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MODULE BASIC COMPUTING

Lesson 1: Basics of Computing

1.1 What is a Computer?

A computer is an electronic device that manipulates information, or data. It has the

ability to store, retrieve, and process data. You may already know that you can use a
computer to type documents, send email, play games, and browse the Web. You can also
use it to edit or create spreadsheets, presentations, and even videos.

Characteristics of computers

The characteristics of computers that have made them so pawanid universally
useful are speed, accuracy, diligence, versatility and storage capacity. Let us discuss
them briefly.

Speed

Gomputers work at an incrediblgpeed. A powerful computer is capable of performing
about 34 million simple instructions per second.

Accuracy

In addition to being fast, computers are also accur&eors that may occur can

almost always be attributed to human errnaccurate data, poorly designed

system or faulty instructions/programs written by the programmer)

Diligence

Unlike human beings, computers are highly consistent. They do not suffer from human
traits of boredom and tiredness resulting in laakconcentration. Computers,

therefore, are better than human beings in performing voluminous and repetitive
jobs.

Versatility

Computers are versatile machines and are capable of performing any task as long
as it can be brokedown into a series of logical steps. The presence of computers
can be seen in almost every spherRailway/Air reservation, Banks, Hotels, Weather
forecasing and many more.

Storage Capacity

¢ 2RI @ Qa O 29ieldagesdNiEnesd taya. A piece ahformation once recorded

(or stored) in the computer, can never b@gotten
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1.2 mputerassociation

1.1 Computer System
Basic Concepts of Computercomputer system (figre 1.0 consists of mainly four
basic units; namely input unit, storage unit, central processing unit and output unit.
Central Processing unit further includes Arithmetic logic unit and control unit, as
shown in Figure 1.2.
A computerperforms five major operations or functions irrespective of its size and
make. These are

i itaccepts data or instructions as input,

9 itstores data and instruction

1 it processes data as per the instructions,

i itcontrols all opeations inside a computer, and

1 It gives results in the form of output.
Functional Units
a. Input Unit: This unit is used for entering data and programs into the computer
system by the user for processing.

PROGRAM
& DATA
INPUT STORAGE OUTPUT
; A < BT AT ;mlm'
S coNTROL | | |
URIT
CENTRAL
| —PROCESSING
: UNIT
|| ARTEMETIC ||
LOGIC UNIT

Dotted lines [----) indicate
flow of instruction solid lines
[—] indicate flow of data

Fig. 1.2: Basic computer Crganization
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b. Storage Unit:

The storage unit is used for storing data and instructions before and after
processing.

c. Output Unit: The output unit is used for storing the result as output produced

by the computer after processing.

d. ProcessingThe taskof performing operations like arithmetic and logical

operations is called processing. The Central Processing Unit (CPU) takes data and
instructions from the storage unit and makes all sorts of calculations based on the
instructions given and the type of data provided. Itis then sent back to the storage
unit. CPU includes Arithmetic logic unit (ALU) and control unit (CU)

o Arithmetic Logic Unit:All calculations and comparisons, based on the
instructions providedare carried out within the ALU. It performs arithmetic
functions like addition, subtraction, multiplication, division and also logical
operations like greater than, less than and equal to etc.

o Control Unit: Controlling of alloperations like input, processing and output
are performed by control unit. It takes care of step by step processing of all
operations inside the computer.

Memory
/ 2YLdzi SND& YSY2NE OFy o06S OfldaAFTASR Ayi(2 ¢

1 Primary memory and

1 Secondary memory

a. Primary Memorycan be further classified as RAM and ROM
RAM or Random Access Memory is the unit in a computer system. It is the
place in a computer where the operating system, application programs and
the data n current use are kept temporarily so that they can be accessed
08 iKS 02 Y LJzi SN A& LINE OSaa2 N L @ A&
accessible only as long as the computer is on. The contents of RAM are no
more available once the computer is turned off.

ROM or Read Only Memotig a special type of memory which can only be

read and contents of which are notlost even when the computer is switched

off. It typicallyO2 y i I A y & Y I sfrdefionsOAndenBoth& things,yROM

- ai2NBa Iy AYAGAL f LINE A NI Y Ol f f
to start the operation of computer system once the power is turned on

b. Secondary MemorRAM isvolatile memory having Bmited storagecapacity.
Secondary/auxiliary memory is storage other than the RAMse include
devices that are peripheral and are connected and controlled by the
computer to enable permanent storage pfograms and data. Secondary
storage deviceare of two types; magnetic amaptical. Magnetic devices
include hard disks and optical storage devices are CDs, DVDs, Pen drive, Zip
drive etc.

Hard Disk
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Fig. 1.3: Hard Disk

-~

Hard disks are made up of rigid material and are usuathcl of metal disks

sealed in a box. The hard disk and the hard disk drive exist together as a unit and
is a permanent part of the computer where datadgprograms are saved. Thetieks
havestorage capacities ranging frohGBto 80 GB and more. Hard disks aesvritable.

Compact Disk

Compact Disk (Chy portable disk having data storage capacity between7680

MB. It can hold large amount of information such as musiendtibn videos, and

text etc. CDs can be eitheead only or read writéype.

Digital Video Disk

Digital Video Disk (DVD) is similar to a CD but has larger storage capacity and
enormous clarity. Depending upon the disk type it can store several Gigabytes of
data. DVDs are primarily used to store music or movies and can be played back on
your television orthe computer too. These areot rewritable

1.3 What are the different types of computers?

When most people hear the worbmputer, they tink of apersonal computersuch as
adesktopor laptop. However, computers come in many shapes and sizes, and they
perform many different functions in our daily lives. When you withdraw cash from an

ATM, scan groceries at the store, or use a calculataryg using a type of computer.
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Desktop computers

Many people useesktop computersat work, home, and school. Desktop computers are
designed to be placed on a desk, and they're typically made up of a few different parts,
including thecomputer casemonitor, keyboard andmouse
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Laptop computers

The second type of computer you may be familiar withlepgop computer, commonly
called a laptop. Laptops are batteppwered computers that arenore portablethan
desktops, allowing you to use them almasywhere.

Tablet computers
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Tablet computers or tabletst are handheld computers that are even more portable
than laptops. Instead of a keyboard and mouse, tablets useieh-sensitive screerior
typing and navigation. Thi€adis an example of a tablet.

Servers

Aserveris a computer that serves up information to other computers on a network. For
example, whenever you use the Internet, you're looking at something that's stored on a
server. Many businesses also use ldibalserversto store and shardiles internally.

Other types of computers

Many of today's electronics are basicafecialized computersthough we don't always
think of them that way. Here are a few common examples.

1 SmartphonesMany cell phones can do a lot of things computers can do
including browsing the Internet and playing games. They are often
calledsmartphones

1 Wearables Wearable technology is a general term for a group of
devices includingfitness trackersand smartwatcheg that are designed
to be worn throughout the day. Tise devices are often
calledwearablesfor short.

1 Game consolesA game consolas a specialized type of computer that is
used for playinyideo gameson your TV.

1 TVs Many TVs now includapplications or appst that let you access
various types of online ceéent. For example, you can stream video from
the Internet directly onto your TV.

PCs and Macs
Personal computers come in two main style€andMac. Both are fully functional, but
they have a different look and feel, and many people prefer one oother.
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PCs

This type of computer began with the originBM PQGhat was introduced in 1981. Other
companies began creating similar computers, which were cH#istiPC
Compatible(often shortened taPQ. Today, this is the most common typepafrsonal
computer, and it typically includes thdicrosoft Windowsoperating system.

Macs
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TheMacintoshcomputer was introduced in 1984, and it was the first widely sold
personal computer with a graphical user interfaceGdl(pronouncedgooey). Al Macs

are made by one companpple), and they almost always use tMac OS Xperating
system.

1.4 Hardware vs. software
Before we talk about different types of computers, let's talk about two things all
computers have in commommardware and software.
1 Hardwareis any part of your computer that hagpaysical structure such
as the keyboard or mouse. It also includes all of the computer's internal
parts, which you can see in the image below.
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1 Softwareis anyset of instructionsthat tells the hardwarevhat to
do andhow to do it. Examples of software include web browsers, games,

and word processors.

N

Everything you do on your computer will rely on both hardware and software. For
example, right now you may be viewing this lessonwea browser(software) and

using yourmouse(hardware) to click from page to page. As you learn about different
types of computers, ask yourself about the differences in their hardware. As you progress
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through this tutorial, you'll see that different types of computers adéen use different
types of software.

Lesson 2: Hardware Basics

2.1 Basic Parts of a Computer

Computer case

Thecomputer casas the metal and plastic box thabntains the main componentsf

the computer, including the motherboard, central processing (@PU), and power

supply. The front of the case usually hasGamOff button andone or moreoptical

drives.

Computer cases come in different shapes and sizeesktop casdies flat on a desk,

and the monitor usually sits on top of it.téwer caseistall and sits next to the monitor

or on the floor.All-in-one computers come with the internal components built into the
monitor, which eliminates the need for a separate case.

Input / Output Devices:

These devices are used to enter information arstructions into a computer for
storage or processing and to deliver the processed datato a user. Input/output
devices are required for users to communicate with the computer. In simple terms, input
devices bring information INTO tlemputer and output devices bring information
OUT of a computer system. These input/output devices are also known as
peripherals since they surround the CPU and memory of a computer system.
Input Devices

An input device is gndevice that provides input to a computer. There are many
input devices, but the two most common ones are a keyboard and mouse. Every
key you press on the keyboard and every movement or click you make with the
mouse sads a specific input signal to the computer.

Keyboard

The keyboard is one of the main ways to communicate with a computer. There are many
different types of keyboards, but most are very similar and allow you to accomplish the
same basic tasks.
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Mouse

The mouse is another important tool for communicating with computers. Commonly
known as a pointing device, it lets you point to objects on the screen, click on them, and
move them.

There are two main mouse types: optical and mechanical. The optmaeruses an
electronic eye to detect movement and is easier to clean. The mechanical mouse uses a
rolling ball to detect movement and requires regular cleaning to work properly.

jl |
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Mouse alternatives

There are other devices that can do the same thing e®ase. Many people find them
easier to use, and they also require less desk space than a traditional mouse. The most
common mouse alternatives are below.

1 Trackball A trackball has a ball that can rotate freely. Instead of moving
the device like a mousgpu can roll the ball with your thumb to move
the pointer.

1 Touchpad A touchpad also called @rackpadr is a touchsensitive pad
that lets you control the pointer by making a drawing motion with your
finger. Touchpads are common on laptop computers.

1 TouchScreen:lt allows the user to operate/make selections by simply
touching the display screen. A display screen that is sensitive to the
touch of a finger or stylus. Widely used on ATM machines, retail
point-of-sale terminals, car navijan systems, medical monitors and
industrial control panels.

T Light Pen:Light pen is an input device that utilizes a{ggmsitive
detector to select objects on a display screen.

Some otheinput device

Magnetic ink characteecognition (MICRMICR can identify character printed

with a special ink that contains particles of magnetic material. This device
particularly finds applications in banking industry.

Optical mark recognition (OMR)ptical mark recagtion, also called mark

sense reader is a technology where an OMR device senses the presence or
absence of a mark, such as pencil mark. OMR is widely used in tests such as
aptitude test.

Bar code readeBarcode readers are hptoelectric scanners that read the

bar codes or vertical zebra strips marks, printed on product containers.
These devices are generally used in super markets, bookshops etc.
Scanner:Scanner is an input device that can read textlwstration printed

on paper and translates the information into a form that the computer can
use. A scanner works by digitizing an image.

Output DevicesOutput device receives information from the CPU and
presents it to theuser in the desired from. The processed data, stored in
the memory of the computer is sent to the output unit, which then
converts it into a form that can be understood by the user. The output is
usually produced in an of the two ways on the display device, or on

paper (hard copy).

Monitor

Themonitor works with avideo card located inside the computer case, to display
images and text on the screen. Most monitors haweeatrol buttonsthat allow you to
change your monitor's display settings, and some monitors also haveitsitteakers.
Newer monitors usually haveC(liquid crystal display) dtEDYlight-emitting diode)
displays. These can be made very thin, and they are often didlepanel displa.
Older monitors us€RTcathode ray tube) displays. CRT monitors are much larger and
heavier, and they take up more desk space.
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Printer: Printers are used to produce paper (commonly known as hardcopy)
output. Based on the technology used, they can be classified as Impact or Non
impact printers.

Impact printers use the typewriting printing mechanism wherein a hammer
strikes the paer through a ribbon in order to produce output. fDwdtrix

and Character printers fall under this category.

Non-impact printersdo not touch the paper while printing. They use chemical,
heat or electrical signals to etch the symbolgp@per. Inkjet, Deskjet, Laser,
Thermal printers fall under this category of printers.

Plotter: Plotters are used to print graphical output on paper. It interprets
computer commands and makes line drawings on paper using multicolored
automated pens. It is capable of producing graphs, drawings, charts, maps etc.
Facsimile (FAXJ:acsimile machine, a device that can send or receive pictures
and text over a telephone line. Fax machines work by digitizing an image.
Sound cardaind Speaker(s)An expansion board that enables a computer to
manipulate and output sounds. Sound cards are necessary for nearly- all CD
ROMs and have become commonplace on modern personal computers.
Sound cards enable the cputer to output sound through speakers

connected to the board, to record sound input from a microphone connected
to the computer, and manipulate sound stored on a disk.

2.2 Buttons and Ports on a Computer

Take a look at the front and blaof your computer case and count the number of
buttons, ports, and slots you see. Now look at your monitor and count any you find
there. You probably counted at least 10, and maybe a lot more.
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Each computer is different, so the buttons, ports, and sockeits/ary from computer to
computer. However, there are certain ones you can expect to find on most desktop
computers. Learning how these ports are used will help whenever you need to connect
something to your computer, like a new printer, keyboard, orus

Front of a computer case

Back of a computer case
The back of a computer case r@snection portsthat are made to fispecific devices

The placement will vary from computer to computer, and many companies have their
own special connectors fapecific devices. Some of the ports maychér codedto
help you determine which port is used with a particular device.

-~
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Other types of ports

There are many other types of ports, such as FireWire, Thunderbolt, and HDMI. If your
computer has ports you ddt recognize, you should consult your manual for more
information.

- ALL-IN-ONE
s

‘ LAPTOP

Peripherals you can use with your computer
The most basic computer setup usually includesabenputer casemonitor, keyboard,
andmouse but you can plug many different types of desadnto the extra ports on your
computer. These devices are callgeripherals Let's take a look at some of the most
common ones.
1 Printers Aprinter is used tgprint documents, photos, and anything else

that appears on your screen. There are many typggsrimters,

includinginkjet, laser, andphoto printers. There are eveall-in-one

printers, which can also scan and copy documents.
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1 ScannersAscannerallows you toccopy a physical image or
documentand save it to your computer asdagital (computer-
readable)image. Many scanners are included as part of aimadhe
printer, although you can also buy a
separateflatbed or handheldscanner.

1 Speakers/headphonesSpeakersandheadphonesare output devices,
which means they send information frothe computer to the user in
this case, they allow you teear sound and musidepending on the

model, they may connect to thaudio port or the USBport. Some
monitors also have buiih speakers.

e e
e o
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1 Microphones Amicrophoneis a type of input device,r@ device that
receives information from a user. You can connect a microphone
to record soundor talk with someone elsever the Internet. Many
laptop computers come with butih microphones.

1 Web camerasAweb camera orwebcant is a type of input deviethat
can recordvideosand takepictures. It can also transmit video over the
Internet inreal time, which allows forvideo chator video
conferencingwith someone else. Many webcams also include a
microphone for this reason.

1 Game controllersaandjoysticks: A game controller is used to control
computer games. There are many other types of controllers you can use,
includingjoysticks although you can also use
your mouseandkeyboardto control most games.

1 Digital camerasAdigital cameralets you capturepictures and videos in a
digital format. By connecting the camera to your computer's USB port,
you can transfer the images from the camera to the computer.

1 Mobile phones, MP3 players, tablet computers, and other
devices Whenever you buy an electronic deg, such as a mobile phone
or MP3 player, check to see if it comes witb&B cablelf it does, this
means you can most likely connect it to your computer.

2.3 Inside a Computer

Have you ever looked inside a computer case, or seen pictures of the aiade? The
small parts may look complicated, but the inside of a computer case isn't really all that
mysterious. This lesson will help you master some of the basic terminology and
understand a bit more about what goes on inside a computer.
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Motherboard

DESKTOP LAPTOP

B

Themotherboardis the computer'snain circuit board It's a thin plate that holds the
CPU, memory, connectors for the hard drive and optical drives, expansion cards to
control the video and audio, and connections to your computer's ports (such as USB

ports). The motherboard connects directly or indirectly to every part of the computer.
CPU/processor

The central processing unit (CPU), also callpaeessor is located inside theomputer
caseon the motherboard. It is sometimes called the brain of tbenputer, and its job is
to carry out commands. Whenever you press a key, click the mouse, or start an
application, you're sending instructions to the CPU.

The CPU is usuallywao-inch ceramic square&vith asilicon chiplocated inside. The chip
is usuallyabout the size of a thumbnail. The CPU fits into the motherbo& &Y socket
which is covered by theeat sink an object that absorbs heat from the CPU.
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A processor'speedis measured imegahertz (MHz)or millions of instructions per
second; andyigahertz (GHz)or billions of instructions per second. A faster processor can
execute instructions more quickly. However, the actual speed of the computer depends
on the speed of many different component$ot just the processor.

RAM (random access memory)

RAM is your system&hort-term memory. Whenever your computer performs
calculations, it temporarily stores the data in the RAM until it is needed.
Thisshort-term memory disappearsvhen the computer is turned off. If you're working
on a document, spreadsiet, or other type of file, you'll need tsaveit to avoid losing it.
When you save a file, the data is written to thard drive which acts akbng-term
storage

RAM is measured imegabytes (MB) or gigabytes (GE)hemore RAMyou have, the
more thingsyour computer can do at the same time. If you don't have enough RAM, you
may notice that your computer is sluggish when you have several programs open.
Because of this, many people a€exkra RAMto their computers to improve
performance.
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Hard drive

HARD DRIVE SOLID-STATE
DRIVE

Thehard driveis where your software, documents, and other files are stored. The hard
drive islong-term storage which means the data is still saved even if you turn the
computer off or unplug it.

When you run a program or open a file, the computer copiesesof the data from

the hard driveonto the RAM When yousavea file, the data is copied back to thard
drive. The faster the hard drive, the faster your computer start up andload

programs
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Power supply unit

The power supply unit in a computeonverts the powerfrom the wall outlet to the type
of power needed by the computer. It sends power through cables to the motherboard
and other components.

If you decide to open the computer case and take a look, make sunegiogthe

computer first. Badre touching the inside of the computer, you should touch a grounded
metal object or a metal part of the computer casingo discharge any static buildup.
Static electricity can be transmitted through the computer circuits, which can seriously
damage your rachine.

Expansion cards

Most computers havexpansion sloton the motherboard that allow you to add various
types ofexpansion cardsThese are sometimes calledC| (peripheral component
interconnect) cards You may never need to add any PCI cards becaose
motherboards have buiin video, sound, network, and other capabilities.

However, if you want to boost the performance of your computer or update the
capabilities of an older computer, you can always add one or more cards. Below are
some of the mostommon types of expansion cards.
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Video card

Thevideo cardis responsible fowhat you seeon the monitor. Most computers have
aGPU (graphics processing uniilt into the motherboard instead of having a separate
video card. If you like playing grapkintensive games, you can add a faster video card
to one of theexpansion slot4o get better performance.

Sound card

Thesound card also called an audio cards responsible fowhat you hearin the
speakers or headphones. Most motherboards have integtaound, but you can
upgrade to a dedicated sound card for higiygrality sound.
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Network card

Thenetwork cardallows your computer to communicate over a network and access the
Internet. It can either connect with athernetcable or through avireless connection
(often calledWi-Fi). Many motherboards have builbh network connections, and a
network card can also be added to an expansion slot.
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Bluetooth card (or adapter)

Bluetooth is a technology for wireless communication over short distanceeftkis
used in computers to communicate with wireldssyboards mice, andprinters. It's
commonly built into the motherboard or included innareless network card For
computers that don't have Bluetooth, you can purchase a USB adapter, often called
adongle.
2.4 Laptop Computers
A laptop is a personal computer that can be easily moved and used in a variety of
locations. Most laptops are designed to have all of the functionality of a desktop
computer, which means they can generally run the same soft@atcopen the same
types of files. However, laptops also tend to be more expensive than comparable desktop
computers.
How is a laptop different from a desktop?
Because laptops are designed for portability, there are some important differences
between them ad desktop computers. A laptop has alftin-one design with a built
in monitor, keyboard touchpad(which replaces the mouse), asgeakers This means it
is fully functional, even when no peripherals are connected. A laptop is also quicker to set
up, ard there are fewer cables to get in the way.
You'll also have to the option to connect a regular mouse, larger monitor, and other
peripherals. This basicaliyrns your laptop into a desktop computemwith one main
difference: You can easily disconnect flexipherals and take the laptop with you
wherever you go.
Here are the main differences you can expect with a laptop.
1 TouchpadA touchpad also called @rackpadrt is a touchsensitive pad
that lets you control the pointer by making a drawing motion wjithur
finger.
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1 Battery: Every laptop has a battery, which allows you to use the laptop
when it's not plugged in. Whenever you plug in the laptop, the
battery recharges Another benefit of having a battery is that it can
providebackup powerto the laptop f the power goes out.

1 AC adapterA laptop usually has a specialized power cable callefiGan
adapter, which is designed to be used with that specific type of laptop.

1 Ports:Most laptops have the same types of ports found on desktop
computers (such adB), although they usually hafewer portsto save
space. However, some ports may be different, and you may need an
adapter in order to use them.

1 Price Generally speaking, laptops tend to ib@re expensivahan a
desktop computer with the same internalmponents. While you may
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find that some basic laptops cost less than desktop computers, these are
usually much less powerful machines.

2.5 Mobile Devices

What is a mobile device?

A mobile device is a general term for any type of handheld computer. Tdesees are
designed to be extremely portable, and they can often fit in your hand. Some mobile
devices like tablets, ereaders, and smartphonesare powerful enough to do many of
the same things you can do with a desktop or laptop computer.

Tablet computes

Like laptops, tablet computers are designed to be portable. However, they provide a
different computing experience. The most obvious difference is that tablet computers
don't have keyboards or touchpads. Instead, the entire screen is teankitive, dbwing
you to type on a virtual keyboard and use your finger as a mouse pointer.

Tablet computers can't necessarily do everything traditional computers can do. For many
people, a traditional computer likedasktopor laptop is still needed in order tase some
programs. However, the convenience of a tablet computer means it may be ideal as
asecond computer

Ereaders

Ebook readers also callece-readers are similar to tablet computers, except they are
mainly designed for readingtbooks(digital, downbadable books). Notable examples
include theAmazon KindleBarnes & Noble NookandKobo Most ereaders use ae-

ink display, which is easier to read than a traditional computer display. You can even read
in bright sunlight, just like if you were readiagegular book.
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You don't need an-eeader to read ebooks. They can also be read

on tablets, smartphones laptops, anddesktops

Smartphones

A smartphone is a more powerful version of a traditional cell phone. In addition to the
same basic featurasphone calls, voicemail, text messagingmartphones camgonnect

to the Internet over WiFi or a cellular network (which requires purchasing a

monthly data plan. This means you can use a smartphone for the same things you would
normally do on a computer, su@s checking your email, browsing the Web, or shopping
online.
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Most smartphones use uch-sensitive screepmeaning there isn't a physical keyboard

on the device. Instead, you'll type on a virtual keyboard and use your fingers to interact
with the disphy. Other standard features include a highality digital camera and the

ability to play digital music and video files. For many people, a smartphone can actually
replace electronics like an old laptop, digital music player, and digital camera in the same
device.

Lesson 3: Software Basics

3.1Understanding Operating Systems

What is an operating system?

An operating system is the most important software that runs on a computer. It manages
the computer's memory and processes, as well as all of its softaradéhardware. It also
allows you to communicate with the computer without knowing how to speak the
computer's language. Without an operating system, a computer is useless.

System software consists of a group of programs that control the operatioas
computer equipment including functions like managing memory, managing
peripherals, loading, storing, and is an interface between the application programs
YR 0 KS O2 Y LJdzii S NI a{ 5h { 6 acheRadPlés2 T i Qa
of system software.

The operating system's job

Your computer'®perating system(OS manages all of theoftware andhardware on

the computer. Most of the time, there are several different computer programs running
at the same time, anthey all need to access your computerentral processing unit
(CPU)memory, andstorage The operating system coordinates all of this to make sure
each program gets what it needs.

Types of operating systems

Operating systems usually cormpee-loadedon any computer you buy. Most people use
the operating system that comes with their computer, but it's possible to upgrade or
even change operating systems. The three most common operating systems for personal
computers areMicrosoft Windows macO$ andLinux

Modern operating systems usegaaphical user interfaceor GUI(pronouncedgooey). A
GUI lets you use your mouse to clickns buttons, andmenus and everything is clearly
displayed on the screen using a combinatiom@phicsandtext.
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Each operahg system's GUI has a different look and feel, so if you switch to a different
operating system it may seem unfamiliar at first. However, modern operating systems
are designed to beasy to useand most of the basic principles are the same.

Microsoft Wirdows

Microsoft created theNindowsoperating system in the mid980s. There have been
many different versions of Windows, but the most recent ones\dredows 10(released

in 2015),Windows 8(2012),Windows 7(2009), andVindows Vista(2007). Windows
comespre-loadedon most new PCs, which helps to make it thest popular operating
systemin the world.

macOS

macOYpreviously calle®DS Xis a line of operating systems created by Apple. It comes
preloaded on all Macintosh computers, or Macs. Somimefspecific versions
includeMojave (released in 2018}ligh Sierrg2017), andSierra(2016).

According tdStatCounteiGlobalStats macOS users account for less t@9o0f global
operating systenms much lower than the percentage of Windows users (more

than 8099. One reason for this is that Apple computers tend to be more expensive.
However, many people do prefer the look and feel of macOS over Windows.
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Linux

Linux(pronouncedLINNux) is a family obpen-sourceoperating systems, which means
they canbe modified and distributed by anyone around the world. This is different

from proprietary softwarelike Windows, which can only be modified by the company
that owns it. The advantages of Linux are that ftee, and there are many

different distributionst or versions you can choose from.

According taStatCountelGlobalStats Linux users account for less th2gbof global
operating systems. However, mastrversrun Linux because it's relatively easy to
customize.

Operating systems for mobile devices

Theoperating systems we've been talking about so far were designed to run

on desktopandlaptop computers.Mobile devicessuch agphones tablet computers

and MP3 playersare different from desktop and laptop computers, so they run operating
systems that a& designed specifically for mobile devices. Examples of mobile operating
systems includépple iOSand Google Android In the screenshot below, you can see iOS
running on an iPad.
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Operating systems for mobile devices generally aren't as fully featurltbas made for
desktop and laptop computers, and they aren't able to run all of the same software.
However, you can still do a lot of things with them, like watch movies, browse the Web,
manage your calendar, and play games.

3.2Understanding Applicatien
What is an application?
You may have heard people talking about usipgagram, anapplication, or anapp. But
what exactly does that mean? Simply put,appis a type of software that allows you
to perform specific tasksApplications for desktop oajptop computers are sometimes
calleddesktop applicationswhile those for mobile devices are callebile apps
When you open an application, it runs inside tiygerating systenmuntil you close it.
Most of the time, you will have more than one applicatiopen at the same time, which
is known asnulti-tasking
Appis a common term for aapplication, especially fosimple applicationghat can be
downloadedinexpensivelyor evenfor free. Many apps are also available fapbile
devicesand even som&Vs
Software that can perform a specific task for the user, such as word processing,
accounting, budgeting or payroll, fall under the category of application software.
Word processors, spreadsheets, database management systendl akamples of
general purpose application software. Types of application software are:
Desktop applications
There are countless desktop applications, and they fall into several categories. Some are
more full featured (like Microsoft Word), whileothers may only d@ne or two
things (like aclockor calendarapp). Below are just a few types of applications you might
use.

1 Word processorsA word processor allows you to write a letter, design a

flyer, and create many other types of documents. The tmasl-known
word processor idicrosoft Word.
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1 Web browsers Aweb browseris the tool you use to access thaernet.
Most computers come with a web browspre-installed, but you can also
download a different one if you prefer. Examples of browsers
incdlude Internet Explorer Mozilla Firefox Google ChromeandSafari

1 Media players If you want to listen tdMP3sor watchmoviesyou've
downloaded, you'll need to useraedia player Windows Media
PlayerandiTunesare popular media players.
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1 GamesThere are many types of games you can play on your computer.
They range from card games ligelitaireto action games likélalo. Many
action games require a lot abmputing power, so they may not work
unless you have a hewer computer.

1 Database software:Database is a collection of related data. The purpose
of this software is to organize and manage data. The advantage of this
software is that you can Change the way data is stored and
displayed. MS access, dBase, FoxPro, ParadoxQraicte are some
of the examples of database software.

1 Spread sheet softwareThe spread sheet software is used to maintain
budget, financial statements, grade sheets, and sales records. The
purpose of this software is organizing numbers. It also allows the users
to perform simple or complex calculations on tin@nbers entered in
rows and columns. MBxcel is one of the example of spreadsheet
software.

1 Presentation software:This software is used to display the
information in the form of slide show. The three main functions of
presentaton software is editing that allows insertion and formatting
of text, including graphics inthe text and executing the slide shows.
The best example for this type of application software is Microsoft
PowerPoint.

T Multimedia software: Media players and real players are the examples of
multimedia software. This software will allow the user to create audio and
videos. The different forms of multimedia software are audio converters,
players, burners, video encoders and decoders.

Mobile apps

Desktop and laptop computers aren't the only devices that can run applications. You can
also download apps for mobile devices Igteartphonesandtablets. Here are a few
examples of mobile apps.
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1 Gmail You can use the Gmail app to easily view and serdallefnom
your mobile device. It's available fAndroid andiOSdevices.
1 Instagram You can use Instagram to quickly share photos with your
friends and family. It's available féndroid andiOS
1 Duolinga With a combination of quizzes, games, and othaivities, this
app can help you learn new languages. It's availabléffairoid andiOS
Installing new applications
Every computer and mobile device will come with some applications already built in,
such as a web browser and media player. However,capualso purchase and install
new apps to add more functionality. You can review our lessoriasiallingSoftwareon
YourWindowsPC InstallingSoftwareon YourMac, andFreeSoftwareto learn more.

=
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Lesson 4: Using a Computer

4.1Settingupa Computer

Setting up a computer

So you have aew computerand you're ready to set it up. This may seem like an
overwhelming and complicated task, but it's actually a lot easier than you might think!
Most computers are set up in a similar way, so it ddesatter what brand of computer

you have.

If you're setting up a new computer that's still in the box, you'll probably fihdw-to
guidethat includesstep-by-step details Even if it didn't include instructions, you can still

set up the computer in few easy stepsWe'll take you through the different steps

needed to set up a typical computer.

Setting up a laptop computer

If you have a laptop, setup should be easy: Just open it and press the power button. If the
battery isn't charged, you'll need tdyg in theAC adapter You can continue using the

laptop while it charges.

If your laptop has angeripherals likeexternal speakersyou may want to read the
instructions below. Laptops and desktops generally use the same types of connections,
so the sime steps will still apply.

Setting up a desktop computer

Step 1

Unpack themonitor andcomputer casdrom the box. Remove any plastic covering or
protective tape. Place the monitor and computer case on a desk or work area.
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Be sure to place your computease in an area that wgell ventilated and has good air
flow. This will help to prevent the computer from overheating.

Step 2

Locate themonitor cable There are several types of monitor cables, so the one for your
computer may not look like the one ihé¢ image below.

If you're having trouble finding your monitor cable, refer to the instruction manual for
your computer. (If you have aall-in-one computer that's built into the monitor, you can
skip toStep 4.

Step 3

Connect one end of the cable to tiheonitor port on the back of th&eomputer caseand
the other end to themonitor.

Many computer cables will only fit a specific way. If the cable doesn't fit, don't force it or
you might damage the connectors. Make sure the plug aligns with the port,¢benect

it.

To figure out which cables belong in which ports, try Gonnecting Cablaateractive.

Step 4
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Unpack thekeyboardand determine whether it uses@dSB(rectangular) connector or
aPS/2(round) connector. If it uses a USB connector, plugiat any of the USB ports on
the back of the computer. If it uses a PS/2 connector, plug it intgthple keyboard
port on the back of the computer.

usB

Step 5

Unpack themouseand determine whether it usesldSBor PS/2connector. If it uses a

USB connecto plug it into any of the USB ports on the back of the computer. If it uses a
PS/2 connector, plug it into thgreenmouse port on the back of the computer.

If your keyboard has @SB portyou can connect your mouse to the keyboard instead of
connectingit directly to your computer.

If you have avirelessmouse or keyboard, you may need to connect a
Bluetoothdongle (USB adapter) to your computer. However, many computers have built
in Bluetooth, so an adapter may not be necessary.

Step 6

If you haveexternal speakersor headphones you can connect them to your
computer'saudio port (either on the front or back of the computer case). Many
computers have colecoded ports Speakeror headphonesconnect to thegreenport,

and microphonesconnect to thepink port. Theblue port is theline in, which can be

used with other types of devices.
{ J

Some speakers, headphones, and microphones ki connectorsistead of the usual

audio plug. These can be connected to any USB port. In addition, many computers have
gpeakers or microphones built into the monitor.

@
L J
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Step 7
Locate the twaoower supply cableshat came with your computer. Plug the first power
supply cable into the back of thmputer caseand then into asurge protector Then,

using the other cablegonnect themonitor to the surge protector
S

pa—
=,
/==
/==
/==
/==
f=
]

You can also use aminterruptable power supply (UPSvhich acts as a surge protector
and provides temporary power if there is a power outage.

Step 8

Finally, plug thesurge protectorinto a wall outlet. Younay also need to turn on

the surge protectorif it has a power switch.

> N\ /=T

If you don't have a surge protector, yoTJ can plug the computer directly into the wall.
However, this i:iot recommendedbecause electrical surges can damage your computer.
Step 9
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If you have grinter, scannerwebcam or otherperipherals you can connect them at
this point. Many peripherals anglug and play which means they will be recognized by
your computer as soon as they are plugged in.

Other peripherals may includsoftware that needs to be installed before you can begin
using them. Use the instructions included with the device to install it if necessary.
Generally, peripherals a@ptional, and you can add new ones at any time; you don't
have to add all peripherals duringdhnitial setup of your computer.

Setup complete!

That's it you've finished setting up your computer, so it's time to start using it!

4.2 Getting Started with Your First Computer

Getting started with your first computer

A computer is more than jusinother household appliance. The vast amount of
information and possibilities can be overwhelming. But you can accomplish a lot with a
computer, and using one can be a good experience. Let's walk through getting started
with your first computer.

Turning oma computer for the first time can be different from one computer to the next.
Your experience could be different from this lesson. It's OK to ask someone for help.

If you're using a desktop computer, you'll need to make sure that the keyboard, mouse,
andmonitor are plugged into the computer case before you continue. Review our lesson
on SettingUp a Computerto learn how.

Turning on a computer

The very first step is tturn onthe computer. To do this, locate and press

the power button. It's in a different place on every computer, but it will have the
universal power button symbol (shown below).

Once turned on, your computer takes time before it's ready to use. Yousem@gp few
different displays flash on the screen. This process is datleting up, and it can take
anywhere from 15 seconds to several minutes.
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Once the computer hasooted up, it may be ready to use, or it may require youdg

in. This means identifyg yourself by typing your user name or selecting your profile,
then typing your password. If you've never logged in to your computer before, you may
need tocreate an account

Juan Rabinson
Pazsword

The keyboard and mouse

You interact with a computer mainly by using teyboard and mouse,or atrackpadon
laptops. Learning to use these devices is essential to learning to use a computer. Most
people find it comfortable to place the keyboard on the desk directly in front of them and
the mouse to one side of the keyboard.

Themouse controls theointer on the screen. Whenever you move the mouse across
the desk, the pointer will move in a similar manner. A mouse usually has two buttons,
which are referred to as the left button and the right button. You will often interact with
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the computer by moving the mouse pointer over something on the computer screen,
then clicking one of the buttons.

SHOPPING CART

MY ACCOUNT r“*p.

LOG-OUT

On laptops, you can use theckpad located below the keyboard, instead of a mouse.
Simply drag your finger across the trackpad to movepbiater on the screen. Some
trackpads do not have buttons, so you'll either press or tapttaekpad to click.

The keyboard allows you to type letters, numbers, and words into the computer.
Whenever you see a flashing vertical finealled thecursort you can start typing.

Prepared by: IBGBRIMAX Software (BD) Ltd. Paged8| 1352



o " Designing and Implementing Training Program for Increasing
_ g‘;’;sr:zrge Women's Participation in the ICT Sector in Bangladesh, Contract
z Package No: BRCP1/MOC/SD-20.

@ O )? goldiesfabfinds B google

<> 0O Q WWW.gcﬂearnfree.org|

Note that themouse pointeris also called aursor, but it is shaped differently.

Thekeyboard cursoiis also called thensertion point.

Using a computer

The main screen you'll start from is tdesktop. This is sort of like a mamenu or a

table of contents. From here, you can access the programs and features you need to use
your computer.

Iconsare used to represent the different files, applications, and commands on your
computer. An icon is a small image that's intended to goxean idea at a glance of what

it represents, like a logo. Doubtdicking an icon on the desktop will open that

application or file.

"

Screen Shot
20150..3:15 pm WORDWIZARD

Mida Chat

Screen Shot — &
201540..3:05 pm

., (R 4 -
Abutton is a command that performs a specific function within an application. The most
commonly used commands in a prag will be represented by buttons.
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Menusare organized collections of commands and shortcuts. Chekrauto open it and
display the commands and shortcuts within. Then click an item imnii¥eu to execute it.

When you open an application or foldétrjs displayed in its owwindow. Awindow is a
contained area like a picture within a picture with its own menus and buttons specific

to that program. You can rearrange multiplendows on the desktop and switch
between them.
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4.3Getting to Know the ®

Getting to know your computer's OS

Now that you know the absolute basics of using a computer, it's time to learn more
about your computer's operating system. We'll be talking about the two most common
operating systems in this lesson: Microsoft Windows anacOS.

Getting to know the interface

Both PCs and Macs use a graphical user interface (GUI), and they each have their own
look and feel. The interactives below will introduce you to the Windows and Mac
interfaces.
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Date medified
# Quick access

@ OncDrive

3/19/2021 9:32 AM

Aunt Cathy's Carrot Cake
= This PC - Chocolate Cheesecake
- Classic Fruitcake

2 30 Objects
8 Deskiop s 3 Manage

N Docarenis oy Share View Picture Tools
& Downloads

D Music

& Pictures

&
. Videos .

s—* e
| @ OneDrive E. . "‘( 3
10 tems 1 item selected o \

* Desktop » Recipes > Photos

~
# Quick access

= This PC

2 3D Objects Alexandra Amencan Cristina Matos
Golovac_Unsplas Heritage Albers_Unsplash_

I Desktop h_Pound Cake  Chocolate_Unspl Carrot Cake

v Documents ash_Chocolate ...

¥ Downloads

D Music

= Pictures

B Videos v

3items 1item selected 2.55 MB

LW O Type here to search

@ Finder Flle Edit View Go Window Hep

B Aunt Cathy_ Carrot Cakn
B Chocolate Cheesecake

© Jeremy's L_Cheesecakn
B Nana's Pound Cake

B Triple Chocclate Cake

B Upside Do_eapple Cake

Amarican American Cristina Matos
Cakelpy Weritag. Popsjpg  Mertag Cakejog ABers_. Cakejog

If you have difficulty seeing oelring or if you have trouble manipulating the mouse or

keyboard there are many settings that can help make your computer easier to use. To
learn more, check out our lesson aisingAccessibility-eatures
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All about youcomputersfile system

No matterwhich operating system you use, your computer ufsédersto organize all of
the different files and applications it contairfsolder iconon your computer are
designed to look like file folders full of documents or pictures.

Recipes Photos

Each operating system hds own file system, which helps you find your folders and files.
If you have a Windows PC, you'll use Hie Explorelalso known asVindows Explorey.

If you have a Mac, you'll usender. Here, we'll talk about the basic functions that are
common to d computer file systems.

To find out more about file systems on Macs, check out the lessMiamkingwith

Filesin ourmacOBasicdutorial. To learn more about PC file systems, take a look at
the Workingwith Fileslesson in ouWindowsBasicgutorial.

Opening your computer's file system
Whether you're using a PC or a Mac, the file system icon will be on the toolbar. On a PC,
the FileExplorer icorlooks like a folder, as in the image below.
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-, = | This PC

Computer View

~ v 4 8 ThisPC

> @ OneDrive

v ®ThisPC

> 3 3D Objects

v [l Desktop
Photos
Recipes
Work

> % Documents

> & Downloads

> J‘ Music

> &= Pictures

> . Videos

> &. Local Disk (C)

12 items

@ ®
Favorites

@ Recents

A Applications
=] Desktop

[ Documents
@ Downloads

Locations

& Network

Tags

your desktop.
Basic navigation

~ Folders (7)

3D Objects

4+ Documents

-

) Music

Videos

 Devices and drives (2)
Local Disk (C:)

W 18 GB free of 255 GB

Documents

Name

@ Aunt Cathy's Carrot Cake
@- Chocolate Cheesecake
@- Classic Fruitcake

@ Easy Cake Pops

@ German Chocolate Cake

@- Jeremy's Low-Fat Cheesecake

@- Nana's Pound Cake

> [ Photos

@- Triple Chocolate Cake

@- Upside Down Pineapple Cake

Ba0E@® o~ -8

In bot operating systems, you can also open the file systemig a folderfrom

e O X
v @
(V] O Search This PC
~
Desktop
‘ Downloads
Pictures
—
—
DVD Drive (D)
v
-

coo
ooo

Kind

Microsoft Word document (.docx)
Microsoft Word document (.docx)
Microsoft Word document (.docx)
Microsoft Word document (.docx)
Microsoft Word document (.docx)
Microsoft Word document (.docx)
Microsoft Word document (.docx)
Folder

Microsoft Word document (.docx)
Microsoft Word document (.docx)

Whether you're using File Explorer or Finder, basicgsian will work the same way. If
you see the file you want, you can douidkck it with your mouse. Otherwise, you can
use theNavigation paneon the left side of the window to select a different location.
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i Documents

Home Share View

v e

A
> @ OneDrive

v W ThisPC
¥ 3D Objects

I Desktop
= Documents
& Downloads
J‘ Music
» Pictures
8 videos

> & Local Disk (C:)

4 items

Deleting files

= > This PC > Documents

Name

Recipes
o cv
¢ Resume
@ Cover Letter

£ Search Documents

Type

File folder

Microsoft Word Document
Microsoft Word Document

Microsoft Word Document

macOS and Windows uséleash ant or Recycle Bin to prevent you from accidentally
deleting files. When you delete a file, it is moved to the Trash can. If you change your

mind, you can move the file back to its original location.

12 Moveté Recyeetin |

= | Recipes

Home Share View

v 4
A
# Quick access

@ OneDrive

= This PC

3 3D Objects

Il Desktop

= Documents

¥ Downloads

D Music

& Pictures v

9 items 1 item selected 11.4 KB

<

> This PC > Documents > Recipes

Name

@ Aunt Cathy's Carrot Cake
@ Chocolate Cheesecake

Classic Fruitcake

@ Easy Cake Pops

09 German Chocolate Cake

l{n'f Jeremy's Low-Fat Cheesecake
@7 Nana's Pound Cake

@ Triple Chocolate Cake

@ Upside Down Pineapple Cake

£ Search Recipes

Date modified

12/28/2020 3:08 PM
12/28/2020 3:09 PM
12/28/2020 3:09 PM
12/28/2020 3:10 PM
12/28/2020 3:10 PM
12/28/2020 3:10 PM
12/28/2020 3:11 PM
12/28/2020 3:11 PM
12/28/2020 3:12 PM

If you want to permanently delete the file, you wiked toempty the Trash or Recycle
Bin. To do this, rightlick the icon and sele&mpty.

Prepared by: IBGBRIMAX Software (BD) Ltd.

Pageb5| 1352



= o ¢ Designing and Implementing Training Program for Increasing
f"%é g‘(;:ﬁ;';’rge Women's Participation in the ICT Sector in Bangladesh, Contract
N o Package No: BRCP1/MOC/SD-20.

Open

Empty Recycle Bin [k
Pin to Start

Create shortcut

Rename

Properties

Opening files and applications

Each application on your computer has a groufileftypest or formatst it is able to
open. When youwouble-clicka file, your compugr will automatically use the correct
application to open it. In our example, we're opening a Microsoft Word docunteover
Letter), which will open iMicrosoft Word.

Home Share View

v 4 = > ThisPC > Documents O Search Documents

A Name Type

# Quick access
Recipes File folder

@ OneDrive @] Cover Letter [}. Microsoft Word Document
) @

& This PC ! cv Microsoft Word Document

@ Resume Microsoft Word Document

-3 3D Objects
Photos File folder

B Desktop

= Documents
¥ Downloads
J‘ Music

& Pictures v <

5 items 1 item selected 11.4 KB

However, there may be times you may want to open an application directly, instead of
just opening a file.
1 To open an application Windows, click theStartbutton, then select the
desired application. If you don't see the one you want, you can Alick
ProgramgAll Appsto see a full list, scroll through the application list in
Windows D, or simplytype the name of the applicatioron your
keyboard to search for it. In the example below, we're opemitigyosoft
Edgefrom the tiles.
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Most used Life at a glance

€ Google Chrome
Friday

P File Explorer ’I 9

P PowerPoint
w Word
Settings

Tips

3D Viewer N i

OneNote for...

Access

Alarms & Clock

Calculator

Calendar

Camera

0 IType here to search

1 To open an application onMac, click the application's icon on tH2ock
If you don't see the one yowant, click theSpotlighticon in the topright
corner of the screen, thetype the name of the applicatioron your

keyboard to search for it. In the example below, we're operSafari

Adjustlng your computer's settings
When you start using a new comigu, you may want to begin by adjusting the
computer's settings. Adjusting your settings can range from simple tasks such as
changing youdesktop backgroundo more advanced tasks like adjusting
your securityor keyboard settings

1 InWindows 1Q click theStart button, then selecSettings
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Documents

Pictures

Settings

Power

£ hype here to search

1 InWindows 8.1and earlier, click th&tart button, then locate and select
the Control Panel Check out thé\djusting YourSettingslesson in

—
4 ~J Notepad

Vs = .
"@ Internet Explorer Administrator

W‘ Microsoft Word 2010 Docimes
— Pictures
Cal

Calculator
2 Music
J’ Getting Started

! Connect to a Projector

Sticky Notes

Computer

Control Panel k

Devices and Printers

@% Snipping Tool
Default Programs

‘;f_;/.r) Paint
= 4 Help and Support

.“ XPS Viewer

S" Windows Fax and Scan

% Remote Desktop Connection
% Magnifier

»  AllPrograms

‘ Search programs and files
o
£ H

1 On aMag, click theAppleicon, then selecSystem PreferenceCheck out
our AdjustingYour Settingslesson in oumacOasicdutorial to learn
more about System Preferences.
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@ Finder File Edit View Go Window Help

About This Mac

System Preferences... [y  1update
App Store... 7 updates

Recent Items >
Force Quit... T EDO

Sleep
Restart...
Shut Down...

Lock Screen NI Q
Log Out Erin McNally... 0¥ Q

Shutting down your computer
When you're done using your computer, it's importaotshut it down properly.
f To shut dowrWindows, click theStart button, then selecShut
down from the menu (in some versions, this may Sayn Off
Computeror look like the power symbol).
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D Documents

@ Sleep

(I) Shut down

O Restart

D  Power ©h

1 To shut down aMac, click theApple icon then selectShut Down
.' Finder File Edit View Go Window Help

£ Type here to search

About This Mac

System Preferences... 1 update
App Store... 7 updates

Recent Items >
Force Quit...

Sleep

Restart...

Lock Screen
Log Out Erin McNally...
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Lesson 5: Working with file and folders

All the data for documents and programs on your computer is stored in electronic files.
These files are then arranged into a series of folders and subfold®dzd G | & @ 2 dzQR
arrange paper files in a series of fitdders in a filing cabinet.

In Windows 10, you use File Explorer to view and manage your folders and files. You can
navigate to folders and files on your computer and connected devices, or to those on
other computers on your network.

5.1What is a file?

There are many different types of files you can use. For example, Microsoft Word
documents, digital photos, digital music, and digital videos are all types of files. You
might even think of a file as a digital version of a-fgatld thing you can interaawith

on your computer. When you use different applications, you'll often be viewing, creating,
or editing files.

Files are usually represented by an icon. In the image below, you can see a few different
types of files below the Recycle Bin on the desktop

n

5.2What is a folder?

Windows uses folders to help you organize files. You can put files inside a folder, just like
you would put documents inside a real folder. In the image below, you can see some
folders on the desktop.

--Fl “:FC

5.3File Explorer
You carview and organize files and folders using a binilapplication known as File
Explorer (called Windows Explorer in Windows 7 and earlier versions).
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To open File Explorer, click the File Explorer icon on the taskbar, or edidil@ny
folder on your dektop. A new File Explorer window will appear. Now you're ready to
start working with your files and folders.

Talbs

| l: | ThisPC
omputer  View

Move up one =
p — [ W)
folder level - (i
olaer leve Properties Opeq| Re Access Map network Add a network
media~ drive location
Return to the—-:~ v 4 @) ThisPC >
|aSt-Vlewed s Quick access 4 Folders (6)
folde r 7@ OneDrive
v [ This PC P 2 =
[H Desktop
g Documents Desktop Documents
Download:
ot 4 Devices and drives (5)
D Music
&=/ Pictures E
; =E]
B Videos % [
‘i Local Disk (C:) S \
s RECOVERY (D:) - 5
iCloud Photos Local Disk (C:)
- HP_TOOLS (E)
= Network 4 Network locations (6)
B
*§ Homegroup s ‘) r\’
y 4
. Windows
= MarlizPlaver
17 items

|8 Uninstall or change a program

18 System properties
Open
Settings [ Manage

Downloads Music
RECOVERY (D) HP_TOOLS (E:)

By

Windows

Expand/contract
riblbon
P, l .
+—+— Ribbon

earch This PC

—

Pictures

-

DVD RW Drive
(F)

A,

Videos

o—+— Search box

v

|

Navigation

pane

Launching File Explorer

From File Exploredouble-click a folder to open it You can then see all of the files

stored in that folder.
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nl v + | File Explorer — O X
Home Share View v @
- v 4 3 > Quick access > v O O Search Quick access
A Name Type 2
#* Quick access
v Frequent folders (7)
@ OneDrive ¥ Downloads System Folder
& This PC = Documents % System Folder
3 3D Objects & Pictures System Folder
I Deskto
B Desktop P
Photos File folder
- Recipes File folder
¥ Downloads Work File folder
} Music v Recent files (20) v
&= Pictures v ¢ >
27 items 1 item selected | ==
Notice that you can also see thacation of a folder in theaddress banear the top of
the window.
g B = | Documents . O X
Home Share View v e
&« = v 4% > ThisPC » Documents v O O Search Documents
A
# Quick access <\ -
@ OneDrive !§ g ’§ S W
= This PC ~ F ~ F
3D Objects Photos Recipes Work Aunt Cathy's
Carrot Cake
I Desktop
= Documents — k
& Downloads - W
D Music .
& Pictures
Budget Cover Letter
i Videos
£ Local Disk (C:) v
6 items =

To open a file:
There are two main ways to open a file:
f Find the file on your computer and doublelick it This will open the file
in itsdefault application. In our example, we'll open a Microsoft Word
document Cover Letter.dock which will open iMicrosoft Word.
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| v s | Documents =

Home Share View

& = v 4 = > ThisPC > Documents v D O Search Documents

A

»# Quick access

@ OneDrive

& This PC

2 3D Objects Photos Recipes Work Aunt Cathy's
Carrot Cake

I Desktop

= Documents - k
¥ Downloads — W
J’ Music : l

# Pictures
! Videos
2. Local Disk (C)

Budget Cover Letter

v
6 items 1 item selected 11.4 KB

1 Open the application, then use the application to open the fil®nce the
application is open, you can go to tRdemenu at the tg of the window
and selecOpen

Open
@ Recent

QQ\ Shared with Me

@) OneDrive

Other locations

E‘,;] This PC
@ Add a Place
B Browse
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Moving and deleting files
As you begin using your computer, you will start to collect more and more files, which
can make it more difficult to find the files you need. Fortunately, Windows allows you
to movefilesto different folders andlelete filesyou no longer use.
To move a file:
It's easy to move a file from one location to another. For example, you might have a file
on thedesktopthat you want to move to youbocumentsfolder.
1. Click and drag the file to the diged location.

| v + | Documents = O X
Home Share View Y 0
“— v 4 = > ThisPC » Documents » v D Search Documents
A
o Quick access e
> @ OneDrive S !5 5
v S This PC
> 33D Objects Photos Recipes L} T Aunt Cathy's
S Carrot Cake
> M Desktop
> = Documents
> & Downloads
) ) Music
> = Pictures
) 3 Videos

> & Local Disk (C:) v

i\

6items 1 item selected 11.4 KB
2. Release the mouse. The file will appear in the new location. In this
example, we have opened the folder to see the file in its new location.
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v = | Recipes = O X
Home Share View v 0
“« v 4 « Documen... > Recipes v O O Search Recipes
) Name Type
»# Quick access -
04 Aunt Cathy's Carrot Cake Microsoft Word Doc...
@ OneDrive 0 Chocolate Cheesecake Microsoft Word Doc...
(Whi : i )
W This PC d Classic Fruitcake Microsoft Word Doc...
o 3 0+ Easy Cake Pops Microsoft Word Doc...
B 3D Objects S
@< German Chocolate Cake Microsoft Word Doc...
B Dasitop @ Jeremy's Low-Fat Cheesecake Microsoft Word Doc...
= Documents @ Nana's Pound Cake Microsoft Word Doc...
¥ Downloads @ Triple Chocolate Cake Microsoft Word Doc...
D Music @ Upside Down Pineapple Cake Microsoft Word Doc...
= Pictures
& videos
£ Local Disk (C:) v < >
9items 1 item selected 11.4 KB ES

You can use this same techniquemtove an entire folder Note that moving a folder will
alsomove all of the files within that folder.
To create a new folder:
1. Within File Explorer, locate and select thew folder button. You can
alsoright-clickwhere you want the folder to appear, then selétew >
Folder.

[22

| & %= Documents = O X
e ‘o
New folder (Ctrl+Shift+N) [
-

- et s e ol v O £ Search Documents

»# Quick access

J
J

@ OneDrive

177
" |
1]
1

W This PC :

¥ 3D Objects Photos Recipes Work Budget
I Desktop N\,

= Documents W

¥ Downloads
J’ Music

1

~

= Pictures Cover Letter

i Videos
£ Local Disk (C:)

S5items 1 item selected

(n]
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2. The new folder will appear. Type tkdesirednamefor the folder and
pressEnter. In our example, we'll call 8chool Documents

j v = | Documents - O X
Home Share View 0
& = v 4 § > This.. > Docum... * v: |0 Search Documents
A
# Quick access
@ OneDrive n§ = n§ = iu I
% This PC ‘
3 3D Objects Recipes Work Budget
I Desktop P
= Documents W
¥ Downloads
J‘ Music
& Pictures Cover Letter School
Documents]T
& videos -
£ Local Disk (C) v

T

6items 1 item selected
3. The new folder will be created. You can now move files into this folder.

To rename a file or folder:
You can change the name of any file or folder. A unique naithenake it easier to

remember what type of information is saved in the file or folder.
1. Click the file or foldenyait about one secongand click again. An editable

text field will appear.
2. Type the desired name on your keyboard and pister. The namewill

be changed.
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B| P + | Documents = O
Home Share View
€« = v 4 5> This.. > Docum... » v D Search Documents
) Name Type
»# Quick access
Photos File folder
@ OneDrive Recipes File folder
W This PC School Documents File folder
i Work File folder
23 3D Objects _ A
nllllGrocenes_Budget_Marcth I XLSX File
I Desktop = :
0= Cover Letter Microsoft Word Document
= Documents
¥ Downloads
J\ Music
= Pictures
3 Videos

£ Local Disk (C:) v €

6 items 1 item selected 8.06 KB

You can alsaght-clickthe folder and seleatenamefrom the menu that appears. |

Documents

Home Share View

= > This.. > Docum... »

% 4

A Name

»# Quick access

Photos
@ OneDrive Recipes
School Documents

Work

% This PC

- 3D Objects
I Desktop

= Documents
¥ Downloads
J\ Music

&= Pictures

! Videos

<. Local Disk (C:) v €

6items 1 item selected 8.06 KB

To delete a file or folder:

Give access to

Restore previous versions
Send to

Cut
Copy

Create shortcut

Delete

Rename [:}

Properties

Size

ult Groceries_Budget_March

@ Cover Letter

ALSATIIE

Microsoft Word Document

If you no longer need to use a file, you can delete it. When you delete a file, it is moved
to the Recycle Binlf you chang your mind, you can move the file from the Recycle Bin
back to its original location. If you're sure you want to permanently delete the file, you

will need toempty the Recycle Bin
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1. Click and drag the file to thRecycle Bimcon on thedesktop. You canlao
click the file to select it and press tieletekey on your keyboard.

Recyc(*Bin

| [~ = | Recipes - (] X
File Home Share View v @
“ v 4 « Documents > Recipes v O L Search Recipes
a Name Type
» Quick access _
- Aunt Cathy's Carrot Cake Microsoft Word Document
@ OneDrive @ Chocolate Cheesecake Microsoft Word Document
Wh i i
= This PC 3 Classic Fruitcake Microsoft Word Document
. - Easy Cake Pops Microsoft Word Document
P 3D Objects v
- German Chocolate Cake Microsoft Word Document
B= k =
Desktap (Wi Jeremy's Low-Fat Cheesecake Microsoft Word Document
= Documents @ Nana's Pound Cake Microsoft Word Document
¥ Downloads @ Triple Chocolate Cake Microsoft Word Document
D Music Wl Upside Down Pineapple Cake Microsoft Word Document
= Pictures
; Videos
£ Local Disk (C:) v € >
9items 1 item selected 11.4 KB ===

2. To permanently delete the file, rigildick theRecycle Bimcon and
selectEmpty Recycle BirAll files in the Recycle Bin will be permanently
deleted.

Recycle Open

Empty Recycle Bin %
Pin to Start

Create shortcut

Rename

Properties

Note that deleting dolder will also delete all of the files within that folder.

Selecting multiple files

Now that you know the basics, here are a few tips to help you move your files even
faster.
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Selecting more than one file
There are a few ways to selaobre than one fileat a time:
1 If you're viewing your files as icons, you @iink and drag the mouse to
draw a boxaround the files you want to select. When you're done,
release the mouse; the files will be selected. You can now move, copy, or
delete all of these files atke same time.

R @ + | Documents = 0 X

Home Share View v 0

I v 4 = > ThisPC > Documents » v D 0 Search Documents

A

# Quick access E k ‘ ’ & @ .‘

@ OneDrive Photos Recipes School Work Cover Groceries_

Documents Letter Budget_Ma
8 This PC rch

- 3D Objects
B Desktop 43

‘= Documents

¥ Downloads

} Music

» Pictures

! Videos

£ Local Disk (C))
6items 6 items selected

1 To selecspecificfiles from a folder, press and hold tHéontrolkey on
your keyboard, then click the files you want to select.

& v < | Documents =2 t X

“ Home Share View - 0

« v 4 = > This PC » Documents 5 0 ) Search Documents

T

A

# Quick access !} % ke k: mé IHII

@ OneDrive Photos Recipes School Work Cover Groceries_

Documents Letter Budget_Ma
W This PC rch

=¥ 3D Objects
I Desktop

= Documents
¥ Downloads
J‘ Music

= Pictures

' Videos

. Local Disk (C:)

6 items 4 items selected

L
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1 To select @roup of filesfrom a folder, click the first file, press and hold
the Shiftkey on your keyboal, then click the last file. All of the files
between the first and last ones will be selected.

& | v = | Documents — O X
“ Home Share View v 0
& v 4 = > ThisPC » Documents v U O Search Documents
Name Type Size
# Quick access
Photos File folder
@ OneDrive Recipes File folder
; File
W This PC School Documents ile folder
- A Work File folder
J 3D Objects ~
- Cover Letter DT Microsoft Word Document 12 KB
I Deskt : _ 3
eskiop ull Groceries_Budget_March XLSX File 9 KB
* Documents
¥ Downloads
J‘ Music
» Pictures
3 Videos
& Local Disk (C) v € >
6items 3 items selected -

Selecting all files

If you want to selecall files in a folderat the same time, open the folder in File Explorer
and pres<Ctrl+A(press and hold th€ontrd key on your keyboard, then pres$. All of

the files in the folder will be selected.
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5| & = | Documents — O X
“ Home Share View - o
- v 4 % > This PC » Documents v O Search Documents
04 Name Type Size
# Quick access
Photos File folder
@ OneDrive Recipes File folder
W This PC School Documents File folder
Work File folder
- 3D Objects :
@ Cover Letter Microsoft Word Document 12 KB
B Desktop ull Groceries_Budget_March XLSX File 9 KB
< Documents
¥ Downloads
J‘ Music
» Pictures
s Videos
£ Local Disk (C) v 5
6 items 6 items selected -

Ctrl+A is an example ofkeyboard shortcut If working with files and folders feels a little
tricky right now, don't worry! Like anything else, working with filed &miders is largely a
matter of practice. You'll start to feel more comfortable as you continue using your
computer.

Shortcuts
If you have a file or folder you use frequently, you can save time by creating
ashortcut on the desktop. Instead of navigatjrio the file or folder each time you want
to use it, you can simply doubldick the shortcut to open it. A shortcut will have a small
arrow in the lowerleft corner of the icon.
Note that creating a shortcut doewt create a duplicate copy of the folddt's simply a
way to access the folder more quickly. If you delete a shortcut, it will not delete the
actual folder or the files it contains. Also note that copying a shortcut onto a flash drive
will not work; if you want to bring a file with you, youiked to navigate to the actual
location of the file and copy it to the flash drive.
To create a shortcut:

1. Locate and rightlick the desired folder, then seleSend to Desktop

(create shortcut)
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Bl » v | Manage Documents - O X
n Home Share View Picture Tools Vv o
« v 4 & » ThisPC » Documents » v O £ Search Documents
A Name Type Size
# Quick access
Photos =1 P SN B
@ OneDrive Recipes  OPeM
Open in new window
% This PC sehool : .
Work Pin to Quick access
2 3D Objects & 1 . !
@ Coverl Add to Windows Media Player list hent 12 KB
B Desktop o Groceri Play with Windows Media Player 9KB
'+ Documents Cast to Device >
¥ Downloads @ Scan with Windows Defender...
 Music Give access to >
»= Pictures Restore previous versions
B videos Include in library >
& Local Disk (C)) v < Pin to Start >
Gitems 1 item selected Show in Finder | =
Share on >
Send to > 0 Bluetooth device
Cut i Compressed (zipped) folder
Copy ®  Desktop (create shortcut) %

% Documents

2. A shortcut to the folder will appear on the desktdyotice the arrow in
the lower-left corner of the icon. You can now doukkck the shortcut to
open the folder at any time.

| B

Photos -
Shortclt k

You can also hold thalt key on your keyboard, then click and drag the folder to the
desktop to create a shortcut.

5.4 FindingFiles on Your Computer

Finding files on your computer

There may be times when you have trouble finding a certain file. If this happens to you,
don't panic! The file is probably still on your computer, and there are a few simple ways
to find it. In this leson, we'll show you different techniques you can use to find your files,
including searching and looking in common places.

Common places to look for files

If you're having a difficult time finding a file, there's a good chance you can find it in one
of the following places:
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1 Downloads By default, your computer will place downloaded files in a
specific folder, known as theownloadsfolder. If you're having trouble
finding a file you downloaded from the Internet, such as a photo attached
to an email messagéhis is thefirst placeyou should look. To view the
Downloads folder, opefile Explorer, then locate and
selectDownloads(below Favoriteson the left side of the window). A list
of your recentlydownloaded fileswill appear.

¥ v s | Downloads — a X
Home Share View - 0
&« v 4 ¥ > ThisPC » Downloads v: D Search Downloads
2 Name Type
» & Quick access

- Last week (2)

M XiED | excel2016_formattingcells_practice xcel Worksheet
v S This PC @ Solar System ft PowerPoint Pres.
3 3D Objects Earlier this month (1)
B Desktop Last month (2)
“ Documents Earlier this year (4)
> ¥ Downloads A long time ago (3)
J‘ Music
»= Pictures
Videos v <€ >
12 items e

1 Default folders If you an't specify a location when saving a file,
Windows will place certain types of files into default folders. For example,
if you're looking for a Microsoft Word document, you could try looking in
the Documentsfolder. If you're looking for a photo, try looig in

the Picturesfolder. Most of these folders will be accessible on the left
side of the File Explorer window.
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E| ¥ 1 = | Documents - a X
Home Share View Vv o
= v 4 %> This.. » Docu.. » v O P Search Documents
A Name Type Size
v 3 Quick access
Home File fold
¥ Downloads b g i
" 2 Photos File folder
= Documents @
kbl Recipes File folder
*= Pictures * School Documents File folder
I Desktop Work File folder
Photos @\ Cover Letter Microsoft Word Document
Recipes o Groceries_Budget_March Microsoft Excel Worksheet
Work
> @ OneDrive
v S This PC v < >
7 items S

1 Recycle Binlf you deleted a file by mistake, it may still be in the Recyclef
Bin. You can doublelick the Recycle Bin icon on the desktopen it. If
you find the file you need, click and drag it back to the desktop or to a

different folder.

>

RecyclelBin

& = | Recycle Bin Manage

- Home Share View Recycle Bin Tools

4 s > Recycle Bin > ~ (] £ Search Recycle Bin

~
o4

# Quick access Eq §
L

g
Cafe CakeRecipe

¥ Downloads
“= Documents =
= Pictures
Bl Desktop

Photos

Recipes

Work
@ OneDrive

= This PC v

3 items 1 item selected 8.20 MB

m-

Very Berry
Cupcakes
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Searching for files

Let's say you recently downloaded a few photos that were attached to an email message,
but now you're not sure where theseds are on your computer. If you're struggling to

find a file, you can alwaysearchfor it. Searching allows you to look fany file on your
computer.

To search for a file (Windows 10):

In the Search Boxext to the Start button, type to search for a filehe search results will
appear above the search box.

All Apps Documents Web

Best match

- AuntCathy's Carrot Cake
Microsoft Word Document in Recipes

Last modified: 12/28/2020, 3:08 PM
Documents - This PC
@ Aunt Cathy's Carrot Cake - in Home >
Search work and web

L carrot cake recipe - See work and web

results ¢
L carrot >
£ carrot cake >
L carrot top >
L carrot recipes >
£ carrot salad >
Photos
‘& Cristina Matos N

Alhers Linenlach Carrat Cake

’ £ carrof] I
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To search for a file (Windows 8):

Click theStart buttonto go to theStart screenthen start typing to search for a file. The
search results will appear on the right side of the screen. Simpkylile or folder to
open it.

Search

Everywhere -

birthday

Birthday Party planning

BirthdayBackground

ay wishes

ay cards

ay quotes

To search for a file (Windows 7 and earlier):
Click theStart button, type thefile nameor keywordswith your keyboard, and
pressEnter. The search results will appear. Simply click a file or folder to open it.

Files (2)
“ﬂ Spotify
@ Spotify Installer

/‘L) See more results

I spotify 1 X | | Shut down "Z‘

If you're still having trouble finding the file you need, here are some additional tips.
1 Try different search termsif you're using the search option, try using
different terms in your search. For example, if you're looking for a certain
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Microsoft Word document, try searching for a few different file names
you might have used when saving the document.

1 Open the last application used to edit the filéf you know you used a
certain application to edit a file, open that application and sefdet>
Open > Recenfrom the menu. The file may appear in the list of recently
edited files.

Word Sign in @ @ 2 s S

@ Rovon: L Search

Documents  Folders

R :

Q Shared with Me D Name

@ OneDrive Pinred
Pin files you want to easily find later. Click the pin icon
file,

Other locations

- Last Week

. This PC

E@ ﬁ; Art Club Interest Letter - July

Documents » Home

@ Add a Place
B Browse

1 Move and rename the file after finding itOnce you've located the file,
you may want tanove it to a related folderso you can find it more easily
in the future For example, if the file is a picture, you might move it to
your Picturesfolder. You may also want to give it a file name that will be
easy to remember.

5.5Common Computer Tasks

Common computer tasks

There are some common computer skills that witirk the same wayn almost any
situation. Once you learn how to use these skills, you'll be able to use them to perform a
variety of tasks on your computer. In this lesson, we'll talk about some common
commands you can use in almost any application, diolycut, copy, paste, andundo.

The Menu bar

Most applications have Blenu bar at the top of the window. Each menu has a set

of commandsthat will perform a specific action within the program. While each
application is different, there are some commoommands thatvork the same wayno
matter which application you're using. Whenever you open a program for the first time,
try clicking these menus to see the various options available.
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"""" | Untitled - Notepad a 0O %

File Edit Format View Help

File menu commands
You'll find theFilemenu on the leftmost side dhe Menu bar in almost every
application. The File menu will usually have the same type of commands. For example,
you can create aew file, openan existing file, andavethe current file, among other
functions.

B d s | Doat

¥ Open

H Save

= 2

H Save as >
Y,

;g? Print 4

Page setup

| =

Send in email

0 About WordPad

Exit

Cut, copy, and paste
Many applicationsllow you tocopyitems from one place and thgmastethem to
another. For example, if you're working with a word processor, you might copy and paste
text to avoid typing the same thing over and over. If there's something you want to move
from one place t@another, you carcut and pastenstead.
To copy and paste:
1. Select the item you want to copy. In our example, we'll select a word in a
document.
2. Rightclick the mouse and sele€opyfrom the menu that appears. You
can also pres€trl+Con your keyboard.
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April 22, 2013

Ms. Susan Everdeen

Sue's Skydiving, Ir A cut
151 Adventure Cir i3 Copy
Ithaca, New York1 5] paste

Dear Ms. = Paragraph

i Lists L _ :
Whenlwasintroc._____ _, ... five yearsago, | knew | had found a life-long passion.
After considerable training, practice, and (of course) jumping, | am ready to share my love of
skydiving with others. | feel that | am qualified to provide a safe, exciting, and confident
skydiving experience for your customers. Please take a moment to review some of the skills

that | believe make me a good fit for this position:

3. Locate and rightlick the desired location for the item, then selé&xste
You can also presstrl+Von your keyboard.

April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, Mew York 12464

Dear Ms. |

When | was - _: iving five years ago, | knew | had found a life-long passion.
Afterconsid, _ jctice, and (of course) jumping, | am ready to share my love of
skydiving wi [; Paste at | am gualified to provide a safe, exciting, and confident
skydiving ex =T FParagraph  -ystomers. Please take a moment to review some of the skills
that | believ := Lists + fit for this position:

4. The item will be copied to the new location. Notice how the original text
that was copied has not been moved or changed.

April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12464

Dear Ms. Everdeen |

When | was introduced to skydiving five years ago, | knew | had found a life-long passion.
After considerable training, practice, and [of course) jumping, 1 am ready to share my love of
skydiving with others. | feel that | am qualified to provide a safe, exciting, and confident
skydiving experience for your customers. Please take a moment to review some of the skills
that | believe make me a good fit for this position:
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To cutand paste:
1. Select the item you want to cut. In our example, we'll select a paragraph
of text in a document.
2. Rightclick the mouse and sele€utfrom the menu that appears. You can
also pres<trl+Xon your keyboard.

April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12464

Dear Ms. Everdeen,

When | wasintroduced to skydiving fiveyearsago, | knew | had found a life-long passion. After
considerable training, practice, and (of course) jumping, | am ready to share my love of
skydiving with others. | feel that | am gualified to provide a safe, exciting, and confident
skydiving experience foryour customers. Please take a moment to review some of the skills that
I believe make me a good fit for this position:

I am writing to express my interest in the recently posted Skydiving Instructor position. As a
frequent customer, | am quite familiar with Sue's Skydiving. | was always impressed by th

/

& Cut

professionalism of your pilots and instructors and your commitment to sharing the exciten ; %
_—

of skydiving with others. _E' =0

B Easte
Certifications = o
USPA Member (United States Parachuting Association) 2008-2013 = Lists 4

3. Locate and rightlick the desired lcation for the item, then seled®aste
You can also presstrl+Von your keyboard.
April 22, 2013
Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12464

Dear Ms. Everdeen,

Whet to skydiving fiveyears ago, | knew | had found a life-long passion. After
consi B ;aste ractice, and (of course) jumping, 1 am ready to share my love of
skydi-— = feel that | am qualified to provide a safe, exciting, and confident
skydi 1 FParagrabh  -yqyrcustomers. Please take amoment to review some of the skills that
Ibeli i= Lists ¥ ad fit for this position:

Certifications
USPA Member (United States Parachuting Association) 2008-2013

Class A, B, and C Parachuting License 2012-2013
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4. The item will be pasted, or moved, to the new location. In our example,
we used the cut and paste commands to move the second paragraph
above the first paragraph.

April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12464

Dear Ms. Everdeen,

I am writing to express my interest in the recently posted Skydiving Instructor position. Asa
frequent customer, | am quite familiar with Sue's Skydiving. | was always impressed by the
professionalism of your pilots and instructors and your commitment to sharing the excitement
of skydiving with others.

When | was introduced to skydiving fiveyears ago, | knew | had found a life-long passion. After
considerable training, practice, and (of course) jumping, | am ready to share my love of
skydiving with others. | feel that | am qualified to provide a safe, exciting, and confident
skydiving experience foryour customers. Please take a moment to review some of the skills that
I believe make me a good fit for this position:

To cey and paste files:
You can use the cut, copy, and paste commands for a variety of tasks on your computer.
For example, if you wanted to creatalaplicate copy of a file, you couldopyit from
one folder to another.
1. Rightclick the file and selec@opyfrom the menu that appears. You can
also pres<trl+Con your keyboard.
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= | Documents

Home Share View

LA
~
# Quick access
¥ Downloads
= Documents
= Pictures
Il Desktop
Photos
Recipes

Work
@ OneDrive

= This PC

7 items 1 item selected

‘= > This PC > Documents >

Name

Home
Photos
Recipes
School Documents
Work
@ Cover Letter
tfﬂ Groceries_Budget_March

£ Search Documents

Type

File folder
File folder
File folder
File folder

File folder

Open

Edit

New

Print

Share with Skype

Scan with Windows Defender...
Share

Open with

Open on Mac

Show in Finder

Share on

Give access to

Restore previous versions
Send to

Cut

Copy I}

Create shortcut
Delete

Rename

Properties

2. Locate and rightlick the new location, then seleBaste You can also
pressCtrl+Von your keyboard. In our example, we'll paste the file to

the desktop.

Blown-

Home

vi e

# Quick access
¥ Downloads
“c Documents
*= Pictures
I Desktop

Photos
Recipes
Work

> @ OneDrive

Sort by
Refresh

I} Paste

Paste shortcut
New

= Display settings
© Personalize

Share

| Documents

View

‘& > This PC > Documents

A Name

Home
Photos
Recipes
School Documents
Work
@ Cover Letter

& Groceries_Budget_March

Prepared by: IBGBRIMAX Software (BD) Ltd.

O Search Documents

Type

File folder

File folder

File folder

File folder

File folder

Microsoft Word Document

Microsoft Excel Worksheet
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3. The duplicate file wllappear. Notice how the original file has not been
moved or changed. Also, note that if you make a change to the original
file, it will not update any copies of that file.

Recyde Bin I v v ‘ Documents

Home Share View
v 4 = > ThisPC > Documents v O
" )
Google Lo Name
GChrome # Quick access
Home
¥ Downloads »
~ Photos
‘= Documents
u ; = Recipes
Microsoft = pi
Edaa &= Pictures » School Documents
g
B Desktop Work
Photos @ Cover Letter
Recipes & Groceries_Budget_March
Work
@ OneDrive
@over Letter: = This PC v (£

7 items

Copying a file inot the same as creating a shortcut. You can review our lesson
on Working with Fileso learn more about using shortcuts.

Undoing changes

Let's say you're working on a text document and accidentally delete some text.
Fortunately, you won't have to retype everything you just deleted! Most applications
allow you toundo your most recent actiorwhen you make a mistake like this. Just
locate and select th&Jndocommand, which is usually in the upgeft corner of the
window near the Menu bar. You can also pr€sd+Zon your keyboard. You can
continuing using this comnmal to undo multiple changes in a row.

= " 5 | Document - WordPad

%Undo(Ctrl-r—Z) L

~

/
a0

v

Reverses the last action. A
{2 Copy

Paste B 7 U abe X. x* A.gzv

v

Clipboard Font
Note that the Undo command will work almost all of the time, but not in every situation.
For example, if you empty the Recycle Bin to permanently delete a file, you can't undo
the action.
Lessor6: Adjusting Your Siatgs
6.1Adjusting your settings
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At some point, you may want to adjust your computer's settings. For example, you might
want to change your desktop background or modify your Internet settings. You can
change these settings and more from the ConRahel.

However, in Windows 10, the Control Panel has mostly been replaced by the Settings
app. The Control Panel is still available, but most of the tasks and settings are now also
located in the Si#ings app.

To open the Settings app (Windows 10):

Clickthe Startbutton, then select thegearicon.

Access

Alarms & Clock

Calculator

Calendar

Camera

6.2To open the Control Panel (Windows 10):
TypeControl Panein the Search Boxext to the Start button. Then, select the Control
Panel app from the menu.
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Documents Web More ¥

Best match
Control Panel E‘:
App
Apps
Control Panel
[ Settings >

App

Search work and web

L Control Panel - See work and web results > 7 Open

Settings (3)

a

Open file location
%2 Pin to Start

%3 Pin to taskbar

Recent

& Device Manager
S see which processes start up automatically when you star...

@ Save backup copies of your files with File History

s Taskbar and Navigation

- O Control Panel ]

To open the Control Panel (Windows 8):

In Windows 8, you can open the Control Panel directly from the Start screen. Using your
keyboard, typeControl Panebnd press thénterkey.

Search

Command Prompt

ﬁ- Programs and Features

To open the Control Panel (Windows 7 and earlier):
1. Click theStartbutton, then selecControl Panel
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Administrator
Documents

o Pictures
: Getting Started
£ Seting

!‘ Connect to a Projector

Music

Computer

Sticky Notes

% Snipping Tool

Control Panel k

Devices and Printers

l W‘! Microsoft Word 2010
: Default Programs

‘ogé Paint
Help and Support
« XPS Viewer

@1 Windows Fax and Scan

% Remote Desktop Connection

»  AllPrograms

2. The ControPanel will appear. Simply click a setting to adjust it. In this
example, we'll clickhange desktop backgrourtd choose a new
wallpaper for our desktop.
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* T @ + Control Panel » v O Search Control Panel

Adjust your computer's settings

View by: Category -

System and Security

Review your computer's status

Save backup copies of your files with File
History

Find and fix problems

~ Network and Internet
View network status and tasks
Choose homegroup and sharing optiens

Hardware and Sound
View devices and printers
Add a device

Programs

Uninstall a program

Adjusting application settings

User Accounts and Family Safety

'@ Change account type
'@' Set up Family Safety for any user

Appearance and Personalization
Change the theme
Change desktop I::acqucu{nril

Adjust screen resolution

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

You'll also be able to change the settings for differgpplications on your computer.
You will usually find application settings undreéle > Options Tools> Options or within
a separateSettingsmenu. Keep in mind that the location will vary, and some applications

may not have any settings you can change.
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Good morning

v~ New
Take a tour
&
Blank document Event planner Welcome to Word
More templates —>
L Search

Recent Pinned Shared with Me

Pin files you want to easily find later. Click the pin icon that appears when you hover over a file.

More documents —>

Account

Feedback

Options *
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Lesson 7 hderstanding user accounts

A user account allows you to sign in to your computer. By default, your computer already
has one user account, which you were required to create when you set up your
computer. If you plan to share your computer with others, yam create a separate user
account for each person.
7.1Why use separate user accounts?
At this point, you may be wondering why you would even need to use separate user
accounts. But if you're sharing a computer with multiple peopier example, with your
family or at the office user accounts allow everyone to save their own files,
preferences, and settings without affecting other computer users. When you start your
computer, you'll be able to choose which account you want to use.
7.2 Administrator Standard, and Managed accounts
Before you create new user accounts, it's important to understand the different types.
1 Administrator: Administrator accounts are special accounts that are used
for making changes to system settings or managing other people's
accounts. They have full access to every setting on the computer. Every
computer will have at least one Administrator account, and if you're the
owner you should already have a password to this account.
§ Standard Standard accounts are the basic accounts yee for normal
everyday tasks. As a Standard user, you can do just about anything you
would need to do, such as running software or personalizing your
desktop.
1 Standard with Family SafetyThese are the only accounts that can
haveparental controls Youcan create a Standard account for each child,
then go to theFamily Safetysettings in youControl Paneto set website
restrictions, time limits, and more.
Generally, it's safer to be signed in to a Standard account than an Administrator account.
If youre logged in as an Administrator, it may actually make it easier fonanthorized
user to make changet® your computer. Therefore, you may want to create a Standard
account for yourself, even if you're not sharing the computer with anyone. You'bestill
able to makeAdministrator-level changesyou'll just need to provide youkdministrator
passwordwhen making these changes.
7.3Adding and managing user accounts
The process for adding and managing user accounts is quite different for each version of
Windows.
Switching between user accounts
If you have multiple user accounts on your computer, it's easmitch between users
without signing out or closing your current apps. Switching usersoeilthe current
user, so you won't need to worry abosbmeone else accessing your account.
To switch between user accounts (Windows 10):
Click thecurrent user icoron the left side of theStart meny then select thedesired
userfrom the dropdown menu. The user will then need énter a passwordo sign in.
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Change account settings

Lock

Sign out

admin
&
E Calculator
Calendar

Camera

Ask me anything
To switch between user accounts (Windows 8):

Click thecurrent userin the upperright of the Start screenthen select thedesired
userfrom the dropdown menu. The user will then need émter a passwordo sign in.

Change account picture
Lock

Sign out

H Administrator

Brandon

5;" Olenna Mason

You carswitch backby selectinghe desired user from the dredown menu. You'll need
to re-enter your passwordo unlockthe account.
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Olenna KB

Mason & X

Change account picture
Lock

Sign out

:,,:‘ Tyrell Mason N
B Signed in

H Administrator

n Brandon

To switch between user accounts (Windows 7):
Click theStart button, click thearrow next to Shut Down, and seleSwitch user
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Administrator
Documents

~ Pictures
3 Getting Started
LR Geting

. Connect to a Projector

Sticky Notes

% Snipping Tool

W‘ Microsoft Word 2010

Music
Computer

Control Panel
Devices and Printers
Default Programs

Help and Support

,v‘ XPS Viewer

@ Windows Fax and Scan Switch user h
Log off
% Remote Desktop Connection Lock

»  AllPrograms i

Sleep

-
| Search programs and files Hibernate

If you're finishedusing the computer, you can also chooséddg off. This will allow other
users to sign in to the computer with different accounts.

Lessor8: Using the Internet

8.1 Connecting to the Internet

Once you've set up your computer, you may want to purchasaenmternet access so
you can send and receive email, browse the Web, stream videos, and more. You may
even want to set up a home wireless network, commonly known aBi\go you can
connect multiple devices to the Internet at the same time.
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8.2Types ofnternet service

The type of Internet service you choose will largely depamavhichinternet service
providers(ISPs) serve your area, along with the types of service they offer. Here are
some common types of Internet service.

1 Dialup: This is generallthe slowest type of Internet connection, and you
should probably avoid it unless it is the only service available in your area.
Dialup Internet uses youphone ling so unless you have multiple phone
lines you will not be able to use your landline and bhiernet at the
same time.

1 DSLDSL service usedbsadband connectionwhich makes it much
faster than dialup. DSL connects to the Intern@t a phone linebut does
not require you to have a landline at home. And unlike-dilyou'll be
able to usehe Internet and your phone line at the same time.

1 Cable Cable service connects to the Interneéa cable TYalthough you
do not necessarily need to have cable TV in order to get it. It uses a
broadband connection and can be faster than both-dialandDSL
service; however, it is only available where cable TV is available.

1 Satellite A satellite connection uses broadband but does not require
cable or phone lines; it connects to the Interribtough satellites
orbiting the Earth As a result, it can be ed almost anywhere in the
world, but the connection may be affected by weather patterns. Satellite
connections are also usually slower than DSL or cable.

1 3G and 4G3G and 4G service is most commonly used with mobile
phones, and it connectsirelesslythrough your ISP's network. However,
these types of connections aren't always as fast as DSL or cable. They will
alsolimit the amount of datayou can use each month, which isn't the
case with most broadband plans.

8.3Choosing an Internet service provide

Now that you know about the different types of Internet service, you can do some
research to find out what ISPs are available in your area. If you're having trouble getting
started, we recommend talking to friends, family members, and neighbors abouSte
they use. This will usually give you a good idea of the types of Internet service available in
your area.

Most ISPs offer several tiers of service with different Internet speeds, usually measured
in Mbps (short formegabitsper second. If you mainlyvant to use the Internet

for emailandsocial networking a slower connection (around 2 to 5 Mbps) might be all
you need. However, if you want titownload musicor stream videos you'll want a

faster connection (at least 5 Mbps or higher).

You'll also wanto consider the cosof the service, including installation charges and
monthly fees. Generally speaking, the faster the connection, the more expensive it will
be per month.

Althoughdial-up has traditionally been thé&ast expensiveption, many ISPs ka

raised dialup prices to be thsame as broadbandThis is intended to encourage people

to switch to broadband. We do not recommend eligd Internet unless it's your only

option.
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8.4Hardware needed
Modem

Once you have your computer, you really dovéed much additional hardware to
connect to the Internet. The primary piece of hardware you needhmdem.

The type of Internet access you choose will determine the type of modem you Déesd.
up access usestalephone modem DSLservice uses BSL modm, cableaccess uses
acable modem andsatellite service uses satellite adapter. Your ISP may give you a
modent often for a fee when you sign a contract, which helps ensure that you have
the right type of modem. However, if you would prefer to shop tobetter or less
expensivemodem, you can choose to buy one separately.
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Router

Arouter is a hardware device that allows you to connsetveral computersand other
devicesto a single Internet connection, which is known dsae network Many
routersarewireless which allows you to createteome wireless networkcommonly
known as aVi-Fi network

Youdon't necessarily need to buy a routdo connect to the Internet. It's possible to
connect your computer directly to your modem using an Ethernetecaklso, many
modems include auilt-in router, so you have the option of creating a-¥ilinetwork
without buying extra hardware.

8.5Setting up your Internet connection

Once you've chosen an ISP, most providersserild a technician to your hous® turn

on the connection. If not, you should be able to use the instructions provided by your
ISR or included with the modem to set up your Internet connection.

After you have everything set up, you can open ywab browserand begin using the
Internet. Ifyou have any problems with your Internet connection, you can call your
ISP'¢echnical supportnumber.
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If you have multiple computers at home and want to use all of them to access the
Internet, you may want to create l@ome network, alsoknown asa Wi-Fi network In a
home network, all of your devices connect to yoouter, which is connected to

the modem. This means everyone in your family can use the Inteah#te same time
Your ISP technician may be able to set up a hom&iWwetwak when installing your
Internet service.

8.6 Getting Started with the Internet

Getting started with the Internet

The Internet is a global network of billions of computers and other electronic devices.
With the Internet, it's possible to access almost arfprmation, communicate with
anyone else in the world, and much more. You can do all of this on your computer.
Connecting to the Internet

A device has to be connected to the Internet before you can access it. If you plan to use
the Internet at home, you'lusually need to purchase an Internet connection from

an Internet service providey which will likely be a phone comparyable Companyor

the government. Other devices usually connect throlgihFior cellular

Internet connections. Sometimes librariesafes, and schools offer free \Wi for their
patrons, customers, and students.
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Browsing the web

Most information on the Internet is owebsites Once you are connected to the
Internet, you can access websites using a kind of application caleth &rowser.
Awebsiteis a collection of related text, images, and other resources. Websites can
resemble other forms of medialike newspaper articles or television programar they
can be interactive in a way that's unique to computers. The purpose of a welasitbe
almost anything: a news platform, an advertisement, an online library, a forum for
sharing images, or an educational site like us!
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Aweb browserallows you to connect to and view websites. The web browser itself is not
the Internet, but it displgis pages on the Internet. Each website has a unique address. By
typing this address into your web browser, you can connect to that website and your
web browser will display it.

Navigating websites

Websites often havéinks to other sites, also callelyperlinks These are often parts of

the text on the website. They are usually colored blue, and sometimes they are
underlined or bold. If you click the text, your browser will load a different page. Web
authors use hyperlinks to connect relevant pagess Web of links is one of the most
unique features of the Internet, lending to the old name World Wide Web.

Each website has a unique address, calletRa You'll notice that when you click a link,

the URL changes as your browser loads a new page. tygewa URL in the address bar

in your browser, your browser will load the page associated with that URL. It's like a
street address, telling your browser where to go on the Internet.
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cheeseworld

) & www.google.com
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Cheese Weild

The finest cheeses from all around the world
can be found here on this site. You will never |
dissapointed at the unending amount of fine
artisan cheese we have for sale at the finest
prices here at seworld.com!

cheese

When you're looking for specific information on the Internesearchenginecan help. A
search engine is a specialized website that's designed to help you find other websites. If
you type keywords or a phrase into a search engine, it will display a list of websites
relevant to your search terms.

Other things you can do ohd Internet

One of the best features of the Internet is the ability to communicate almost instantly
with anyone in the worldEmailis one of the oldest and most universal ways to
communicate and share information on the Internet, and billions of peopdeituSocial
mediaallows people to connect in a variety of ways and build communities online.
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There are many other things you can do on the Internet too. There are thousands of ways
to keep up with news oshopfor anythingonline. You can pay your lsilmanageyour
bankaccounts meet new peoplewatch TV, or learn new skills. You can learn or do

almost anything online.

8.7 Understanding the Cloud

What is the cloud?

You may have heard people using terms like the cloud, cloud computing, or cloud
storage. But what exactly is the cloud?

Simply put, the cloud is the Internetmore specifically, it's all of the things you can
access remotely over the Internet. When something is in the cloud, it means it's stored
on Internet servers instead of your computelnard drive.

Why use the cloud?

Some of the main reasons to use the cloud @avenienceandreliability. For example,

if you've ever used web-based email servicesuch a$smailor Yahoo! Mail you've
already used the cloud. All of the emails iweb-based service are stored on servers
rather than on your computer's hard drive. This means you can access your email from
any computer with an Internet connection. It also means you'll be able to recover your
emails if something happens to your computer
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Let's look at some of the most common reasons to use the cloud.
1 File storage You can store all types of information in the cloud, including
files and email. This means you can access these thingsafigm
computeror mobile devicewith an Internet comection, not just your

home computerDropboxand GoogleDrive are some of the most
popular cloudbased storage services.
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