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Our ECDL / ICDL training manuals are approved by the ECDL Foundation.

Cheltenham Courseware was the first courseware company to release ECDL / ICDL courseware.
We were the first company to release ECDL Foundation approved Advanced Level courseware.
We were one of the first companies in the world to release courseware for ECDL / ICDL syllabus 4.
The United Nations (UNESCO) selected our courseware to create the first Arabic ICDL courseware.
We were one of the first companies to release approved courseware for ECDL / ICDL WebStarter.
Released 1800+ ECDL / ICDL Student Handout Practice Questions.

The first company in the world to release approved ECDL / ICDL 5 courseware.

ECDL Foundation

Approved Courseware

Questions to ask our ECDL / ICDL competitors
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Do they have ECDL / ICDL syllabus 5 materials available yet?

Do they supply a complete range of ECDL / ICDL training materials?

Are their prices even remotely close to our low prices?

Are complete samples courses available for download so that you can judge the quality for yourself?
Is the site license an annual license or a one-off payment?

Are the training materials fully editable and can you add your own name and logos?

Are the manuals easy to edit using standard 'cut and paste' techniques and can the table of contents
be easily updated, or do | have to use proprietary software to edit the materials?

Are they specialist IT courseware developers?

Are Intranet versions included within the price?

If you are unhappy with your current ECDL / ICDL courseware provider, please download our samples
now and switch to our quality driven, cost effective courseware solution.



1800+ ECDL | ICDL
Practice Questions

ECDL / ICDL Practice Quiz Questions / Student Handouts

Cheltenham Courseware now offers you a complete set of ECDL / ICDL practice questions. Designed to
be used after an approved training course, to develop skills and identify candidate weaknesses.
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Over 1800 ECDL / ICDL practice questions.

Over 140 student handouts.

Quizzes cover all 7 ECDL / ICDL modules.

Covers every section within the ECDL / ICDL syllabus.

Perfect for student revision prior to taking the actual ECDL / ICDL examination.
Question formats include multiple choice, practical sessions and even crosswords.
Includes practical exercises and theoretical questions.

No limit on how many people you train.

No annual renewal fee for continued usage.

Fully approved by the ECDL Foundation.

Samples available.

Keyboard shortcuts and button use revision sheets for all 7 ECDL / ICDL modules.

NOTE: Practice questions are only available as printable Microsoft Word documents.

Cheltenham Courseware: Affordable - Customisable - Unbeatable.
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Established in 1994 with thousands of clients in over 60 countries.

We offer you a complete range of quality, customizable and print-on-demand ECDL / ICDL courses.

Our training manuals are supplied in editable Microsoft Office format.

Fully customisable allowing you to add your organisation’s name and logos to the training manuals.

You can print out as many copies as you require for use at your training site.

There are no annual renewal fees and you can use the training materials for as long as you like.

No restriction on the number of people that you train at your training site.

Includes training manuals, exercise files, slides and more!

Sample downloads available for all our courses.

Suitable for tutor-led training, self teach, post-course reference or as part of a blended learning approach.
Intranet ready, HTML formatted versions are INCLUDED in the price, as well as printable versions.

With Cheltenham Courseware everyone gets the 'Professional Edition'.

Clients in over 60 countries.
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Include corporates, governments, schools, colleges, universities and commercial training companies including
such well known organisations as Canon, IBM, Lloyds, Hertz, Royal Mail, Medical Research Council, NHS Executive
South and West, Oxford University, Pen State University, University of Cambridge, University of Florida, UK
Passport Service, US House of Representatives, the British Embassy in Washington and the London Fire Brigade.
Even NASA uses our courseware.

We provide the training materials so you can concentrate on the training.

Invest in ECDL / ICDL courseware from a company that has a proven track record.




ECDL Module 1

Concepts of IT

Windows Vista / Microsoft Office 2007 Edition — Syllabus Five
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© 1995-2008 Cheltenham Courseware Pty. Ltd.
All trademarks acknowledged. E&OE.

No part of this document may be copied without written permission from Cheltenham Courseware unless
produced under the terms of a courseware site license agreement with Cheltenham Courseware.

All reasonable precautions have been taken in the preparation of this document, including both technical and
non-technical proofing. Cheltenham Courseware and all staff assume no responsibility for any errors or
omissions. No warranties are made, expressed or implied with regard to these notes. Cheltenham Courseware
shall not be responsible for any direct, incidental or consequential damages arising from the use of any material
contained in this document. If you find any errors in these training modules, please inform Cheltenham
Courseware. Whilst every effort is made to eradicate typing or technical mistakes, we apol for any errors
you may detect. All courses are updated on a regular basis, so your feedback is both v y us and will help
us to maintain the highest possible standards.

Sample versions of courseware from Cheltenham Courseware.
(Normally supplied in Adobe Acrobat format): If the version of courseware that you iewj oT
FOR TRAINING, SAMPLE, or similar, then it cannot be used as part of a training cou
purely for content and style review. This is to give you the opportunity to preview our co
a purchasing decision. Sample versions may not be re-sold to a third party.

For current license information:

Contact Information

Australia / Asia Pacific / Europe (ex. U oStiof the World
Email: info@cheltenhamcourseware.com.
Web: www.cheltenhamcourseware.com.au

USA / Canada
Email: info@cheltenhamcour
Web: www.cheltenhamcourse

UK / Ireland

Email: info@cctglob
Web: www.cctglob

CHE
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ECDL Approved Courseware

ECDL Foundation has approved these training materials developed by Cheltenham Cour sewar e and
requiresthat the following statement appearsin all ECDL Foundation approved cour sewar e.

European Computer Driving Licence, ECDL, International Computer Driving Licence, ICDL, e-Citizen
and related logos are all registered Trade Marks of The European Computer Driving Licence
Foundation Limited (“ECDL Foundation”).

ssociated with
es to prepare for

Cheltenham Courseware is an entity independent of ECDL Foundation and is
ECDL Foundation in any manner. This courseware may be used to assist ca
the ECDL Foundation Certification Programme as titled on the courseware
nor Cheltenham Courseware warrants that the use of this courseware
passing of the tests for that ECDL Foundation Certification Programme. T
has been independently reviewed and approved by ECDL Foundation as co
objectives for the ECDL Foundation Certification Programme.

Confirmation of this approval can be obtained by reviewing t
of the website www.ecdl.org.

The material contained in this courseware publication h
and does not guarantee that candidates will pass the
Programme. Any and all assessment items and/qQ

Foundation in respect of the ECDL Foundation Ggkhiificati ogramme or any other ECDL
Foundation test. Irrespective of how the i this courseware is deployed, for
example in a learning management syst tomised interface, nothing should suggest
to the candidate that this material constit can lead to certification through any other
process than official ECDL Foundation ce

Candidates using thjs courseware d with the National Operator before undertaking a
test for an ECDL i rogramme. Without a valid registration, the test(s) cannot
be undertaken and € er form of recognition, can be given to a candidate.

Registration should K
Test Centre.

ECDL Foundation
Approved Courseware
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Hardware

Concepts

Hardware

e The term hardware refers to the physical components of your
as the system unit, mouse, keyboard, monitor etc.

mputer such

What is a personal computer-
¢ IBM invented the PC (Personal back in 1981. All PCs released
ith the original design, though
many extensions ha PC compatible relates to PCs
manufactured by com i n IBM which are compatible with the

y days, most PCs ran an operating
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Apple computers

The Apple Mac is a computer, but NOT a PC. It uses a different operating
system, and may require special versions of application programs (such as
word-processors or spreadsheets). Even the hardware add-ons have to be
customised to some extent to be able to be connected to a Mac. In the early
days the thing which really distinguished the Mac over the PC was the GUI
(Graphical User Interface), or in plain English the way you could use the
mouse to drive the computer. In the early days of the PC, you really had to
be a bit of an expert to use and maintain your PC. Recently the differences
a stake in

Laptop computers, as the na
can run on batteries as well a

battery life as well ility term, “Notebooks”, simply
indicates a VERY s
ations. While they tend to still be more
computer, they can now match the
power of a D€ Palmtops are even smaller computers which
can literally

d disks'™combined with a large working memory (RAM) —
1l than for a PC of equivalent price.

3lly measured in GHz. Often speed specifications are less
ivalent price.
en compared to a PC of equivalent power.

Typical Users: Business users, people on the move, educational users.
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Features of handheld portable digital devices

A range of small portable digital devices are now available including:
- Personal digital assistants (PDAS)

- Mobile (Cell) phones

- Smartphones

- Multimedia players

Personal Digital Assistant (PDA)

These devices use a special pen, rather than a keyboa used for
storing and retrieving information. Like most computer i
connect to the Internet. They are extremely compact.

(GPS). Newer PDAs also have eens and audio capabilities,
enabling them to be used as i (smartphones), web browsers, or
portable media players. Many s the Internet, intranets or

Capacity:

h smaller storage capacity compared to a PC.
Speed: Much less than a PC unless you pay a lot extra.
Costs: In relative terms expensive when compared to a PC.

Typical Users: Mostly business users.

Mobile phones (cell phones)

A mobile phone or cell phone is used for mobile communication. As well a
speech they may be used for text messaging, emailing accessing the Web.

FOR USE AT THE LICENSED SITE(S) ONLY
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Many also allow you to send and receive pictures and video. Most mobile
phones use a signal from a local transmission tower and will not work when
you are out of range or if the signal is blocked by mountains, or even
buildings.

Satellite phones use a signal coming from a satellite. They tend to be much
more expensive to purchase and use. While you should never be out of
range, the satellite signal may be blocked by tall buildings.

Media players

Media players allow you to stg
is the ipod from Apple, whic
then listen to at your leisure.
devices.

You can also get devi i i reen which will allow you to watch
films and video clip hese devices.

and video. A famous example
your digital music which you can
ongs can be stored on these

s and standards vary from one manufacturer to another.
ave some sort of operating system allowing you to
devices and also to install applications. Most smartphones
d and receive emails and may even allow you to browse the

nagement organiser. Some even have a miniature computer-type
keyboard built into them, while others have a touch screen. Some have GPS
positioning systems. Some smartphones allow you to read documents in
Microsoft Word or Adobe PDF format. Other features can include a built-in
camera, the ability to play music, display photos and video clips, media
software for playing music, browsing photos and viewing video clips.
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Parts of a computer

You should understand some of the basic elements that ma
including:

- Central processing unit (CPU)
- Types of memory

- The hard disk

- Input and output devices

The CPU

The CPU (Central Processing U rma n Intel (or equivalent) and it
is one of the most i within your computer. It
determines how fas and the CPU speed is measured
by its MHz or GHz spe Hz Pentium is much faster than say a 1
GHz Pentium,CPU. It i performs all the calculations within the
computer, i ms such as word-processors, spreadsheets

responsible for controlling the sequencing and timing of
making up the CPU.

ic'Unit (ALU):
s the mathematical calculations using data stored within the

Registers:
The registers are memory storage areas within the CPU that hold the data
that is worked on by the ALU.

BUS:
The computer bus transports data between the memory and registers.

More information:
Intel: http://www.intel.com
AMD: http://www.amd.com
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operating system is loaded to when you switch on your co
where your applications are copied to when you start an ap

disk when you save the data. As a rule
installed in your computer the better.
over 512 Megabytes of RAM install

ROM-BIOS
e The ROM-BIE ry - Basic Input Output System) chip is a
special chip h pputer's system (mother) board. It contains

0 make your computer work with your operating
Ce it is responsible for copying your operating system into
ch on your computer.

to store any data that you create. This can range from a
memo ated within a word processor to a video file created using a video
camera. There are many different types of disk.

The Hard (Fixed) Disk

e Hard disks are the main, large data storage areas within your computer. Hard
disks are used to store your operating system, your application programs
(i.e. your word processor, games etc) and your data. They are much faster
than CD/DVDs and can also hold much more data. Hard disks are installed
within the system unit of your computer.
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Input/output ports

e The Input and Output ports are normally located at the back or on the side of
your computer. These include ports such as USB, serial, parallel, network
and FireWire ports. You plug cables into these ports to connect your
computer to other devices, such as printers, scanners and cameras.

Universal Serial Bus (USB) Port

e The Universal Serial Bus is a relatively new item within
one or more USB sockets at the back of the system u
in devices designed for the USB. These devices include
digital cameras. Memory sticks can also be plugged into a
you to copy data to or from your hard disk.

Serial Port

e The serial portis a
enables you to conne
commonly labelled as C

ck of your computer which
omputer, such as a modem. They are

Parallel Por

e The pa ] port is a socket located at the back of your computer which
enables you to connect items to the computer, such as a printer. It is
commonly labelled as LPT1 or LPT2.
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NOTE: The parallel port used to be the main way the computer connected to
a printer. These days you are more likely to use a USB cable to connect the
computer to a printer.

Network Port

e The network port allows you to plug a ‘network cable’ into your computer,
which then lets you communicate with other computers connected to your
local network or to other computers via the Internet.

FireWire Port

e FireWire is an interface from Appleg
between your computer and a comp
FireWire has largely replaced ier

ta transfer
ce such as a digital camera.
transferring data, such as

6 s versions of FireWire including
fibre optic, coaxial and wireless . t multimedia computers will
onnectors usually look like

There“e wide range of factors that can affect the performance of your
computer. These include CPU speed, RAM size, type of graphics card
processor and memory plus the number of applications running. Itis
important to realise that it is not just the speed of the CPU that affect the
overall performance of your computer. There is no point in having a very fast
CPU if the other parts of a computer may slow down the real world
performance.
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CPU Clock speed

e The computer clock speed governs how fast the CPU will run. The higher the
clock speed the faster the computer will work for you. The clock speed is
given in megahertz (MHz). The higher the MHz speed the faster the
computer.

RAM size

e As a rule the more memory you have the faster the PC will apgear to
operate. Windows also uses the hard disk a lot, so logically ghe faster the
hard disk can operate then again the faster the PC will ap

Hard disk speed and storage
e Hard disks are also measured by their speed,

Free hard disk space

e To get the most out of your PC, you not only need a fast hard
disk but also a large hard disk spare space". This is due to the
fact Windows is cons 2en the hard disk and RAM

indows you may find that if you click on the Start menu,
nd then select the Accessories / System tools group,
ntation program. Running this periodically may

up the operation of your PC. When you use a PC, over a

e files get broken up into separate pieces which are spread

Multitasking considerations

¢ Windows is a multitasking system, which means that it can run more than
one program at a time. However the more programs which are running at the
same time, the slower each one will run. To some extent this slowing effect
depends on what each program is doing. Editing a large high definition video
for instance can take up a lot of CPU time.
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CPU speeds

e The speed (operating frequency) of the CPU is measured in megahertz (MHZz)
or gigahertz (GHz). The higher the value the faster the CPU will operate.
The original IBM PC released way back in 1981 ran at 4.77 MHz whereas
modern PCs can run at over 4000 MHz, which gives you an idea of how far
things have progressed.

e 1 MHz means that the device will run at one million cycles per second. 1 GHz
is a thousand times faster, so that 1 GHz = 1000 MHz.

Memory and Storage

What is computer memory?

e You can store data on your hard disk, while
stored in RAM (Random Access Memory). Dat
can be permanent, while data in RAM is
people talk about memory in relation

RAM

¢ Random Access Memory (RA
computer. When the operatin

'working' memory used by the
from disk when you first switch

computer can effec

Commonly modern co plied with over 128 MB of RAM. As a

rough rule, a_Microsoft computer will operate faster if you
install more ‘ s refer to a computer having 128 Mbytes of
memory, it y are talking about. Data and programs
stored in RA he information is lost when you switch off the

computer).

nly Memory (ROM) as the name suggests is a special type of memory
chip which s software which can be read but not written to. A good
exa i e ROM-BIOS chip, which contains read-only software. Often

rds and video cards also contain ROM chips.

ROM-BIOS

e The 'Read Only Memory Basic Input Output System’ chip is a chip located on
the computer's system (mother) board, which contains software. This
software performs a variety of tasks. When you first switch on the computer
the ROM-BIOS software performs a self-diagnostic to check that the
computer is working OK. This software then loads your operating system
from the disk into the RAM.
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Video (graphics) memory

e The picture which you see on your screen is a form of data and this data has
to be stored somewhere. The on-screen pictures are held in special memory
chips called video memory chips; these chips are usually located on the video
card. A modern computer will be supplied with several Megabytes of video
memory.

Measurement of storage capacity

e It is important that you understand a little about the used to
define storage capacities:

Bit:
Computer are digital. This means they work
The basic one or zeros is called a bit of inform

processing on

Byte:
There are eights bits in a Byte.

KB - Kilobyte:

There are approximately a t n a KB (also called a KByte)

MB - Megabyte:

There are approxima; (also called a MByte)

GB - Gigabyte:
million bytes in a GB (also called a

lion, million bytes in a TB (also called a TByte).

re a range of storage media to choose from including CDs,
drives, memory cards, internal hard disks, external hard
drives and on-line file storage. Some are more suitable than
particular job, for instance a flash drive is great for quickly
transferring relative small amounts of data from one computer to another.

Internal hard disks

o All PCs are supplied with an internal hard disk. This is where the operating
system (such as Windows) is stored. It is also were you store your data.
When you install new applications, they are copied from CD or DVD to your
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internal hard disk.

External hard disks
e As the name suggests these are secondary hard disks t
your computer. They are normally connected via a USB ¢
available in a range of speeds and storage capacities and ar
backup your data, such as photos or movies.

CDs
¢ Most comp ied with a CD-ROM (Compact Disc - Read Only
Memory) dri k exactly like music CDs but contain

computer dat z ic. The advantage of a CD-ROM is that it can
data equivalent to the storage capacity of over 450
other big advantage of CD-ROMs is that they are

is means that you can own a range of different CD-ROMs
e to insert into your CD-ROM drive.

igital Versatile Disk”. Similar to CD-ROM drives but allows you to
use DVD disks, which contain vastly more information than a traditional CD-
ROM disk. These also transfer the data from the disk to the computer far
faster, allowing you to watch movies on your computer screen. A CD-ROM
can store 650 MB of data, while a single-layer, single-sided DVD can store
over 4 GB of data.
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Recordable CD & DVD drives

CD-ROMs are read-only devices, but increasingly people are purchasing a
special type of CD drive unit which allows you to record data, music or video
to your own CDs. These devices require the purchase of special CDs to which
you can write, called CD-R (Compact Disc — Recordable).

with the 1 GB devices being a very
amounts of data between computeg

Iayers video game consoles, GPS system and S|m|Iar
e is a need to store data in a compact from, often using a
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Network drives and on-line file storage

Within an office it is normal that the computers are connected together via a
network. This allows you to store your data centrally, on a network server.
This network server should be backed-up by the IT support staff on a daily
basis. This means that your data is safely backed up for you.

Alternatively you may create and store your data on your own PC or laptop
and periodically copy it across the network to be stored safely on a central
network server. In many companies network software automatically backs
up selected folder on each computer to the central server.

Floppy disks (diskettes)

this is not the best way of backing up valuable
nothing). Modern computers are not nQ

X /

Input Devi

Input devices.

you to input information to the computer and include
eyboard and mouse.

allows you to type information into the computer. It has

er the years. The keyboard is built into laptop computers but is a
separate item if used with a Desktop computer. They can be connected via
cables or may be wireless.
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Mouse

e When using an operating system, such as Microsoft Windows, you use the
mouse to select drop down menus, to point and click on items, to select
items and to drag and drop items from one place to another.

\

Scanners

e A scanner allows you to scan printed materi
which may be used within the PC. You can sc
these inside the PC using a graphics applicati

alternative to the traditional mouse and favoured by
racker balls often give much finer control over the

ms on the screen. They may take a while to get used to
o the traditional mouse, but offer a lot in terms of added
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Touch pads

A touch pad is a desktop device and responds to pressure. Used in
conjunction with a special pen they can be used by graphic artists wishing to
create original, digital artwork.

Joysticks

Many games require a joystick for the proper playing of the game. There are
many different types, the more sophisticated respond to movefpent in 3 axis
directions, as well as having a number of configurable butt
things in life you get what you pay for with joysticks andd
in a good, strongly constructed model, especially beari
children will hammer these devices whilst playing game

PN

Web cams

Ever since it was in
can now use a smal
monitor to allow two-
communicati
considered

come increasingly interactive. You
(a Web cam) mounted on the PC
tion involving not just text
ommunication as well. While not yet

C kit, it is only a matter of time ...

Digital

A digital camera can be used in the same way a traditional camera can, but
instead of storing images on rolls of film which require developing, the
images are stored digitally in memory housed within the camera. These
pictures can easily be transferred to your computer and then manipulated
within any graphics programs which you have installed on your computer.
Currently they are limited by the quality of the image recorded and the
number of pictures which you may store within the camera.
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Microphones
e Early voice recognition systems offered very poor result

here you trai
erfect this is

these systems require an initial training peri
to respond to your particular voice. Whilst still
technology of the future.

Output devices

as screens (monitors), printers, speakers and

uter monitor

ice. The original computer monitors were TV type screens on
which you viewed your programs. They were supplied in different sizes,
common sizes range from 15" to 21" screens. You should be aware that poor
quality or badly maintained monitors could harm your eyesight.

Traditional co
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Flat screen computer screens

¢ Traditional computer monitors are based on the same so
which is used within a television screen.

More recently, flat screen computer screens
take up a lot less room on a desk and use less
more bulky monitors.

if you specify a screen of a certain size, say a
easured diagonally, not horizontally across
ading you should also ask for the "visible viewing

17-inch scre
the screen. |

tion devices which can be attached to your computer and are
ying presentations to a group of people. They are best used
with presentation programs, such as Microsoft PowerPoint.
They sed within education and are also very popular for sales
presentations. The price of these devices has dropped dramatically recently.
When purchasing one of these devices the two things to look out for are the
resolution (go for a minimum of XGA) and the brightness of the lamp (the
brighter the better). Other factors to be aware of are the quietness (or
otherwise) of the device, as well as the cost of replacement bulbs.
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Speakers and headphones

¢ Most computers are sold with the capability to add a pair
system unit. In fact, in some cases, the computer scree

eakers to your

t only to display text on a monitor but
u could receive a text email from a

ead that email to you. This is of enormous
hen using a computer. On the flip side, it is
aphone to talk to the computer and for the
convert the spoken word into text which will be

ay your word-processor. Whilst these systems are far from
etting better as more advanced software is being made

now possible t
r to di

e Most data is printed once you have created it and there are a vast number of
different printers available to accomplish this. Most common are ink jet and
laser printers both of which can now produce coloured output (at a cost).
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Different types of printer

e There are many different types of printers. |
printers are most commonly used because th
very high quality output. In most organisati

connected to
a computer

stress is how much it will co printer running. Laser printers do
not use ink; they use someth which is normally supplied in a

toner is used up it needs to be
toner cartridges is very high. Ink

int quality at high speed. They are called "laser
act that they contain a small laser within them. There is
Ser printer manufacturers and one buzzword to be aware of
2 of printer which is designed to give very high quality
ures.

e Originally, most laser printers would only print in black and white (mono).
More recently colour laser printers have dropped in price and are entering
wide spread use. While many of these produce excellent results, you should
be aware of the fact that the "price per page", especially if you are using a lot
of colour on a page can be very high compared to the cost of printing in black
and white.
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Inkjet printers
¢ Inkjet printers work by using tiny jets to spray ink onto
printers are very quiet in operation and produce print able to
that of laser printers, though laser printers still have th i
speed. Inkjet printers are ideal for low volume printing w
print is required and speed is not a high priority, e.g. printin
small office or in the home.

iring a row of pins through an ink ribbon onto
e pins the print head has the higher the quality of the
dot matrix printers have 24 pins. Unfortunately, dot
enerate a lot of noise and do not produce a very high
especially when printing graphics. As a result, the inkjet
largely replaced the dot matrix printer. Dot matrix printers
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Input and output devices

Some devices are both input and output devices.

¢ A modem can be used for downloading information from web sites and
receiving emails. It can also be used for uploading and sending emails. A
touch screen can display a menu system (output device), and accept input
when people touch the menus displayed on the screen.
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S

oftware

Concepts

What is software?

The software is the collection of instructions which makes the gomputer work.

or on a diskette (floppy disk) and is loaded (i.e. copie isk into_ the
computers RAM (Random Access Memory), as and when

rogram which loads automatically
when you start you . ng system allows you to use the
advanced features of uter without having to learn all the

0 be a bit of a computer expert just to understand how to
ser-friendly. Later on, Microsoft introduced Windows and
g system which is most widely used on PCs today. To

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cheltenhamcourseware.com.au




ECDL Module One - Page 31

e IBM produced an operating system called OS/2 but this was largely ignored
and is only used by a few companies.

¢ UNIX and Linux are other examples of operating systems which may be run
on PCs.

e Other types of computers, such as those manufactured by Apple have a
completely different operating system.

Microsoft Windows: Microsoft: http://www.microsoft.com
IBM OS/2: http://www.ibm.com/software/os/warp
Mac OS X: http://www.apple.com

Linux: http://www.linux.org

UNIX: http://www.unix.org

Examples of software applications

e An application program is the type of progka
operating system has been loaded. E
programs (for producing letters, memo or doing

e Itis important that you recogn application programs covering
the following areas:

- Word processing
- Spreadsheets
- Database
- Presentati
- E-mailing
- Web browsi

applications

sing program (such as Microsoft Word) allows you to produce
os, etc., easily. You can easily mail merge a list of names and

addresses to produce mass mailers, individually addressed to customers or
subscribers.

Spreadsheets applications

e A spreadsheet program (such as Microsoft Excel) allows you to work out a
company’s income, expenditure and then calculate the balance. It enables
you to make 'what if' type projections of how the company will fair in the
future and to forecast how changes in prices will affect profits.
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Database applications

e A database program (such as Microsoft Access) allows you to compile
information and then to search this information to extract just the
information you require. For instance, if you have a database of all the
equipment housed within an office you can very simply produce a report
listing only the equipment above a certain value.

Presentation applications
e A presentation program (such as Microsoft PowerPoint

E-mailing applications
e There are many emailing programs
these to send and receive emails.
Microsoft Office. Another well knd
program.

Web browsing applications
the World Wide Web (WWW).

Microsoft Internet E www.microsoft.com/ie
.Aetscape.com
zilla.org/products/firefox

ness, contact and colour balance. You can remove
eye effect often caused when using a flash. You can
special effects and filters to visually enhance your
xamples include Photoshop from Adobe and Paint Shop Pro

Computer games

e Computer games started off as simple bat and ball games and today have
evolved into an enormous worldwide business. There are many different
types of games ranging from the educational, to the ‘shoot them up’ variety.
The level of graphical detail on the screen gets better each year.

There are many different formats available for games. Some games can be
played on a standard computer, while others require a dedicated console
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such as a Sony Playstation.

Famous example include Doom (a shoot them up game) and Simms (a game
where you build your own little world within the computer).

Difference between the operating system and application programs

e The operating system works closely with the hardware that you have installed
within your computer. If interprets the input via the mouse or,
outputs data to the screen.

e The application programs sit above the operating system
the functionally built into the operating system. They
particular task. For instance Microsoft Word is designe
program, while Microsoft Excel is a spreadsheet program.

processing

Accessibility options

e There are a range of options to improv ute essibili These cover:
- Voice recognition software
- Screen reader software

- Screen magnifier software
- On-screen keyboard.

¢ In addition many web sites are itten e compatible with software

e Voice recog ou talk to a computer and use simple
systems are easily confused by regional
, but are getting better each year as the

is commonly used when phoning large organisations,
OU may be requested to read your credit card number. The
other end of the phone will recognise the numbers that you

tell it, and our call through to the correct person.

e Voice recognition software has obvious benefits as far as improving
accessibility option is concerned. If you are unable to use a keyboard then

the ability to talk to a computer offers tremendous opportunities, however we
are a long way from the talking computes found on Star Trek.

Screen reader software

e Screen reader software is designed for the visually impaired and tries to
interpret the contents of the computer screen and then communicate that
information in different formats, such as speech output, sound icons or as
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Braille output.

¢ Recent versions of Microsoft Windows are supplied with basic screen reader
options.

&dobe Dreamwearer C53

ﬂ Windows Update

Accessibility @‘ Accessibilicy Wizard

;1‘ Magnifier

ACCESSOtES
[@ Broadcom »
[@ Catalyst Contral Cenker 4
I Dell Quickset b
[@ Dell support 4

[@ Comrmunications >
[@ Ertertainnent 3
M [@ Microsoft Interactive Training

' address Book

The Windows XP Narrator options look like this:

** Narrator

M arrator can read aloud menu commands, dialog box
options and more.

Announce events on sCeen
Head typed characters

[] Move mause painter ta the active item

[ ] Start Marrator minimized

e There are
for ‘screen

ial options available. Try searching the web
n idea of what is available.

-' Asl=1n])

@ fccessibilicy Wizard

B Magnifier

fE Accessibility

[@ Eroadcom »
[@ Cakalyst Conkrol Center »

[@ Comrmunications »

[@ Entertainmnent Pl 97 Marrator

[@ Dell QuickSet > [@ Microsaft Interactive Training  * || B On-Screen Keyvboard
I Dell Support b || ) address Book Ukility Manager
=% o~ w1 N =l o~ ’L..._I___I___l_

The options include the following:
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B8 Magnifien Settings E]
M agnifization |evel:

Tracking

Follow mouse cursor
Follow kevboard focus
Follow text editing

Fresentation

[] Start Minimized
Show Magnifier

[ Hep || Esi

On-screen keyboard

An on-screen keyboard is a repres
screen. It is designed for use
physical keyboard.
Windows has a basic on-scree
Accessories group.

e physi eyboard on the
ould are not be able to use a

ion located within the

|
Q Accessibility Wizard

,_'_ﬂ Magnifier
7 Marrabor

[@ Microsoft Interactive Training  #
‘) Address Book

= On-Screen Keyboard

LIkility Manager

= [ ey ard |:|
| -

= On-%
le vboard etk Help
esc F1| F2d B3| Fa 8 rs| re| F7| Fe [ Fo|F10l F11|F12l pse| | brk |
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2
ent
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Networks

Network Types

LAN (Local Area Network)

e A LAN (Local Area Network) is a system whereby individual P
connected together within a company or organisation. For i nce if ten
people are working together within an office it makes se
connected. In this way, the office can have a single pri people
can print to it. In a similar way, other devices such as
can be shared. Even more useful is the ability to share in
connected to a network.

e A WLAN (
computers

WAN (Wide Area Network)

e A WAN (Wide Area Network) as the name implies allows you to connect to
other computers over a wider area (i.e. the whole world).

Client/server networks

e This term relates to the type of network where resources are kept centrally
on the server and used locally by the client. The server tends to be a very
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powerful PC (or group of PCs), while each client workstation, which the users
have, is less powerful.

o e

\a-_
EDe 22
- Ton Rl e
] e
Internet

¢ A collection of networks started by and for the US military

exploited by the commercial world.

e The Internet is a global network of inte unigue
thing about the Internet is the sheer ich you can
access from it. Whatever your inte nd find
information on the most obscure t . Internet is an

ering information about a rival
are looking for information about
of information available. If you

company on the other side o
your family tree, you will find

publish material on the Web, it d by everyone on the Web
(providing they can i ing tool, this has interesting
possibilities. It is po any to sell products and services

worldwide, without th
problem is often not fin

gle sales-person. These days the

cludes FTP (File Transfer Protocol), email and newsgroups.
sically the text and pictures which you can view using your
such as Microsoft Internet Explorer, or Netscape Navigator.

Intranets

e An Intranet is a smaller, closed version of the Internet, which can only be
accessed by authorised members of an organisation. Intranets are becoming
an increasingly popular way to share information within a company or other
organisation. An Intranet uses Internet technologies to allow users to access
company documents, search databases, schedule meetings and of course
send emails. Once a company has installed a comprehensive Intranet many
users need only one piece of software on their PC, a web browser.
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Extranets

¢ An Extranet is an Intranet which is partially accessible to authorised
outsiders. An Intranet is normally only accessible by members of the same
company or organisation; an extranet also allows outsiders who have been
issued with a password to gain limited access to information held on a
company network. Extranets are being used as a way for business partners to
share information.

Data Transfer

Downloading from & uploading to a network

e You can ‘download’ data from a network, for ad a file
from a web site. Another example of downloa ying a file
from another computer on your Local disk on your
computer.

Uploading refers to co your computer to another computer,

n your company web site.

Data tré ate measurement

¢ When you download or upload data the speed of the data transfer is
measured by the amount of data that is transferred per second. Common
transfer rate units are:

- Bits per second (bps). Very slow connections will be
quoted in bits per second.

- Kilobits per second (kbps).

- Megabits per second (mbps). High speed data transfer is
measured in megabits bits per second.
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Broadband vs. dial-up Internet connection services

In the early days of the Internet, you plugged a modem into your computer,
which in turn was plugged into a phone line. Each time you wanted to
connect to the Internet you had to dial up your Internet Service Provider
(ISP), via your modem and you would be connected to the Internet. You
were charged for every second that you connected to the Internet. As a
result most people, spend most of the time not actually connected to the
Internet. This made emailing frustrating. It was like phoning someone who
unplugged their phone for most of the time. When you reconngcted to the
Internet, you would check for email and read it then. Dial u ternet access
is very slow. It is OK for browsing Web sites, but you wo ot be able to
watch movies on a dial up connection.

A broadband Internet connection means that you are

depends on how much you wish to pay each
connection allows you to view movies and liste

Internet connection options

Most people will connect to th
connection. There are howe
including:

phone line or via a cable
Internet connection options

Phone line:
The most common ion. Your computer is connected

Cable:
The same cal i channels can also supply your Internet
connections. es you very high speed Internet access.

ection is established via special, Internet compatible phones.
obile phone is tiny, so you are limited in what information

Wireless Hot Spots:

Many public places, such as shopping malls, hotels, airports and restaurant
chains now offer wireless access to the Internet. This is sometimes free but
is normally charged via your credit card as a fixed rate per time period.
Often you cannot download materials, you can just browser the Web or view
your emails.

Satellite:
If you live in a very remote area, your only way to connect to the Internet
may be via a satellite link. This may require large satellite dishes and
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expensive specialised equipment. The cost of the Internet connection may
also be high.

Features of a broadband Internet connection
e Broadband features include:

Always on:
Unlike a dialup connection a broadband connection is always cannected to the
Internet.

Flat fee payment:
Unlike a dialup connection where you often pay for ev i nnected a
broadband connection is paid for via a flat monthly fee.

High speed access:
With broadband the more you pay the highe
are technical limitations that cap the speed an should be aware that the
theoretical access speeds quoted by | ISPs), are

seldom reached.

Risk of intruder attack:
Because a broadband connec i onnected there is more chance
ter connection. This is often done
have an up-to-date virus

at has a broadband

place to protect you from some of

via virus like programs and yo
checking program installed on

the online threats.
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ICT in Everyday Life

Electronic World

What does ‘Information and Communication Technology’ (ICT) mean?

e ICT stands for Information and Communications Technology. the
Australasia region the term IT & T is often used instead of | This stands
for Information Technology and Telecommunications.

e These terms cover are wide range of computer related
- Installing and maintaining computer systems and applic
- Designing, installing and maintaining computer networks
- Data management
- Computer hardware maintenance
- Database and software design

and many other areas!

Internet services for consum

e The Internet offers a vast ran r consumers including e-

E-commerce

e The phrase g
the Interne
selecting the
card details.

n purchase directly via a Web site by

hich you require and entering your credit
our credit card details these SHOULD be

e operators so that no one can intercept your details.
cept credit card payment are on secure services and your
ogram (i.e. Microsoft Internet Explorer or Netscape

E-commerce

e There are numerous web sites from where you can purchase online, a famous
example being amazon.com. Most Internet based shopping sites use a virtual
“shopping cart” system. As you browse the site you can add any products you
want to purchase to your cart. Once you have placed items in the cart you
can then move to the checkout stage. At the checkout you enter your name &
address, select the type of delivery you want and enter your payment details.
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2} Amazon.com—Earth's Biggest Selection - Microsoft Internet Explorer

=& %]
J File Edit Vew Favortes Tools Help i
J HBack » = - @ 71 | @5earch [l Favarites ngstory |%- = - E
| address [&] hitpjwaw. amazon.comfese jobidos/substhomerediect. htmif102-997 37051636524 = P |j|.mks =
-
amazon.com. & VIEW CART | WISHUST | | YOURACCOUNT) | HELP

T YOUR CELL PHONES & 'f COMPUTER & SEE MORE
LEUELU sToRe | BOOKS | ELECTRONICS mm SERVICE VIDEO GAMES STORES

* INTERNATIONAL | » TOP SELLERS » @T.RHGET » TODAY'S DEALS = » SELL YOUR STUFF
Hello. Sign in to get personalized recommendations. New customer? Start here,

[ seamch | ™
. R i
[AlPodiss =] Memorial Day Sale } INSON
@ &\, ( Save now » |} p| I Thealers May 24
Z. N8 .
, Su—
Featured Stores Save in Baby, Electronics, Software, Tools & Hardware, and more. Ends May 27, ‘m WHAT'S
+ Health & Beauty . . ) Already a
"STAR! Celebrate Episode I with thrilling books for fans of all ages and a galactic array o Sign in ta
+ Travel WARS:, and more in our Star Wars Store Ne
« Housewares
« Magazine Deals
In Travel
; Plan Your Summer Vacation Now!
Books, Music, DVD . . .
Ezpedia com now has money-saving Web Fares--even ogglast-minute travel--with
+ Books S fantastic deals on Alaska Aithnes, America West Airlin, Aar Lines, U3
+ VD TRAVEL Airways, and other name-brand airlines. Use your flexibi deep discounts on
+ Magazine travel from Hotwire. Holland America Canbbean crises are
Subscriptions savings in The Vacation Store
o Music
« Yideo
Top Sellers in Qutdoor Living
Electronics Opus 26004 Garden Ballet Humming ¥ sction Figures
=) ACTIOn Figures
. Electronics For the true hummingbird enthusiast,
. Computers &
and function. The three nectar conta @
+ Camers & Photo = e Tooe comteines o tren Internet |
|&] pane [ e eerner

Advantages of e-commerce

the evening, you can shop via the
a week, and 365 days a year.

ct information:
ct description for each product, along with a picture can be

Ability to compare prices:

Many sites claim to offer you the very best prices. You can use the
information on these sites to compare prices.

Equal delivery to town and country:

The fact that you may live in the countryside, far from the nearest town
makes no difference at all when shopping via the Net.

Right to return defective goods:
Most e-commerce web sites will have a 'Returns Policy' and it is advisable to
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read this prior to purchase. In many cases you will find that the law gives you
a right to return defective goods or even goods which are not quite as you
expected.

Disadvantages of e-commerce

Includes the following:

Possible credit card fraud:
Some web sites have been set up solely to trick you into pr
card details, which can later be sold to criminals so that t
purchases with your money. When it comes to credit ¢
basically one rule 'wherever humanly possible the ban
someone else does', make sure that someone is not you.
print on your credit card agreement.

ng your credit

Is the web site genuine?:

company is well respected, is unlikely
not attempt to 'run off with your mog

A phone numbers provided on the
sounds genuine. Ask for
e you see trade association

site and try to decide whethe
references from other custom
logos on a site, do not assume

If the good§ & A tandard who pays to return them. Where do
you return tf know about a company’s returns policy,
BEFORE you

eard a radio presenter who purchased a computer online, through
a very well known PC manufacturer. He purchased the computer for his
daughter, in good time for Christmas. As Christmas due near he tried to find
out what was happening, but was unable to talk to a real person and was
forced to rely solely on email contact with the company. The computer
eventually turned up in February. Never buy from a company which does not
provide you with full contact details including a telephone number.
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E-banking

e The phrase e-banking relates to managing your money online. Instead of
having to go to the local branch, or telephoning them, you can pay your bills
online and move money from one place to another. Some online banks have
no physical branches at all, making it a very profitable operation for the
bank. There are security considerations relating to online banking, with
numerous examples of poor security coupled with sloppy operations.

2 Bank homepage - Microsoft Internet Explorer

=l

JE\e Edit View Favorites Iools  Help

| ¢Back + = - @ [2] A | Qoearch GHFavorites (BHistory | By S 0] - 5

| address [€] hitp: inew. eag.comvisitor(n,, 3_L 1078~ Yiew_i 46,00 html

60 H Links *

cqgqg 3
shark free zone
Banking » Investing» Insuring» Shopping » Gacknere ((your accounts »)

Contactus | TV & mobile access | AboutEgg | EggSport | Eggshareholders | JobsatEgg | Security | Help

g Home = Bank = Bank home =

‘yeah? what makes =
you so different?

Good question. Y¥With Egg you can save and spend with
confidence. Get an Egy savings Account (Internet) with a
great rate that's fived for six months and a gross interest
rate for interest paid annually that's guaranteed to match
the Bank of England Base Rate until the end of 2007
Choose an Egg Card with 0% fixed until 01 January 2003
on balance transfers and until 01 November 2002
purchases, 12.6% APR variable, and get 0.5%
an everything you buy with your Egy Card, Ex
Egg account customers, Egg Money Manager ned offer
all your online halances in one place, helping you
control of your finances. We can offer you a range
financial services all grouped together for your
comvenience. So whatever you want to do with your
money we can help you do it guickly, easily and
confidently, leaving you t i

find out more »

MortgdW ilator
Loans cal®ulator

Pick a product...

‘@ Done

e Most banks
the bank that educed. Some banks are completely online, with
no physical b -
b ervic e downside is that this leads to many job losses in the
i d when things go wrong there is no physical person you
make your complaints to. Some leading banks have
degree of incompetence when it comes to the security of
ems and many people are very reluctant to trust online

/www.smile.co.uk
Egg: http://www.egg.co.uk

E-government

e Census: Every few years census details are taken and entered into large
computer databases. This data can then be used to extract useful information
and predict trends. In some cases this data is also being made available
online, so that it becomes even more accessible and useful.
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Vehicle registration: All car and lorry details are kept centrally; this makes
it easy to find the owners of cars, which can be useful for police, customs and
security services.

Revenue collection: Increasingly aspects of government revenue collection
are being computerised, which in many cases involves online systems as
well.

Electronic voting: Governments are experimenting with online voting
systems, often in response to appallingly low voter turnout. rity remains
the main obstacle to the extension of this idea.
www.ukonline.gov.uk

E-learning

E-learning refers to learning via the Internet
tutorial. There are many advantages, but als

working throu based

Uses of computer applications in

Student registration and timeta
programs designed to computéxi erwise time consuming tasks.

Computer Based Training ( er Based Training (CBT) offers a
low cost solution to training ne eed to train a large amount of
people on a single s are normally supplied on CD-ROM

nd. Packages range from general
ing a foreign language. As an alternative
n also be delivered via the Internet.

encyclopaedias right t
to training via CD-ROM

s, through to advanced use of video images with sound. In
ere can be real-time two-way communication between the

Advantages include:

- One trainer can train many people at many different locations.

- If the training is solely computer based, then the students can work at their
own pace, and repeat parts of a course which they do not understand. Also
the teaching can be at any time, 24 hours a day, and 7 days a week.

- Often e-learning solutions are cheaper to provide than other more
traditional teaching methods.

Disadvantages include:
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- There may be no opportunity to ask a question of a real person.

- The Internet connection may temporarily fail for some reason.

- You may have to pay for the connection time, by the minute.

- The download speed may be too slow for some forms of e-learning

- Because of the increased time required to produce some types of e-learning
packages, the e-learning tutorials may not be available for some time

following the release of a new version of software, or a new certification
syllabus.

Teleworking

e Tele-working is a broad term which refers to people wo
connected to the rest of the organisation via a comput
Communication is via email or the telephone. This arran
advantages and disadvantages to both the employer and t

Some of the advantages of tele-working
¢ Advantages include:

Reduced or zero commuting ti
This saves time (and money)
overheads, as less commuti
employee does not arrive at
connections.

2e and reduces environmental
ar pollution. It means that the
essed from car jams or late train

Greater ability to

In many case
gets done. Th

e’Is time for other activities, such as picking up
. It also means that work can be finished in the evening if
beautiful day, why not take advantage of the weather, and

ce space can be very high and tele-working can help to reduce
a proportion of the staff works at home. "Hot Desking"” is a
term used to indicate that people do not have a desk dedicated to their
exclusive use. People simply sit at any desk and log on to the networked
computers using their own ID, which will allow them to uniquely access their
own work stored within the computer system. Hot Desking is popular where

staff spend a proportion of their time working at home, or at sites outside the
main office complex.
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Some of the disadvantages of tele-working

e As well as advantages, there are many disadvantages for tele-workers, which
include:

Lack of human contact:

Many people cite this as the single biggest factor when switching from a
regular office job, to tele-working. In fact many companies now arrange
company gossip networks, just so that people can keep in touch.

Negative impact on teamwork:
If you never see the rest of the team it is hard to feel par
some extent this is offset by video links and by occasio
meetings.

Self-discipline:
It can take a lot to work from home and remaj
very well saying 'l will take the afternoon off

Possible Employee Exploitation:
If workers are isolated from each @ ity for companies

ing restrict trade

e Email allow age to another person almost instantly,
anywhere in s both computers to be connected to the
Internet. As text message, files can be sent as email

ng (IM) provides a mechanism for real-time communication
more people sending text messages via their computers.

sometime later by the person you sent the email to.

e Some types of instant messaging software let you speak rather than having
to type your messages. You can use your web cam so that you can see the

person you are talking to.

Voice over Internet Protocol (VolP)

¢ Voice over Internet Protocol, (VolP pronounced voyp), is a technology that
allows you to talk with other people via the Internet. You can talk at no extra
cost to other people using VolP on their computers. You can even make calls
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to real telephones at a much cheaper rate than normal. This system is ideal
when you need to make a lot of long distance or international calls. You can
use VoIP by just installing a microphone and headset, or you can purchase a
special VolP compatible phone, which will normally plug into one of the USB
sockets on your computer. A well know VolP product supplier is Skype, who
produce a range of excellent phones.

WWe

.2y =

ar‘-.l..‘

F
—

Really Simple Syndication (RSS) feeds

RSS (Really Simple Syndication) is a method used to publish
needs to be frequently updated. Such as ne eadlines, ticke
podcasts. A RSS document is called a "feed" ‘channel".
You need software called an RSS reader, content.
You can then subscribe to a feed using S reader
regularly checks for updated contep i ew content.
Most good news websites will have th i
to subscribe, you need only clj

on of the words web and log) is a website on which
s that can be viewed by visitors. The word Blog is used
ibes the activity of maintaining a blog.

formation on a vast range of subjects, and often contain
Wws on a particular subject. Some are devoted to news,

have become incredibly popular and been made into published books.

Blogs are mainly text based with the odd picture, but they may also contain
music and video contents.

The blog search engine Technorati tracks well over 100 million blogs. You
can visit Technorati at:

http://technorati.com
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Podcasts

e A podcast is a way of providing content such as radio programs in a form
which can be easily downloaded and listened to later on a PC or mobile
device such as an Apple iPod.

e The term "podcast" is a combination of the words "iPod" and "broadcast".
¢ Many web sites allow you to manually download content.

¢ The thing that makes a podcast different is that once you subscribe to a
podcast it will be downloaded automatically for you.

Virtual Communities

Online (virtual) communities

¢ Itis important to understanding the concept
These can take many forms including:
- Social networking websites
- Internet forums
- Chat rooms
- Online computer games

Social networking websites

e These sites allow you to link up\ith<ether p le, to share news, experience
and gossip. Some, ¢ as ‘Frie Reuhited’ are specifically designed to let
you find friends that you e |ost gontact with.

MySpace
Privacy | Help | SignUp
@ - Australia

o7 C

a place for fri

A [T [T 5 Coogle

Bro Search Invite Mail Blogs Favourites Forum Groups Ewvents MySpace TV Music Comedy Classifieds

Cool New Videos 75,195 uploaded todsy!

/AMPACT

'l £

i TN Il

Microphone Sha il i
Check?? De i Member Login
Not Rick PlucfesBean

Blogs ants Mabile MySpace TV E-Mail: l:l
ChatRooms Filmakers Music Profile Editor Password: |:|
Classifieds Horoscopes MySpaceIM Tickets NnEw
Comedy Impact new [Jremember Me

_ woam |

PAST SECRET SHOWS INCLUDE: Forgot your password?
Login Trouble?

Jet, Panic! At the Disco,

Lyrics Born, You Am |, - =
Midnight Juggernauts, Find Your Friends on MySpace

Littie Birdy, Jurassic 5,
Fall Out Boy, John Butler
Trio AND MORE!

' Check your Gmail. ¥ahoo! and AOL
contacts and find them on MySpace!

ABE TO FRIENBS FOR UPDATES AND DETAILS!
Cool New People

Stegs luke Matthew

m-

MvSpace Music [more music]

W S W mmcoming - aleventucauan
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UP LOGIN

media network where friends share their lives and explore great
rted by Login
vl W c Email or Username
What's Hot? Explore the rje Bebo
Video Music  Authors [J Autemagically for 2 wesks

LOVE «®

M/ATCH
: ! NAME B
' Sy - TR LOVK "AME P
Here are a few music videos that showcase ¥ I_ -
the talent on Music Nation.
| galeulate your love

e Friends Reunited

i _E.I'M s Reunited Genes H e_unir e na'_n'ny .

My places ~ My profile

D7 Uparade here | Home | My friends | My account | Help | Sian sut

the internet
now fits

pdate my profile page

ofile

Go to my profile »

Add a photo

Update your profile notes

=
() 12ams & clubs Make an announcement

P Share your plans for the Try our sister sites... D@3 @
() streets
future
Tip: You can also Name Friends Reunited |
Search to find old frisnds = !ﬂhs
T
i '5‘ =4 :‘m
aa e o

Profile photos

PN T N R —

Internet forums (message boards / discussion boards)

e An Internet forum is a web based application that lets you join in online
discussions. You can post your views or comments for all in the forum to see
and react to. Try searching the Web for information on message boards and
you will find that there is a discussion for you, whatever your interest!
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Chat rooms

e The term ‘chat room’ has had a lot of media attention over the last few years.
The term has evolved to include any web based mechanism to share your
news with others on the web. The communication is in real time, i.e. you can
talk to other individuals, rather than leaving messages. Try searching the
Web for more information and examples.

Online computer games

¢ Online games are games that are accessed and played via
many cases you can play against other people. Try sear
the phrase ‘online computer games’ and you will find |
access.

Publishing and sharing content online.
e Itis important to understand the ways you can
online. You can set up your own web
own podcast.

Sharing photos, video and a

e There are many web sites tha
video clips. Facebook is a good
of interest to.

Pk

- I:_;}Eage - Q} Toals ~ »

Already @ Member? Login

Facebook is a social utility that connects
you with the people around you.

oroot Password? Everyone can use Facebook — W

upload photos or publish notes - get the latest news from your friends « post videos on your
profile - tag your friends - use privacy settings to control who sees your info - join a network

to see people who live, study, or work around you

[z Find your friends or Search by name:
Mare Search Opticns

Facebook © 2007 Advertisers Businesses Developers About Facebook Terms Privacy Help

& Internet F 0% v
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e YouTube contains clips that have been uploaded from people around the
world. If you have something to share give it a go.

ﬂ; YouTube - Broadcast Yourself. - Windows Internet Explorer |-_||E|r>__<|
@'\T > httpf fransne youtube . comf v| | Lo | | l
File Edit W¥iew Favorites Tools Help Links **
— — e »
w & [ YfouTube - Broadcast YourselF, ] l -8 oeh - [ Page v () Tools
"‘ L’
Ynu Tuhe Sign Up | My Account | History | Help | Log |
Broadcast Yourself™ Videos Categories Channels Community |

| | Search

powered
by

Videos being watched right now...

Promoted Videos

Peru vs Brazil 2010..

. Lokoty: Mad & Bad
mememolhy JumpTVSports lokotv

Featured Videos
From: EidosGames *
Comments: 30

Featured Most Vi

Done & Inkernet Fo100% v

Precautions when ac i unities
n accessing online communities

Keep your p ] limit the amount of personal
information :
an keep your profiles private and only share limited
her users as you get to know them. Remember that a
just your age and address may be able to access your

Be aware posted information is publicly available:

at information that you post is often publicly available and can
be used by fraudsters.

Be wary of strangers:

The Internet can be a dangerous place. Do not take information from people
you meet on the Internet at face value. If you are a child, how do you know

the person that you are talking to is a child of your age rather than someone

pretending to be something that they are not? Be very cautious of arranging
to meet people that you have met via the Internet and make sure that any

meeting is in a public place, and preferably take a friend along.
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Health

What is ergonomics?

Ergonomics covers the physical environment and design of equipment to
maximise the quality of an employee’s wellbeing. This covers everything
from the design of the computer, the computer desk, the chair and even the
design of the lighting within a room.

Take regular breaks, have regular eye tests and get a good
maintain good posture.

and chair to

Repetitive Strain Injury (RSI)

Often referred to as RSI. This is a condition caused by cons
keyboard or mouse. You should take regular bkeaks to help a
injury. You may want to consider the use of a on which you
arms, which will help to some extent.

ype of
rest your

More information: http://www.rsi

It is vital that the correct type
computer use. Many people fi

used in conjunction with your
overhead fluorescent, tube
ight 1s better, but can cause
reflected glair off th . much light can cause as much eye
strain as two little ligh of the light is also a consideration. If

i ile concentrating on your computer

Scre positioning

r computer you should have a monitor at eye level which
uit you. In addition, you may want to consider a footrest.
che can result from prolonged bad posture.

the screen to reduce glare. If the screen is badly focused, too bright or
appears to flicker, then get a qualified technician to take a look at it. You
should periodically refocus into the distance, as opposed to always gazing at
a screen a few inches from your eyes.

Keyboard: Use a good keyboard and you may also wish to use a wrist pad to
relieve pressure on your wrists.

Mouse: Use a mouse mat to make the mouse easier to use. Ensure that you
have enough space to comfortably use the mouse. If your arms or fingers
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become tired or painful when using the mouse, take a break and do
something else.

Seating issues when using a computer

If you spend a lot of time sitting at your desk using a computer it is vital that
you pay attention to the type of chair you are sitting in. Your chair should be
fully adjustable, and be able to be moved up or down. It should have an

adjustable back. If your chair is not easily adjusted it can lead,to permanent
back injury.

Wellbeing when using a computer

You should take regular breaks to avoid staring constantl

and long distances as this can reduce eye str

During your regular breaks, you may al i ice stretching
exercises. These should be done onl i i that they are
appropriate for each individual.

You should consider using th 5t expensive) monitor which you
or your company can afford. e monitor the better the screen
resolution and the higher the detailed work, you should also
consider using a larger screen untries, your employer has a
es as and when they request it.
You can get filters i creen and reduce glare.

ially important if you are using a laser printer, which may
printing.

m.com/ibm/publicaffairs/health/summary.html
.ics.uci.edu/~chair/comphealth2.html

Make sure that cables are safely secured

You should always use the power cables which were supplied with your
computer or cables of a similar quality. Make sure that the cables are safely
secured at the back of the desk and that you have power points located near
the desk. If your desk has a cable ducting system make sure that you use it.
Avoid long trailing cables as you or other people can easily trip over them
and cause injury to yourself or others. Apart from personal injury,
accidentally pulling out a power cable could cause your computer to lose
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power and you will lose data as a result. Network cables tend to be delicate
and easily damaged and the most common cause of failure to log onto a
network server is that someone has accidentally dislodged or damaged the
network cables.

Make sure that power points are not overloaded

e Overloading of a power point is dangerous and a potential fire hazard. If you
need more power sockets, have them properly installed by a qualified
electrician.

Environment

Computer recycling options

¢ You should have a separate bin for paper w
sure that sensitive material is first shre

be sent fogrecycling (be

e Printer toner cartridges can be se ;0 me charities now
collect spent toner cartridges, ‘
wish to consider the use of r n your printers (but be aware

printer’s guarantee).

e Power saving options are illustrated below.
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Power Options Properties

Fower Schemes |.-'1'-.Iarn'|s | Pawer Meter | Advanced | Hibernate |

z‘l" Select the power scheme with the most appropriate settings for
thiz computer. Mote that changing the gettings below will modify
the selected scheme.

Power schemes

| Home/Dffice Desk w |

[ Sawve bz, H_ Delete ]

Settings for Home/Office Desk power zcheme

Wwhen computer is; ?EE;. Plugged in Eut?ni_ng il
=1 balteries

Turn off moritor; |.-'-‘-.fter 2 hours w | |.£'-.fter B minig

v

Tumnoff hard disks: | After Showrs v | | After 5 mins

Systemn standby: |Never

System hibemates:
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ldentity/Authentication

Computer logon user name (ID) and password.

e Passwords:
If your computer has a password which prevents other user, m accessing
it then do NOT give this password to anybody else. Do n ite the password
on a card and prop this up next to the monitor and ab
to hide your access passwords on the underside of you
place most criminals would look if trying to break into yo
sure you do not forget your passwords; in many cases, dat
recovered once the password is lost.

e User IDs and passwords:
A User ID is normally used to logon tQ
uniquely identifies you to the netwaq
is only known to you. The passwo
network and impersonate you (i
connected) to the rest of yo
assigned access rights to the
defined these access rights. T
the ability to connect,to, or sha s which you have authority to use.
In other words, th i
about every compute m etc on the network. You on the other

int\to only certain, specified printers and

in data held on the network.

e you have logged on (i.e.
ork, you will have been
network administrator will have

e only thing which will prevent someone else logging into
our user ID and impersonating you. It is important to

hich cannot be easily guessed by other people. Ideally a
be at least 8 characters long & contain a mixture of words
is also recommended that you change your password

e computer systems will require you to change your password
Never share your password with others.

Data Security

Off-site backups

e It is no good backing up your data only to leave the item which you backed
up to next to the computer; if someone steals your computer it is likely that
they will also steal your backups too. If you have a fire, then again you will
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lose your backups if the backups are stored next to the computer. Ideally,
backups should be stored off-site at a safe location. At the very least,
consider storing your backups in a fireproof safe, which will give some
protection against fire damage.

Why do you need to backup your computer?

The most important thing which you store on your computer is information.
Often the contents of a hard disk can represent years of work.Jf the hard
disk stops working one day you could lose all those years of k. For this

from the computer, ideally off-site. If
down, if your backup disks are store ey too will be
incinerated.

and also a large am
data which really n
which contains only is directory (plus any sub-directories of

eans that you backup all the data on your computer.
tage that the entire hard disk can be backed up, but
advantage that this process can take a long time if your
lot of data. An incremental backup means that once a
rform a complete backup, but every night for the rest of the
backup files which have been newly created or modified since

What is a firewall?

A firewall is a system that secures your network from access by unauthorized
users. A firewall can be implemented via software, hardware or by a
combination of the two. If you are using broadband for Internet access, it is
vital that some sort of firewall is in place to stop people trying to hack into
your computer.
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Data theft issues

You should take steps to prevent data theft and be aware of the following
issues:

User name and password:
Always use a login ID and password to access your computer.

Physically securing your computer:
In some cases the computer may be secured to a desk by a ¢
device. While this will help prevent physical thief of the co
restrict access to sensitive data stored within a computer.

le and locking
er it does not

Portable disks and memory sticks:
Many companies ban the use the potable disks or memo
be used to copy data from a computer and then carried ou
improper use by criminals.

Stick to data handling procedures:
A while back the UK government mana

If there was no start-up pass he data on the computer could be
at risk. The same goes for im
individually password
within a large organi
to your technical su

0 be vulnerable. If you work
an incident of this type immediately

Viruses

ograms which hide themselves on your disks (both

ard disk). Unless you use virus detection software, the
u know that you have a virus is when it activates. Different
ated in different ways. BEWARE: Viruses can destroy all

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cheltenhamcourseware.com.au



ECDL Module One - Page 60

Computer virus infection issues

Viruses hide on a disk and when you access the disk (either a diskette or
another hard disk over a network) the virus program will start and infect your
computer. The worst thing about a computer virus is that it can spread from
one computer to another, either via the use of infected disks, or over a
computer network. The Internet allows you to access files from all over the
world and you should never connect to the Internet unless you have a virus-
checking program installed on your computer. It is vital to keep your virus
monitoring software up to date. Many anti-virus programs, such as Norton
Anti Virus allow you to update the program so that the prog can check for
recently discovered viruses.

More Information:
McAfee Anti-virus software http://www.mcafee.com
Norton Anti-virus software http://www.symantec.com/avce
AVG anti-virus software http://www.grisoft.com/

Protecting against computer virus infeg

The safest way to use a computer is cal Area network
or the Internet. This is called a 's oviding that you do
not use disks on that PC which,have d in other computers, this type
of computer is virtually imm

Unfortunately it is the ability her computers or indeed the
Internet, which makes the mo er 80 versatile and so useful.

There are m people have used passwords which relate
as a partner’s first name, the dog’s or cat’s

, serious computer hacker, these are easy to

2 a system, where lots of different passwords are required
, then security often breaks down and computer users
a list of these passwords in their disk. This defeats the
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What to do if you discover a virus on your computer

If you discover a virus on your computer don’t panic. If your virus checker
alerts you to a virus, then the chances are that it has caught the virus before
the virus could infect your computer and cause damage. For instance you
may insert a disk into your computer and the virus checker should
automatically scan the disk. If the disk contains a virus, a message will be
displayed telling you that the disk is infected, and it should automatically
remove the virus. The other common method of infection is via emails.

If you work within a larger company, you should have a company IT support
group which will come and rid your computer of viruses. Be gure that you are
familiar with your company’s policy regarding viruses.

The limitations of anti virus software

Anti virus software can only detect viruses (or types of viruse
software knows about. As such it is vital that keep your an
software up to date so that it can detect new
appearing.
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Legal Issues

Copyright

What is copyright?

¢ Most programs which you purchase are copyrighted and you st not copy
them. If you do so you may be breaking the law and if cau ou could find
yourself being prosecuted. Many people will buy a copy o d make

however may not ha i ity? ulaF examples are pictures, sound
clips, or movie clip visit the official Star Trek site
(www.startrek.com) use of images, and even the name 'Star
Trek' is protected and d on 'fan sites'. Even downloading
s which Microsoft Windows makes is often
illegal. Somée ‘free’ download for complete films or music
tracks. If yo
video/DVD, it d bet that the site is unauthorised. Cover
permission to used downloaded materials and 'if in

e safe rule. Because CD-ROM writers have become so
as become possible to copy entire CD-ROMs which can
games or data. Do not do this. Always be careful of

ou may find advertised at very cheap prices, it may be

More Information: The Federation Against Software Theft
http://www.fast.org.uk

Copyright Issues when copying files

e Transferring files across a LAN:
You need to be careful that you do not accidentally make copies of software
via your Local Area Network (unless of course you are authorised to make
such copies).
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Downloading files from the Internet:

You need to be VERY careful when downloading files from the Internet. Just
because a site may say you are free to download materials from the site,
does not necessary mean that the owners of the Internet site have the
authority to allow you to do this. It is possible to download entire software
packages from the net, even entire movie films. In many cases however it is
not legal to do so.

Copying diskettes / CD-ROMs / DVD / ZIP disks:
If you purchase software, you may, in some cases be allowe
single, backup copy of disk. You are not allowed to distrib opies to family
and friends. You are certainly not allowed to copy and r i
software.

Freeware:

This is software which can be copied or down

functional. Examples may include software d ns such
as Universities, where the aim was not to re. It is very

This is where you can use software rial period. Sometimes the
shareware versions may be but after a time period will either
start to display an annoying you to register (i.e. pay for)
your software, or in some case rking altogether after the trial
period. This 'try befo of getting software is becoming
increasing popular

User Licences:

of the software L i ch PC, or better: you can purchase a user
licence. This v WS you to make copies and install them on each
compute ] copies ' you make the more the user licence will cost, but

Site licences are used by larger organisations

Many large companies do not go out and buy a certain amount of 'shrink-
wrapped' copies of each software product which they need, instead they will
buy a site licence. These site licences are different in their small print, but
generally mean that the companies purchasing the licence can make a fixed
numbers of copies available to their staff, normally via a company network.
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Checking software licence status

Normally if you click on the Help drop down menu within an application,
there will be a command such as About. Clicking on this option will often
display your software product identification number.

What is an ‘end-user license agreement’?

Normally when you install software these days there is a step within the
installation routine in which you have to agree to be bound b e end user

I recently printed out a Microsoft end user agreement a
pages long.

To view the licence agreement within fice Button.

You will see a dialog box open and i of the dialog
C ptions button.

2] Word Options
[—

You will see the fol

PowerPoint Options

' Popular

Proofing

Save

able Live Preview (i

ow Developer tab in the Ribbon (i

Add-Ins ays use ClearType

Personalize your copy of Microsoft Office

User name: |

Initials: MSOffice
Choose the languages you want to use with Microsoft Office: Language Settings...

[ OK ][ Cancel ]

Click on the Resources option (displayed down the left side of the dialog
box). This will display the following.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cheltenhamcourseware.com.au



ECDL Module One - Page 65

Word Options

Popular 15 Contact Microsaft, find online resources, and maintain health and reliability of your Microsoft Office
L9 programs.
Display
Proofing get updates Check for Updates
Save Get the latest updates available for Microsoft Office,
Advanced run Microsoft Office Diagnostics
Customize Diagnose and repair problems with your Microsoft Office programs.
Add-Ins contact us Contact Us

Trust Center Let us know if you need help, or how we can make Microsoft Office better,

activate Microsoft Office

' Resources 1{

y T

Activation is required to continue using all the features in this product.

go to Microsoft Office Online

Get free product updates, help, and online services at Microsoft Office Online,

about Microsoft Office Word 2007

Microsoft® Office Word 2007 (12.0.6015.5000) M5O (12.0.6017.5000)

Click on the About button to the righ
2007 option. You will see the follow

About Microsoft Office Word

Part of Microsoft Office Professional 200

MicrosofbE OFfice Word 2007 (120,601

Certain ternplates dewveloped

Irnpott/Expart ConvertersEl
g of Intermational

- Products A, Al rights

Fird Edition Copyright & 1992

Houghton Mifflin Cormpany. EI2

rights reserved.

Product I0:

ware License Terms

IS compuker p

. Unauthorized re
it, may result in severe
maximnun extent poss

am is protected by copyright law and international
duction ar distribution of this program, or any paortion of
and criminal penalties, and will be prosecuted to the
Hnder the [aw,

System Info...
Tech Suppaort. ..

Office Word

Click on the View the Microsoft Software Licence Terms link to view the
terms and condition of your licence. You will see the following. Notice that

you can print the terms and conditions if you want.
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Microsoft Software License Terms

MICROSOFT SOFTWARE LICEMNSE TERMS
2007 MICROSOFT OFFICE S¥STEM DESETORP APPLICATION SOFTWARE =
Below are three separate sets of License Terms, Only one set applies ko

vou, To determine which License Terms apply to you check the license
designation printed either on wour produck kew, near the product name on
wour Certificate of Authenticity, of on the download page if you obkained

wour product key online,  If wour designation is FPP, then the Retail License
Terms below apply ko wau, IF waur designation is OEM, then the QEM

License Terms below apply ko waou, IF wour designation is MLE, then the
Media-less License Kit Terms belovw apply to vou,

If wou need assistance finding wour license type, please go to:

bk f feavs microsaft, comfoffice/eula to determine which license you have,

>

1. RETAIL LICEMSE TERMS
These license terms are an agreement between Microsoft Corporation {or
based on where you live, one of its affiliates) and wou, Please read them,
They apply to the software that accompanies these license terms, which
includes the media on which wou received it, i any. The terms also apply to
any Microsaft
+ updates,

Types of licence agreement

e It is important that you unde
licence agreements.

e As well as tradition commercial
terms:
- Shareware
- Freeware

ere are different types of software

need to understand the

re which is freely available and is designed to let you use
charge, for a limited period while you decide if you like it
iod, you must legally either remove it, or pay an amount
of the product.

More_infogmation: http://shareware.cnet.com

What is freeware?

¢ Some software is made freely available. Demonstration disks often come
under this category. In addition, a lot of software is produced by the
educational community and is made freely available. Always read any
licences supplied with such software very carefully before use.
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Open source software

e This type of software licence makes the programming code available to
anyone who wishes to enhance or develop the code. Over the years many
companies have complained that Microsoft is reluctant to share this level of
code detail with competitors, which they claim gives Microsoft an unfair
advantage and stifles competition. It is important not to confuse open source
software with free software. Sometimes the source code is made available
within the public domain for use by all, as they see fit. In other cases the
source code is made available to particular companies under tight non-
disclosure agreements, to protect commercial sensitivities.

Data Protection

Data Protection and Privacy Issues
e If your computer system holds information abo

often hold vast amounts of i
both sensitive and private. |
the information held about yo
enshrined under data protectio

it the general public, which is
you have the right to ensure that

ing manual is for illustrative purposes only and
ing liability or operating principles. You must
if you are considering legal implementation.

e UK data protection act please access the

D.gov.uk/Zacts/acts1984/1984035.htm#aofs
ro‘gov.uk/recordsmanagement/dp/default.htm

relating to other countries please search the Internet. Some
e laws while others have guidelines. Data protection laws can
differ substantially between countries.

Data protection legislation relating to those that keep data (data
controllers)

e Personal data shall be obtained fairly and lawfully.

e Personal data shall be processed fairly and lawfully.

e Personal data shall be held specified and lawful purposes.
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Personal data held will not be used or disclosed in any way that is
incompatible with the purpose it was obtained, processed or stored.

Personal data must be adequate, relevant and not excessive in relation to the
purpose it was obtained, processed or stored.

Personal data should be accurate and if necessary kept up to date.

Personal data should not be kept for longer than is necessary for the purpose
it was obtained.

Where personal data held or processed by a third party computer bureau
there should be appropriate security measures in place to pre
unauthorised access to the data.

Data protection legislation relating to individuals ab
stored (data subjects)

An individual is entitled to know what personal data, a data
them.

An individual is entitled to access any personal
An individual is entitled to have any in
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Abbreviations & Terminoloo

ITEM MEANING

ADSL Asymmetric Digital Subscriber Line
Bit 1 or O level of storage is called a bit
BPS Bits Per Second

Byte A measurement of storage capacity
CBT Computer Based Training

CD Compact Disk

CD-R Compact Disk - Recordable
CD-ROM Compact Disk - Read Only Memory
CPU Central Processing Unit

DAT Digital Audio Tape

DOS Disk Operating System

DSL Digital Subscriber Lines

DVD Digital Versatile Disk

FTP File Transfer Protocol

GByte Gigabyte. A gigabyte cog

GHz

GUI

Hz

IS

ISDN

IT

KByte

LAN

MByte

MHz

PC

PSTN

RAM

ROM

ROM.

ad Only Memory - Basic Input Output System
epetitive Strain Injury

abyte. A terabyte (TB) is one million MBytes
terruptible Power Supply

Universal Serial Bus

Visual Display Unit

Wide Area Network

World Wide Web
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