a word processing
program. If you rename the extension, MS Windows will not be able to
determine which program to use to display the file contents.

The following message is displayed when you attempt to change the
extension of a file.

Rename
! If you change a file name extension, the file might become unusable.

Are you sure you want to change it?

[ Yes || No

= You should never rename (or delete) files ending with these extensions:

.exe .com .bat

dil .ini .Sys

Searching for Files by Properties

MS Windows provides several ways to find files. You can search for files:
1. Click Start button.
2. In the Start menu search box, type the name of the file to search.

As you type, items that match your text will appear on the Start menu. The
search is based on text in the file name, text in the file, tags, and other file
properties.
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Files (43)
!‘j feedback.docx
=29 Interpreting student feedback.doc
W Printing & Scanning Pages Feedbackdocx
online debate.txt
Lh E-Learning Presentation.pptx
=24 ElearningRevisedStrategyV1.doc
] Evaluationv2010.ppt

»~ See more results

‘feedback{ x ‘ | ﬂ' Shut down | » |

3. Click the file to open or click See more results. The Search Results window

is displayed.

[F=5 ol ™
- |}} » Search Results » v| +y | |feedback X |
Organize ~ Save search Burn | EE | L) j] Q
ilavoriics | (W ] feedback.docx Date modified: 11/06/2012 16:04 (=]
M Desktop http:/www.um.edu.mt/itservices/students/facilities/ Size: 157 KB kil
l4 Downloads wireless http:/www.um.edu.mt/itservices/staff/faci.. Authors: user
17 Dropbox | C\Users\user\Desktop
<+ Recent Places [ =] Interpreting student feedback.doc Date modified: 03/06/2012 11:36
& Google Drive 1 .. statements as part of learner feedback. Feedback Size: 32.5 KB
Action (if from 1 or 2 students) Action (if from ma.. Authors: user
2 ; L8 CA\Users\user\Desktop\loE Course - Incorporating LT in HE\Week 3
=l Libraries
', Documents m Refine Emails Responses for Student.mdv  Date modified: 20/05/2012 19:34
& Music Length: 00:00:52 Size: 5.16 MB
&, Pictures E Powerpoint Annotation_Audio Feedback.... Date modified: 20/05/2012 19:33
g, Videos # Length: 00:02:42 Size: 15.8 MB
. ~  HE Reuseable Feedback.m4v Date modified: 20/05/201219:32 ~
;J 49 items

Click in the Search field. This will display Add a search filter.

feedbacki X |

feedback datemodified:earlier th...

Add a search filter
Kind: Date modified: Type:

Click Date modified: to search for a file by date modified. Choose the

appropriate options.
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| feedback datemodified:

Select a date or date range:

4 June 2012
Mo Tu We Th Fr Sa
1, 2

4 5 6 7 8 9
11 12 13 14 15 16
18 19 20 21 22 23
25 26 27 28 29}30;

»

Su

3
10
17
24

Along time ago
Earlier this year
Earlier this month
Last week

Earlier this week

Yesterday

The Search Results dialog box will automatically display the

matching the date criteria.

4. Click the file to open.

You can also search for files using wildcards:

58

1. Click Start button.

2. In the Start menu search box:

Type the file extension e.g. .pptx to locate all PowerPoint files.

‘ pptx

X

| @ Shut down | » |

list of files

Type the first letter of the filename e.g. T*.docx to locate all MS Word
documents starting with the letter T.

T*.docxi

X

| ‘@) Shut down | » |

Type the file type and size e.g.

documents with file size less than 25MB.

.docx:<25MB to locate all

*docx:<25MB

| # Shutdown | » |

5. Click the file to open.

MS Word
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Viewing the List of Recently Used Files

First you need to set MS Windows 7 so that each time you open the Start menu you
will see ‘Recent Items’.

1.

Right-click Start button.

2. Click Properties. The Taskbar and Start Menu Properties dialog box is

Nk~

displayed.

L;;,j_ Taskbar and Start Menu Properties
l'l'askbar Start Menu Toolbarsl
To customize how links, icons, and menus look and Customize...

behawve in the Start menu, click Customize.

Power button action: IShUt down 'I

Privacy

[¥] Store and display recently opened programs in the Start menu

[#] Store and display recently opened items in the Start menu and

the taskbar

How do I change the way the Start menu looks?

oK H Cancel | Apply

Click Customize... button. The Customize Start Menu dialog box is displayed.
Scroll down and locate Recent Items.

Tick Recent Items checkbox.

Click OK button.

Click OK button again.

Note that:

Each time you click Start button, you will now see Recent Items. Clicking on

Recent Items displays a list of recently used files.

59



ECDL Courseware

Customize Start Menu

You can customize how links, icons, and menus look and behave on the

Start menu.

() Don't display this item
[ Metwork

2 Personal folder
(@) Display as a link
() Display as a menu
() Don't display this item
. Pictures
(@) Display as a link

) Display as a menu
) Don't display this item
(W] Recent rtems|
@ Recorded TV
() Display as a link
(") Display as a menu
(@) Don't display this item
[ Run command
Search other files and libraries

(7% Pinnl cnarch

1

Start menu size

Number of recent programs to display:

Number of recent items to display in Jump Lists:

10 -2

Use Default Settings OK

Cancel

Selecting Files & Folders

To select one file, folder or sub-folder:

In the Computer window, click the file, folder or sub-folder to select. The

selected file will be highlighted.

To select several files, folders or sub-folders adjacent to each other:

PONPE

The block of files, folders or sub-folders will be selected.

To select several files, folders or sub-folders that are non-adjacent to each other:

PONPE
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In the Computer window, click the first file, folder or sub-folder in the block.

Press and hold the SHIFT key.
Click on the last file, folder or sub-folder of the contiguous block to select.

Release the SHIFT key.

In the Computer window, click the first file, folder or sub-folder to select.
Press and hold the CTRL key.
Click on the other files to select.
Release the CTRL key.
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Sorting Files

To view the details of files:

1. In the Computer window, click the arrow next to the Change your
view button. A pop-up menu will be displayed.

2. Click Details.

== Details

The Details option displays the file attributes: name, date/time it was last modified,
file type and size.

-

Name Date modified Type Size

4 Files Currently on the Disc (7)

4, alarm.wav 08/05/2000 07:20 Wave Sound 11 KB

%= calc_bckgif 08/05/2000 07:20 GIF image 32 KB
2] Candlmportmdb  21/11/2000 17:34 Microsoft Access Database 88 KB
= castlejpg /2000 07:20 JPEG image 30 KB
&= cloudsjpg '05/2000 07:20 JPEG image 27 KB
% draw_bck.gif 08/05/2000 07:20 GIF image 17 KB
] events.rtf 15/12/1998 04:03 Rich Text Format 5 KB

The files displayed in the Computer window can be sorted by name, size, file type and
the date/time last modified:

1. Repeat steps 1 and 2 as above.
2. Click the appropriate header:

MName : Date modified Type Size
Name To sort the files by name.
Size To sort the files in order of increasing or decreasing size.
Type To sort the files by type.
Date Modified | To sort the files by date/time last saved.

Note that:

= To reverse the sort order, re-click the appropriate header.
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Copying Files & Folders

To copy files, folders between folders and between drives:

1. In the Computer window, select the file/s, folder/s or sub-folder/s to copy
using one of the methods indicated in the previous section.

2. Right-click the selected file/s, folder/s or sub-folder/s. A short-cut menu will
be displayed.

3. Click Copy.

4. Right-click the folder or disk drive where you want to copy the file/s, folder/s
or sub-folder/s. A short-cut menu will be displayed.

5. Click Paste.

Note that:

= You can press the shortcut key combinations:

CTRL + C instead of step 3.
CTRL + V instead of step 5.

Moving Files & Folders

To move files, folders between folders and between drives:

1. In the Computer window, select the file/s, folder/s or sub-folder/s to move.

2. Right-click the selected file/s, folder/s or sub-folder/s. A short-cut menu will
be displayed.

3. Click Cut.

4. Right-click the folder or disk drive where you want to move the file/s, folder/s
or sub-folder/s. A short-cut menu will be displayed.

5. Click Paste.

Note that:

= You can press the shortcut key combination: CTRL + X instead of step 3.

Deleting Files & Folders

Files, folders or sub-folders which you delete from the hard-disk are placed in the
Recycle Bin or wastebasket. To delete files, folders or sub-folders:

1. In the Computer window, highlight the file/s, folder/s or sub-folder/s to
delete.

2. Press Delete key. The Delete File dialog box is displayed prompting you to
confirm if you wish to delete the selected file, folder or sub-folder.

3. Click Yes button. The Recycle Bin icon changes from empty to full.
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Delete File [ ]
Are you sure you want to move this file to the Recycle Bin?
A
g
= | feedbackdocx
w S Type: Microsoft Word Document
iy Authors: user
- Size: 157 KB

Date modified: 11/06/2012 16:04

Yes l l No

The Recycle Bin icon changes from empty to full.

v

RecyclelBin)

Note that:

= You can also delete files, folders or sub-folders by right-clicking the file or
folder and then clicking Delete.

= Items deleted from removable disks (e.g. USB flash disk) or a network drive
are permanently deleted and are not sent to the Recycle Bin.

Restoring Deleted Files & Folders

Items in the Recycle Bin remain there until you decide to permanently delete them
from your computer. These items still take up hard disk space and can be undeleted or
restored back to their original location. When it fills up, MS Windows automatically
cleans out enough space in the Recycle Bin to accommodate the most recently deleted
files and folders.

To restore a file or folder:

1. In the MS Windows desktop, double-click the Recycle Bin. The Recycle Bin
window is displayed.

2. Right-click the file or folder to restore. A shortcut menu will be displayed.

3. Click Restore.
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E=HEoE =

O O | » Recycle Bin v| +y | | Search Recycle Bin ol i

Organize ~ Empty the Recycle Bin Restore all items £ ~ 1 @

Favorites = W feedback.docx
B Desktop

§ Downloads

m

+# Dropbox
<» Recent Places
_&! Google Drive

: 1 item
3
e

To restore all contents in the Recycle Bin:

1. In the MS Windows desktop, double-click the Recycle Bin. The Recycle Bin
window is displayed.

2. Click Restore all items.
Note that:

= Restoring an item in the Recycle Bin returns that item to its original location.

Emptying the Recycle Bin

To delete the contents of the Recycle Bin:

1. In the MS Windows desktop, double-click the Recycle Bin. The Recycle Bin
window is displayed.
2. Click Empty the Recycle Bin. Empty the Recycle Bin

Note that:

= Deleting an item from the Recycle Bin permanently removes it from your
computer. Items deleted from the Recycle Bin cannot be restored.

Memory

Before discussing the storage of files and folders it is important to understand the
basics about computer memory.

= Bit — short for Binary Digit, is the smallest unit of information on the
computer. A single bit can hold only one of two values: O or 1. More
meaningful information is obtained by combining consecutive bits into larger
units. A group of eight bits (e.g. 1011 0010) make up one byte.

= Byte (B) - is the amount of storage needed to store one character (e.g. a, c,
+, =, %, 8). So, for instance, a computer with 32,000 bytes of memory can
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store up to 32,000 characters in its memory. Large amounts of memory are
indicated in terms of kilobytes, megabytes and gigabytes.

= Kilobyte (KB) — is equivalent to 1024 bytes.

= Megabyte (MB) — is equivalent to 1024%1024 bytes (or 1,048,576B). Five
hundred (500) pages of double-spaced text occupy about 1MB of space.

= Gigabytes (GB) — is equivalent to 1024x<1024>=1024 bytes (or
1,073,741,824B). Hard-disks (discussed later) have storage capacities
measured in terms of GB (200-320GB).

= Terabyte (TB) — is equivalent to 1024x1024=1024%1024 bytes (or
1,099,511,627,776B).

Files — are units that store collections of data. Almost all information stored in your
computer must be in a file. Different types of files store different types of information.
For example, program files store programs, text files store text; graphic files store
images or pictures etc. Each file has a name referred to as a filename. Typically file
sizes range from KB to MB.

Folders — store collections of files. Typically you organise your word-processing,
spreadsheet and picture files (from your digital camera) in folders. Computer
programs (e.g. MS Windows, MS Word, MS Excel etc) are stored in separate folders.
Folders may also contain other folders (sub-folders) in them. Folder sizes may range
from KB to GB.

Types of Storage Media

] Internal hard disk — is typically found inside the computer. It contains all
program folders and files. It also stores data files i.e. document, spreadsheet,
presentation files etc. Hard disks can hold very large amounts of data (200-
320GB).

The hard disk is constructed of rigid magnetic disks sealed in a protective
case. Data is recorded magnetically onto concentric circular tracks, each one
divided into a number of sectors.

. External hard disk — is similar to an internal hard disk in function. External
hard disks are portable disks that connect to the computer via through the
USB port.

= Network drive — is typically a shared disk that is accessed by several
computers connected to a network. Typically a network drive stores data files
that are shared amongst several users.

= CD (Compact Disc) — is a portable device used to store data files. CD-RW
disks can be erased and written to over and over again. CD-RW disks have
storage capacities up to 700MB.

= DVD (Digital Versatile Disk) — disk is similar to CD-RW but this can store
much more data than the CD. DVDs have storage capacities which range from
4.7GB to 17GB. Typically these disks are used for full-length movies,
advanced multimedia games and interactive encyclopaedias.

» Blu-Ray Disc — is similar to CD and DVD. Blu-ray discs were developed for
recording and playing back high-definition (HD) video and for storing large
amounts of data. Blu-ray disc can hold up to 25 GB of data. Dual-layer Blu-
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ray discs will be able to store 50 GB of data. That is equivalent to 4 hours of
HDTV.

= USB flash drive — consists of a small printed circuit board
protected inside a plastic, metal or rubber case. The USB
connector is often protected by a removable cap. USB flash
drives are small and easy to carry around. They can store
large amounts of data (up to 256GB). USB flash drives
connect to the computer through USB ports.

= Memory card - is a compact disk used to store digital data.
Memory cards are typically used with digital cameras,
smartphones etc.

It is important to copy data files present on the hard-disk onto a

secondary storage medium (e.g. USB flash drive, CD-RW or DVD-RW) in case the
hard-disk fails. This process is known as data backup. You should backup your files
regularly.

It is also recommended that you make two/three backups of all data files. One copy
should be kept away from the computer room — off-site storage.

In recent years, some users are making use of online file storage (e.g. MS
SkyDrive, Google Drive and Dropbox) available through Internet to store data files.
These can be easily accessed from any computer connected to Internet. Such storage
is particularly useful to share data files with friends or colleagues.

Viewing available Space on a Storage Device

To view the available space on a USB flash disk, hard disk etc:

1. Navigate to the USB flash disk or hard disk in Computer window.

2. Right-click the disk.

3. Click Properties. The Properties dialog box is displayed. Free space indicates
the available space on the selected storage device.

4. Click OK button.
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&~ Local Disk (C:) Properties

_ Security | Previous Versions I Quota
General | Tools Hardware | Sharing
&
Type: Local Disk
File system: NTFS
Il Used space: 119.369,527,296 bytes 111GB
B Free space: 128,973,135,872 bytes 120 GB
Capacity: 248,342 663.168 bytes 231GB
Drive C- Disk Cleanup
[ Compress this drive to save disk space
|'_E!Allowﬁles on this drive to have contents indexed in addition to file
properties

0K l l Cancel

Apply

File compression is the process of reducing the size of a data file to the smallest size
possible. Compressed files take up less storage space and can be transferred to other
computers more quickly than uncompressed files. You can work with compressed files
and folders in the same way that you work with uncompressed files and folders. You
can also combine several files into a single compressed folder. This makes it easier to

share a group of files.

Typically compressed files are organised in a folder ending with the extension .ZIP (MS
Windows) or .SIT, or .HQX (Macintosh). A folder containing compressed files is also
known as an archive folder.

To compress files in a folder on a drive:

PONPE

Locate the file or folder that you want to compress.

Right-click the file or folder. A short-cut menu will be displayed.
Point to Send to.
Click Compressed (zipped) folder. A new compressed folder is created in
the same location.

To rename it, right-click the folder, click Rename, and then type the new
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Note that:

= Some types of files, like JPEG pictures, are already highly compressed. If you
compress several JPEG pictures into a folder, the total size of the folder will be
about the same as the original collection of pictures.

= If you have already created a compressed folder and you want to add a new
file or folder to it, drag the files that you want to add to the compressed
folder.

Extracting Compressed Files

To extract compressed files from a location on a drive:
1. Locate the compressed folder that you want to extract files or folders from.
2. Do one of the following:

To extract a single file or folder, double-click the compressed folder to open it.
Then, drag the file or folder from the compressed folder to a new location.

To extract the entire contents of the compressed folder, right-click the folder,
click Extract All, and then follow the instructions.

68



Computer Essentials

B NETWORKS

The Network

Over the past years, millions of personal computers have been connected together to
form computer networks. These networks facilitate the communication of data
between different computers and sharing of resources.

A network consists of a group of computers and other peripherals (printers, scanners
etc.) connected to each other.

The purposes of network include:

Sharing of data — Networking enables several computer users to share data.
Thus individual users can work on the same data at the same time. Depending
on the configuration of the network, users work on real time updated data.

Sharing of peripheral devices — Networking enables several computer users
to share laser printers, scanners, modems etc. Typically, several computer
users in the same office are served by a single printer. This is cost effective for
organisations with many computer users.

Sharing of programs — Networking enables several computer users to share
the same programs. In most organisations, people make use of the same
software. Rather than purchasing individual software packages for each
computer user, organisations purchase network versions of the program.

Efficient communication — Networking enables efficient exchange messages
and documents between several computer users. Networking eliminates the
typical delays encountered with standard inter-office mail delivery or telephone
calls.

Client / Server Computers

A client is a computer that requests data from another computer known as a server.
Compared to the client computer, the server is a powerful computer in terms of
processing speed and data storage.

Different servers may be used to manage different tasks.

A file server is a computer that acts like a disk-drive, storing the programs
and data files shared by client computers.

A print server controls one or more printers and stores the print-image output
from all computers on the system.

Web servers contain Web pages that can be viewed using a browser.

Mail servers manage e-mail.
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The Internet

The Internet, short for ‘International networking,’ consists of thousands of computer
networks that connect millions of computers around the world. The Internet is also
referred to as the ‘Net’, ‘Information Superhighway’ and ‘cyberspace’.

The Internet refers to the hardware and software that provides different
communications services between computer networks. These services include:

= World Wide Web (WWW, W3 or the ‘Web’) — is the text and pictures that
you view on your computer. It consists of all the Internet screens that appear
on your computer. These screens, referred to as Web pages, contain text,
pictures, sounds and video files.

= Voice over Internet Protocol (VolP) - is an Internet service that enables
you to communicate using voice with another person/s. The communication is
real time. It is a telephone conversation over Internet. Sometimes this is
referred to as Internet telephony or IP telephony. Many home users
communicate with their friends and relatives through Internet telephony using
a VolP program, a microphone and speakers/headphones. There are no
additional charges for these voice calls because these happen over the same
Internet service used for Web browsing and e-mail.

= Electronic Mail (e-mail) — is the transmission of messages over computer
networks. These messages can contain text, graphic images and sound files.

= Instant Messaging (IM) - is an Internet service that enables you to
communicate using text with another person/s using an instant messaging
program. The communication is real time — similar to a telephone conversation
but using text instead of voice. A program known as instant messenger is used
for text or chat communication. Typically, the instant messaging system alerts
you whenever somebody on your private list is online. You can then initiate a
chat session with that particular individual. You can also use an instant
messaging program to send files such as documents and pictures. Nowadays,
programs such as MS Windows Messenger, Skype and Google Chat are used as
instant messengers and VolP. Some users make use of web cam during IM or
VolP communications.

Intranet

An intranet is an organisation’s private network that uses the infrastructure and
standards of the Internet and World Wide Web. It is a website accessible only by the
organisation’s members, employees or other persons with authorisation.

When an organisation develops a public website on the Internet, it is making selected
information available to the general public. When it creates an intranet, it is making
selected information available only to authorised personnel.

An intranet's Web site looks and acts just like any other Web sites, but the firewall
surrounding an intranet prohibits unauthorized access. Intranets enable employees to
have quicker access to internal information and to share knowledge so that they can
do their jobs better.
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Virtual Private Network

A Virtual Private Network (VPN) is a private network that uses the Internet to
connect remote sites or users together. This technology is particularly useful for
employees who need to access office data from their laptops at home and other
locations. Data travels securely through the VPN technology.

Businesses often use VPNs to communicate across multiple locations. For example, a
large company that has offices in several cities may need to send data to the different
locations via the Internet. To keep the information secure, the company sets up a
VPN.

Data Transfer Rate

The data transfer rate is commonly used to measure how fast data is transferred
from one location to another.

Data is transmitted in characters or collections of bits. The transmission speed of data
is measured in:

= bps — stands for bits per second. 8 bits = 1 character (Letter ‘A’ = 8 bits).

= kbps — stands for kilobits per second or 1000 bits per second. A 56.6K
modem technically transmits 56,600 bits per second of data.

= mbps — stands for megabits per second or 1,000,000 bits per second.
= gbps — stands for gigabits per second. 1Gbps is equal to 1,000,000,000 bits
per second.

Downloading / Uploading

Downloading refers to the transfer of data from a server to a local computer. For
example when you view a webpage, the source code of a webpage is copied to your
browser from a server across the Internet. Another example is when you download a
document from Internet to your computer. When downloading files, the larger the file,
the more time it takes to complete the transfer.

Uploading refers to the transfer of data from a local computer to a server. For

example, you can create a website and then upload this from your computer to your
web server.

Internet Connection Services

Computers can be connected in different ways to the Internet.

= Dialup connection — is a form of Internet access that uses telephone lines.
The computer uses a special device called a modem that dials a telephone
number and connects to an Internet Service Provider (ISP). Once connected
users can browse the web, access emails etc.
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Dial-up connections are inexpensive compared to broadband connections.
However data transfer over dial-up is slower compared to broadband
connections. Another disadvantage of dial-up connections is that no voice calls
can be made/received through the phone line when this is being used for
Internet.

Internet Service Providers (ISPs) are companies that sell the services of their
Internet server to stand-alone computer users.

Broadband connection — is a connection that enables fast data transfer rates
between computers connected to Internet. A broadband connection is a
permanent ‘always-on’ connection to Internet. Being an ‘always-on’ connection
makes computers more prone to intruder (or hacker) attacks. Firewalls are
installed to prevent such attacks. Typically a user pays a flat-rate monthly fee
when subscribing to a broadband connection.

Broadband connections are available through a phone line (ADSL), a cable, Wi-
Fi, WiMax, a mobile phone and satellite.

Asynchronous Digital Subscriber Line (ADSL) broadband — is a broadband
connection that uses a modem and the telephone line system to connect a
computer to Internet. The ADSL modem is different from a dial-up modem.
Through ADSL, a user can use the same phone line to connect to Internet and
make a voice call at the same time. ADSL connections are faster compared to
dial-up connections. Incoming data (downloading) is significantly faster than
outgoing data (uploading). ADSL connections are expensive compared to a
dial-up connection.

Cable broadband — is a broadband connection that uses a modem and the
cabling infrastructure used for cable TV to connect a computer to Internet. The
cable modem uses the same cabling infrastructure and connection to your
home as cable TV. The cable modem connects to the computer via a local area
network (LAN) card. Cable connections are faster compared to dial-up
connections. Incoming data (downloading) is significantly faster than outgoing
data (uploading). The cost of a cable connection is similar to an ADSL
connection.

Wi-Fi - is a connection that uses radio transmitters and receivers to link
computers. Many organisations and public areas provide wireless local area
network hotspots known as Wi-Fi (Wireless Fidelity) hotspots. Users can
subscribe to these connections. In some public areas such connections are
provided at no charge. Nowadays many users have wireless Internet
connectivity at home. Many smart phones support wireless connectivity.

WIMAX is a wireless communications standard similar to Wi-Fi, but supports a
far greater range of coverage. While a Wi-Fi signal can cover a radius of 30m, a
fixed WIMAX station can cover a range of up to 50km. Mobile WiIMAX stations
can broadcast up to 16km.

Mobile phone — Telecommunication companies offer subscriptions that include
Internet on smartphones. There are different mobile Internet technologies.

Satellite broadband — is an Internet connection that requires the installation of
a special satellite dish.
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Internet Service Provider

The Internet Service Provider (ISP) is a company that provides users with Internet
connection services. ISPs provide home users with an Internet Account consisting of a
username and a password. Users having the appropriate hardware and software will
use the Internet Account to access the services available on the Internet.

When choosing an ISP one should consider the following:

= Connection Speed - The faster the speed of the broadband service the more
expensive it will be. High speed connections will be needed when using the
Internet to view HD-quality movies and to play multiplayer games. For light
Internet surfing and emailing, one would not require high speed connections.

ISPs quote different download/upload speeds e.g. 4Mbps/512Kbps,
5Mbps/512Kbps etc. to meet different user needs. The download speed (e.g.
4Mbps, 5Mbps etc) is how quickly you can receive information such as reading
email, browsing web pages, downloading content such as music and photos
and buffer rate when streaming video. The upload speed (e.g. 512Kbps) is
how quickly you can send an email or upload photos or video to a website like
Facebook, Flickr or YouTube.

= Quota - ISPs may set a ‘download limit’ or quota to limit the volume of data
in Gigabytes (GB) downloaded by users during a fixed period, usually a
month. You will use your download quota to view web pages and receive
emails etc. Downloading large graphic and audio files or video streams (e.g.
YouTube videos) will use more of your download quota compared to viewing
web pages or receiving emails. If you exceed your download limit, you might
incur extra charges, or your ISP could limit or suspend your Internet service.

= Cost - ISPs may charge a monthly subscription fee or a pay-per-use fee for
use of the Internet Account. When choosing an ISP check also the costs of
any equipment you might need to buy such as a modem/router or dongle (for
mobile Internet).

Protected & Open Wireless Network

Currently connected to: *s

- Contoso
If you have a laptop, you can see a list of available SAp? Internet access
wireless networks, and then connect to one of those Wi s ot B anneition 2
networks, no matter where you are.

Contoso Connected g
To view the available wireless networks: Woodgrove

= Open Connect to a Network by clicking the
network icon il or [E in the notification area. A

pop up menu will display the list of available
wireless networks.

Open Network and Sharing Center

Connect to a Metwork, showing the shield icon on an
unsecured network
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Wireless networks can be protected/secure or open. Wireless networks that do not
have security enabled (i.e. open networks) will be identified with a yellow shield icon.

Note that:

Wireless networks appear only if your laptop has a wireless network adapter
and driver installed and the adapter is enabled.

Whenever possible, you should connect to security-enabled wireless networks.
If you do connect to an open network, be aware that someone with the right
tools can see everything that you do, including the websites you visit, the
documents you work on, and the user names and passwords that you use.
Changing your network location to Public can help minimize the risk.

To connect to a wireless network:

1. Open Connect to a Network by clicking the network icon il or [E in the
notification area.
2. In the list of available wireless networks, click a network, and then click
Connect.
Note that:
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The first time you connect to a protected wireless network, you will need to
enter a network security key or passphrase.



Computer Essentials

B SECURITY & WELL-BEING

Protecting Data

Data security — is concerned with protecting software and data from unauthorised
tampering or damage. IT departments often attach more importance to data
protection rather than hardware protection. Recovery of lost data is often more
expensive than replacing damaged hardware.

Sensitive data should be safeguarded against unauthorised access. In a network
environment, the system administrator provides a unique user ID and a password to
each computer user. The user ID and password are needed to logon to the networked
computer.

Home users are able to set up a start-up password through their operating system.
You should also set a password to unlock your screen saver. You can also set
password protection to data files.

The use of a strong password enhances the security of your computer system. Your
password should be at least 6 characters long. It should consist of both upper- and
lower-case letters and also one or more numbers. Your date of birth, phone number or
any word that can be found in a dictionary do not constitute a strong password.
Passwords should be changed regularly.

Never share or disclose your password to any other person including colleagues,
family members etc. Do change your password if you suspect that somebody knows it.

Firewall

A firewall is a system designed to prevent unauthorised access to your computer
system when connected to Internet. A firewall is simply a program or hardware device
that filters information coming through the Internet connection into your private
network or computer system. If an incoming packet of information is flagged by the
filters, it is not allowed through. Many users having always-on connections (such as
ADSL or cable) are encouraged to install personal firewalls (software) that protects
their system from intruders.

Backing up Data

Backing up data is the copying of data files to a secondary storage medium (USB
flash disk, CD/DVD or magnetic tape streamer) as a precaution in case the first
medium fails.

Most users store large quantities of data on the hard disk without backing this on
other storage media. It is of utmost importance to backup your data regularly. It is
suggested that you make two backups of all your data files.

To be especially safe, you should keep one backup in a different location from the
other — off-site storage. The latter protects data against theft and fire hazards.
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You can back up files using operating system commands, or you can buy a special-
purpose backup utility (program). Backup programs often compress the data so that
backups require fewer disks.

Updating Software

We strongly recommend that you turn on Windows automatic updating so that
Windows can install security and other important or recommended updates for your
computer as they become available.

Computer programs such as operating systems, email clients, browsers, media players
and desktop applications (e.g. wordprocessors, spreadsheets, databases etc.) may
have vulnerable defects through which intruders can gain access to your computer.

Software vendors usually release patches or hotfixes for their products when a
security vulnerability is discovered. You must ensure that all programs on your
computer are updated with the latest available patches. You should also check for any
available updates when installing new software.

Software patches can often be downloaded for free from the vendor's website. Some
programs (e.g. MS Windows) have utilities which automatically connect to the
vendor's website and download any available patches. If there is no automatic update
feature for any of your programs, visit the vendors' website regularly and download
any available updates.

Malware

Malware (malicious software) is a program designed to secretly enter and damage a
computer system. Malware includes:

= A computer virus is a piece of program designed and written to make
additional copies of itself and spread from location to location, typically
without user knowledge or permission. Viruses are written by programmers
with malicious intent to annoy computer users.

=  Worms are similar to viruses in that they make copies of themselves, but
differ in that they need not attach to particular files or sectors at all. Once a
worm is executed, it seeks other systems - rather than parts of systems - to
infect, then copy its code to them. Typically worms slow down computer
systems.

= Trojan horses secretly place illegal, destructive instructions in the middle of a
computer program. Once the program is run, the Trojan horse becomes
active. Trojans do not replicate themselves like other viruses.

= Spyware is a program that secretly installs itself on computers and collects
information about users without their knowledge. Spyware programs can
collect various types of personal information, such as Internet surfing habits
and sites that have been visited. They can also interfere with user control of
the computer in other ways, such as installing additional software and
redirecting Web browser activity. Spyware is known to change computer
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settings, resulting in slow connection speeds, different home pages, and/or
loss of Internet or functionality of other programs.

Two sources of viral infections are:

= Sharing infected files over the intranet i.e. the internal computer network of
an organisation.
= Downloading infected files from Internet sites.

You should be careful with program or file downloads from the Web. Files available on
bulletin boards or public newsgroups may be infected. Software updates e.g. drivers,
multimedia players, should be downloaded from the manufacturer's official website. It
is important to update your anti-virus program to prevent against malware.

Using Antivirus Software

Anti-virus software is a program which protects the computer system against most
viruses. Typically, such programs detect the presence of viruses in a computer and in
most cases remove (or disinfect) any files infected by viruses.

Different users may have different anti-virus programs. You can follow these generic
steps to scan specific drives, folders and files for viruses.

Click Start button.

Highlight All Programs.

Highlight the antivirus program. A submenu will be displayed.
Select the appropriate scanning option.

Follow any other steps.

ahwONE

Unfortunately, new viruses are being developed all the time. Thus, if the anti-virus
program is not updated on a regular basis it will not be able to detect new virus types
and variants. When you install an update, new entries are added to the software's
virus definitions database so that suspect files can be recognised and dealt with. Most
anti-virus programs are updated automatically when you connect your computer to
Internet.

Health Issues

In general, the use of computers and communications technology has increased our
productivity. But at the same time, their use has also had its negative impacts on our
physical and mental health. All computer users should be aware of these negative
impacts and ways to minimise these.

= Monitor — The top of the screen must be positioned in level with your eyes.
The screen should also be tilted such that the base is slightly closer to you
than the top. Position the computer screen in a location where there will be no
reflections (or glare). Anti-glare screens should be used on CRTs.

= Keyboard - The height of your keyboard should allow you to keep an "open
angle" with your arms. In the proper position, the keyboard should be placed
just above the level of your lap. If you don't have an adjustable keyboard
tray, you may need to accomplish this by adjusting your chair height. If your
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keyboard is lower than the desk surface, tilt the back edge of the keyboard
slightly down (known as "negative keyboard tilt"). If you use a keyboard tray,
make sure there's enough room for your mouse.

= Adjustable chair - You should be able to sit comfortably in the chair, using
as much of the chair back as possible for support. The lumbar support should
fit comfortably into the curve of your lower back, and your feet should be flat
on the ground (use a footrest if necessary). The seat pan (i.e. the part on
which you sit) should be an appropriate size that allows at least one inch
between your legs and either side of the chair, and supports your legs without
applying pressure to the back of your knees.

= Adequate ventilation — Computer environments should be well ventilated.
This reduces overheating of equipment.

= Cables & Power Supply — The cables that connect the different parts of your
computer system should be securely plugged into the appropriate sockets.
Cables should be passed through cable ducts present in computer desks.
Avoid long trailing cables — people can accidentally pull these out switching off
the computer system and accidental loss of data. It is also important not to
overload power points — overloading constitute a fire hazard. Your room
should be equipped with the necessary power points to avoid overloading.

Features of an Anatomically Friendly PC Station
Sulficient Indirect lighting to
prevent eyestrain and glare

Monitor at eye-level
to prevent hunch over

Keyboard at elbow
height for arms and
shoulder alignment

Padding in front of
keyboard for wrist
alignment and
relaxation

Adjustable seatback
support for lower back

Footrest for comiort
and stability

Common health problems associated with computer use include:

= Eyestrain & headaches — usually arise because of improper lighting, screen
glare and prolonged periods in front of a computer screen. To minimise
eyestrain and headaches:

a. Take frequent breaks say a 10-minute break every 90 minutes.

b. Avoid computer screens that flicker.

c. Keep computer screens away from windows and other sources of bright
light to minimise reflected glare on the screen.

d. Monitors can be equipped with good quality anti-glare screens.

e. Clean your screen of dust from time to time.

= Back & neck pains — usually arise because of incorrect postures and
incorrect positioning of computer equipment and furniture.
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= Repetitive Strain Injury (RSI) — results from fast, repetitive work that can
cause neck, wrist, hand and arm pain. One particular type of RSI, carpal
tunnel syndrome, found among heavy computer users, consists of damage to
nerves and tendons in the hands. RSI can be minimised by taking short rest
breaks.

Energy Saving Practices

As with all other forms of technology, information technology may impact negatively
on the environment. All computer users should be aware of the following
environmental friendly guidelines related to the use of computing facilities:

= Switch off equipment — Switch off the system unit, monitor, speakers,
printer and scanner when these are not in use.

= Automatic shutdown — You can schedule a specific time when your
computer automatically shuts down.

= Sleep mode settings - Sleep is a power-saving state that allows a computer
to quickly resume full-power operation (typically within several seconds) when
you want to start working again.

You can put your computer into sleep mode instead of shutting it down. When
your computer is asleep, the display turns off and often the computer's fan
stops. Usually, a light on the outside of your computer case blinks or turns
yellow to indicate that the computer is asleep. The whole process takes only a
few seconds.

Because Windows will remember what you were doing, there's no need to
close your programs and files before putting your computer into sleep mode.
But it's always a good idea to save your work before putting the computer
into any low-power mode. The next time you turn on your computer (and
enter your password, if required), the screen will look exactly as it did when
you turned off your computer.

To wake your computer, press the power button on your computer case.
Because you don't have to wait for Windows to start, your computer wakes
within seconds and you can resume work almost immediately.

» Energy saving monitors — LCD-type flat screen monitors with LED
backlighting to save on power consumption. Adjust the power management
options such that monitors are switched off when you are away from your
computer.

* Minimise on paper printing & recycle paper — A lot of paper is used for
printing purposes. Unfortunately the ease with which printers are able to print
documents results in waste of a lot of paper. You should proof read
documents before sending these to a printer. Also wherever appropriate, you
should print two or four pages on a single face of an A4 paper. Most laser
printers are also capable of printing on both sides of the paper. You should
also print drafts and internal documents on paper that is already printed on
one side. Consider use/storage of electronic copies instead of printed paper.
Unwanted paper should be recycled.
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Recycle printer cartridges — Users should purchase laser printers with
longer-life printing drums or toners. Establish contacts with companies which
buy used printer cartridges or toners. Use ink and toner saving settings for
printing drafts and internal documents.

Recycle computers, devices & batteries - Establish contacts with
companies which collect used computers, printers, batteries etc. for recycling
purposes.

Enhancing Accessibility

Persons with special needs make use of specific hardware and software to help them
work on a computer. Such hardware and software is often referred to as assistive
technology.
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Voice recognition software is a program used to convert spoken words to
text. The term '"voice recognition"” is sometimes used to refer to speech
recognition where the recognition system is trained to a particular speaker.
These programs are often used by persons with visibility impairment.

Screen reader is a program that reads the contents of a computer screen
aloud to a user. Screen readers are used primarily by visually impaired
persons.

Screen magnifier is a program that magnifies a portion of the computer
screen, so that it can be more easily viewed. Screen magnifiers are used
primarily by individuals with partial visual impairment.

On-screen keyboard is a program that displays a virtual keyboard on the
computer screen that allows people with mobility impairments to type data by
using a pointing device or joystick. Besides providing a minimum level of
functionality for some people with mobility impairments, on—screen keyboard
can also help people who do not know how to type.



