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Welcome

Description

Computers have redefined the way we do many things today. Computers have
become an integral part of every profession and business, making it more efficient
and easier to conduct day-to-day business activities.

Employers increasingly expect people entering the workforce to have basic computer
and software skills. Individuals without such skills or a way to obtain them are at an
increasing disadvantage in both the local and global economy. In a world where
computers are everywhere, learning how to use a computer is necessary.

Benefits

As a first step toward digital literacy, learners must learn how to use the keyboard
and the mouse. This course, Microsoft® Digital Literacy: First Course, provides the
opportunity to learn how to use a keyboard and mouse. The prerequisite for taking
the course is the ability to read a newspaper.
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Welcome

Description

Computing has become a very integral part of everyday life in the twenty-first
century. From music and photos to banking and communicating, computers have
changed the way we work and live. This course introduces you to the fundamentals
of computing, explains the components of a computer, explores operating system
basics, and shows you how to use a mouse and a keyboard. Also explains how
computers can be used in different aspects of life.

Benefits

Computers are used in every field. They help organizations and individuals to
conduct business transactions efficiently and quickly. Today, one of the basic skills
necessary to succeed at a workplace is to know how to use the computer. To be able
to get better jobs, you need to know how to use a computer.
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Introduction
to Computers

A computer is an electronic device that you can use the store and process
information. A computer can be used to help you perform various tasks, such as:

e Send e-mail

e Make Presentations
¢ Maintain Records

o Write Text

e Organize Files

e And more

In this lesson you will learn the importance of computers in today’s world, the main
parts of a computer, and the basics of using a computer; such as starting and
shutting it down.

Role of computers

Computers impact our lives every day. Consider a trip to the store and how many
different computers are involved. Computers are inside your car, manage the traffic
lights, control the temperature in the store's freezers, and calculate the cost of your
groceries. Let's look more at how computers play a regular role in your life.

Role of Computers can be accessed online at http.//www.microsoft.com/digitalliteracy
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Knowledge check

Computers are used in which of the following?
o Automobiles
o Airplanes
o0 Street lights
o All of the above

Computers are used by which of the following professions?
o0 Business
o Art

o Education

o All of the above

Answers:
#1 — Computers are used in all of these examples and in many more ways, too.

#2 — Computers are used in all of these examples and in many more industries.
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Parts of computers

Computers contain many parts including keyboards, monitors, processing units,
memory, and more. In this lesson we will look at all the parts of a computer. We will
organize these parts by categories including input, output, microchips, storage, and
ports.
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Knowledge check

To connect to the Internet which of the following must a computer have?
o Video Card
o Audio Card
o Network Card
o USB Port

A keyboard is an example ofa_____ device.
o Input
0 Output
o Storage

Answers:

#1 — A computer must have a network port to connect to the Internet.

#2 — A keyboard is an input device.
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Using a computer

To start a computer, you press the power button. This may cause a small light to turn
on and then the monitor to turn on. The computer will check all of its components
and if everything is running smoothly, it will display the welcome screen, and then to
the user screen. Here you may login into your personal user, or as a guest.

All new computers now have an energy-saving mode called Sleep that allows the
computer to temporarily shut down all nonessentials. Usually, there is a light flashing
to indicate that it is asleep. This is a huge energy saver, using as much electricity as a
Night light and taking seconds to start up. The computer may seem to be shut down,
except all of your work will still open and will not be lost. It takes seconds to turn
back on and continue to work on any pages that were open, sleep is a very useful
tool on a computer. There are other options; such as Log off, Restart, and Shut down.
Before doing any of those options, make sure to save all unsaved items because they
can become lost.

Do not press the power button to shut down the computer unless the whole
computer has stopped responding and you can no longer restart it.

Log off Logging Off

Logging off will exit you from the current user that you are using. Any
open programs will remain open and once logged back in will open
up, unless the computer is shut down. Any other users may have their
information open as well.

Restart Restarting

The Restart option is usually used when something is not
corresponding. The Restart option will shut down the computer and
automatically begin to turn on the computer again. Remember that
any unsaved information will be lost if it is not saved if the computer
is restarted.

Shut dOWh Shutting Down

Shutting down the computer will completely turn off the whole
system. Any unsaved information will be lost, so remember to save
before shutting down the computer.
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Knowledge check

Logging off your computer will close any open programs?
o True
o False

Unsaved data is safe if you do a restart but lost if you shut down.
o True
o False

Answers —
#1 — False. Logging off will end the current user session but leave programs running.

#2 — False. Unsaved data is lost in both a restart and a shut down. Always save your
work.
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Overview of a keyboard

The keyboard is an input device that goes into your computer which allows you enter
information such letters from the alphabets, numerical data, symbols, and
commands. There are many keyboards, although not all have the same layout style.
The most common kind is referred to as a QWERT keyboard, which is named after
the keys on the top rows of letters. The keyboard is divided into several groups
based on the function.

2]

: The functions keys, labeled from F1 to F12, are used to perform specific
Function keys tasks based on the operating system and software used. For an
example, in many programs, the key F1 is commonly used as the Help
file. In some cases, it can control the monitor brightness or the sound
volume. The functionality of these keys differentiates from program to
program and operating system to operating system

ﬂ F2 F3 F4 F5 F6 F7 F8 F9 F10 Fl1l1l Fiz2

: The special keys are used alone or in combination with other keys to
lal k )5 Al .
Spec a eys perform certain actions. These include the Control (ctrl), Alternate (Alt),
Escape (Esc), Windows, Tab, Caps Lock, and Shift keys. For an example,
in many programs pressing “Ctrl+S” will save a file automatically.

The Shift key is a combination key used with another letter to type an
uppercase letter.

The Caps Lock key allows all letters to be typed in uppercase without
having to press shift. This function can be turned on or off. An indicator
light might be present to show that the function is on.

Most keyboards include a special key called the Windows logo key.
This key is used to open the Start menu, or is used in combination with
a second key to perform common Windows tasks.

: The alphanumeric keys cover most the typical keyboard; this is for
Alphanumerlc letters, numbers, punctuations, symbol keys, the space bar, tab,
keyS backspace, Caps Lock, shift, and enter key. The Spacebar allows a space
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Navigation keys

to be indicated when pressed

The Enter key allows the cursor to be moved to the beginning of the
next line

The Backspace key deletes the character before the cursor, or the
selected text chosen

The Backspace key deletes the character before the cursor, or the
selected text chosen

The navigation keys are used for moving around in documents or
webpages and editing text. Navigation keys include Delete, Insert,
Home and End, and Page Up and Page Down keys.

The Home key is used to move the cursor to the beginning of a line or
to move to the top of the webpage

The Left, Right, Up, and Down Arrow keys is used to move the cursor or
selection one space or line in the direction of the arrow, or scroll a
webpage in the direction of the arrow

I
The End key moves the cursor to the end of a line or move to the

bottom of a webpage.
The Page Up key moves the cursor or page up one screen

Page
Up

The Page Down key moves the cursor or page down one screen

Page

Down

The Delete key deletes the character after the cursor or the selected
text. If used in Windows, the Delete Key can be used to move to
selected items to the recycle bin
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The Insert key can be turned on or off. When used, the text that you
type is inserted at the cursor. When the Insert key is not used, the text
that you type replaces existing characters

Numeric keys The Ir\sgrt key can be turned on or off. When used,. the text that you
type is inserted at the cursor. When the Insert key is not used, the text
that you type replaces existing characters

Num
Lock

Three keys that you may have seen on your keyboard known as PrtScn
(Print Screen), ScrLk (Scroll Lock), and Pause/Break have different uses
for different programs.

PrtScn is used to capture an image of your entire screen known as a
screen shot which copies into your computer’s clipboard.

The Insert key can be turned on or off. When used, the text that you
type is inserted at the cursor. When the Insert key is not used, the text
that you type replaces existing characters

Scroll
Lock

Pause/Break is rarely used although when pressed in a program, it can
pause or in a combination with Ctrl, it can allow the program to stop
running

The keyboard is an input device that
you can use to type commands or
text into a computer.

Different keyboards have different
key layouts. In addition, the
functions of some keys may vary
from program to program.
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Most keyboards have keys labeled
from F1 to F12. These keys are the
function keys, which you can use to
perform specific functions. Their
functions differ from program to
program. The function of the F1 key
in most programs is to access the
help file associated with a program.

Keys such as Control (CTRL), SHIFT,
SPACEBAR, ALT, CAPS LOCK, and
TAB are special keys. The special
keys perform special functions
depending on when and where you
use them. Most keyboards include a
special key called the Windows logo
key. This key is used to open the
Start menu, oris used in
combination with a second key to
perform common Windows tasks.

The alphabet and numeric keys are
used to enter letters, numbers,
punctuations, and other symbols.
You use the ENTER or RETURN key
to move the cursor to the beginning
of a new line.

In some programes, it is used to send
commands and confirm a task on a
computer.

Keys such as INSERT (INS), DELETE
(DEL), and BACKSPACE are common
keys. The DELETE key and
BACKSPACE key are used to remove
typed characters, text, and other
objects on the right and left side of
the cursor respectively.

The INSERT key is a toggle key. This
type of key is switched on or off
each time it is pressed. When the
INSERT key is turned ON, it helps
you overwrite characters to the right



of the cursor. When it is OFF, it helps
you enter characters or text to the
right of the cursor, without
overwriting the characters or text.

Keys such as the arrow keys, HOME,
END, PAGE UP, and PAGE DOWN
are navigation keys. You use the
arrow keys to move the cursor up,
down, right, and left. The HOME key
— - e seenl moves the cursor to the left end of a

SN 70 KN E VN R

g —ts i line of text. The END key moves the

cursor to the end of a line of text.
The PAGE UP key is used to move
one page up and the PAGE DOWN
key is used to move one page down
while viewing a document.

For example you can create an audio
CD and then add video files and text
files to it to create a mixed mode
CD..

=1 1 L . Most keyboards have a numeric
~rTTITIIITIT " TT keypad that is located on the right
L LLLLLLLLLL L1 side. It has a set of 17 keys with
—r A — numbers from 0 to 9, the decimal
point, mathematical symbols, and
navigation symbols. The NUM LOCK
key on this keypad allows you to
switch between the numeric and the

navigation keys.
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Knowledge check

Shiftisa____ key.
Navigational key

0 Numerical key

0 Alphanumerical key
0 Special key

o

Function keys perform different actions depending on what program is running.
o True
o False

Answers —
#1 — Shift is a special key.
#2 — True. Depending on what program is running, the function keys perform

different actions.
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Using the mouse

A mouse is a small device that
you can use to move, select, and
open items on your computer
screen.

The mouse is usually kept on the
desk next to the keyboard.

Most mouse devices have at least
two buttons, left and right.

Most of the actions are
performed by clicking the left
button. The right button is used
for specific functions.

Some advanced types of mouse
devices provide additional
buttons to speed up common
tasks, such as scrolling.

As you move the mouse on your
desk, a pointer moves
correspondingly on your screen.

The mouse allows you to select
an item on the screen.

As you move the pointer over
different areas of the screen, the
items or the pointer change.

These changes indicate that you
can click an item to open it, or to
see more of its options.

You can open an item or show
more options by moving the

pointer to it, and then clicking
the left or right mouse button.
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In a document, you can use the
mouse to select a position to g
start typing. 2

You need to position the pointer
in the document, click where you
want to insert text, and then use
your keyboard to begin typing.

To move an item, you need to
click it, and then holding the
mouse button down, move the
item to a different location.

After you move the item to the
new location, you release the
mouse button.

The right button on the mouse is
often used to display a menu.
Menu options can include
common tasks, such as copy or
paste as well as advanced
options.

These are called context menus.
These menus help you complete . —
tasks quickly. o - = 3 '

Most mouse devices also have a
wheel that helps you to scroll
through documents or pages.

To scroll, place your finger on the
wheel and roll it back and forth.

This action moves the document
up and down.

Some mouse devices have a
"back" button on the side that
works in browsers and Windows
Explorer.
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There are different types of
mouse devices available in the
market.

Older mouse devices had a
rubber or a metal ball on the
underside.

The mechanical movement of the
mouse device moved the ball.

This movement further moved
the pointer on the screen.

The moveable parts of a
mechanical mouse were prone to
failure. As a result, these devices
were high on the maintenance
side.

To improve performance most
people today use an optical
mouse that works in the same
way as a regular mouse.

The ball is replaced by a light
emitting diode (LED) to track the
movements of the mouse. \ T /

RN

You can also use a laser mouse
that uses laser technology to
detect movement by
transforming hand movements to
digital signals.

When compared to an optical

mouse, a laser mouse is more
expensive.
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Knowledge check

Which mouse button most commonly opens items?
0 Left
o Right
o Middle Wheel

What does the right mouse button most commonly do?
0 Open Items
o Perform Tasks
o Display a menu
o None of the above

Answers —

#1 — You perform most tasks, including opening items, by clicking the left mouse
button.

#2 — Clicking the right mouse button often displays a shortcut menu.

20|Page



Computing devices

You have many choices when selecting a computer. The Personal Computer, or PC, is
popular for many businesses and individuals, as it performs all the basic functions
needed for most workplaces and at the home. The PC is perfect for creating
documents, organizing records and researching on the Internet. They also offer
entertainment choices by providing a format to play video games, talk to friends,
listen to music or watch videos.

The PC is not the only choice, however, and many smaller computing devices are
now offering popular alternatives to the desktop PC. Depending on your needs, you
may consider one of the following.

Desktop computers Desktop Computers
Desktop computers offer a lot of computing power and

options such as large memory capabilities, larger
screen sizes and generally faster processing speeds.
The components are separate allowing you to select or
upgrade your monitor, keyboard, mouse and system
core as you wish. They run from a continuous power
source (such as an electrical outlet) allowing for
uninterrupted use.

They are large, compared to other options, and require
a permanent space to set up. If you are looking for
something more portable, keep reading.

Laptops Laptops
Laptops offer a lighter, more portable option to the

desktop. They are designed to travel with you while still
offering impressive computing ability. With a laptop
f you get your computer, keyboard, mouse and monitor
' ' all on one device.
Laptops can run on battery power or plug into
electrical outlets for longer use. Many boast nearly the
same capabilities as a desktop but are generally more

expensive. If you are looking for something that offers
full PC power on the go, the laptop is a great choice.
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Tablets

&

Smartphones

Tablets

Tablets are an extremely popular choice these days.
They are hand-held devices (smaller than even laptops)
and offer touch screen capabilities. Many use a stylus,
which is a pen-like device you can write, draw pictures
or click screen options with. Tablets offer terrific
Internet and media access as well as the ability to read
documents and send email. Tablets can also utilize
apps which offer a huge variety of tools that enhance
tablets and other smart devices.

Some, like Windows Surface, also come with a flat,
detachable keyboard that can also be used as a screen
protector. Many tablets now come close to laptops in
functionality and popularity.

Smartphones
Smartphones are basically tiny computers you can hold
in one hand. Smartphones also can access apps and
connect to the Internet for email, test messaging, and
web searches. Perhaps most unique of all, smartphones
are also functional telephones that can go anywhere
your phone service is provided.

More and more, smartphones can perform tablet-like
functions including office tasks, use apps and accessing
music and entertainment. You will have to get a
cellphone service provider to access many of the
functions of a smartphone.
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Knowledge check

What does PC stand for?
0 Profile Computer
0 Personal Computer
o Personal Common

Jason wants to get a computer that is portable but as strong as a desktop computer,
what should he get?

o Tablet

0 Smartphone

o0 Laptop

Answers —
#1 — All of the options above are considered a computer.

#2 — Laptops are as powerful as desktop computers.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:
e Describe the importance of computers in today's world.

e Identify the main parts of a computer.
o Identify the steps for starting and shutting down a computer.
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Common
Computer
Terminology

An automobile, such as a car or a van, is available in different models and colors, but
its essential components remain the same. All automobiles have an engine, a body,
and wheels. Similarly, computers are available in various sizes and shapes, but they
all have common components that work in the same manner. The essential
components of a computer are:

e Hardware
e Software

In this lesson, you will learn about common computer terminology such as hardware
and software.

Introduction to hardware

Every time you press a key or click your mouse a signal is sent to the processor. The
processor then decides what the best course of action is for the signal. The CPU
handles millions of instructions per second which is why you can watch videos, listen
to music and chat with friends all at the same time. Let's look at a simple example of
how signals are processed.
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Knowledge check

The CPU acts as the of a computer.
0 Heart
o Blood
0 Brain
o All of the above

You cannot add new hardware to your motherboard.
o True
o False

Answers —
#1 — The CPU acts as the brain of your computer, processing commands.

#2 — False. You can add new hardware to a computer such as an updated video card.
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Introduction to operating systems

Operating systems, OS, allow you to use files and devices. The OS control all the
programs you are running, by sharing the CPU’s time. They also provide help when
installing new devices. Most OS now have a graphical user interface which allows
more people to use computers. Let's look at how the OS works.

Every time you press a key or click your mouse example of how signals are processed.
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Knowledge check

What does GUI stand for?
0 Generate User Input
o Graphical User Interface
0 General User Interface
o Graphical User Input

Operating systems require updating.
o True
o False

Answers —

#1 — The graphical user interface, or GUL, makes using an operating system such as
Windows 8 easier.

#2 — True. Updates make sure your operating system is secure and running optimally.
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Digital devices

Programs run computers, without programs commanding the computer on what to
do and the input data to the program, the computer would just be a screen and
components. The programs that run computers are like recipes. These programs
have a set of variables, which are like ingredients, and statements, which are like
directions.

Computers may run other programs, which are also known as applications, which are
meant to do other tasks. There are many types of programs, from programs that are
used to create files like a letter or brochure to making a presentation. There are also
programs created for entertainment, such as playing games, watching movies, or
communicating with others.

In order for a program to work, there must be input of data. Much like a car, the car
must have the key inserted and turned for the car to do anything. Once the car is on,
the output is being able to drive or listen to the radio. In a program, information
must be inserted for tasks to be done. When the information is inserted, it will
display on the screen. You will soon click on the next objective, that inputs data that
gives you the output of being able to move on to the next objective.

Once data is in, the file can be saved so that it can be opened or viewed later on. If a
program has inserted information and is closed without saving, all that information
will be lost.

29|Page



Knowledge check

Programs are sets of instructions.
o True
o False

Which of the following options can be called data?
o Text
0 Numbers
o Images
o All of the above

Answers —
#1 — True. Programs are sets of instructions that tell a computer what to do.

#2 — Text, numbers, and images are all data that can be used or created by programs.
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Introduction to networks

Many employees need to print or share documents in their workspace in order to
fulfill their tasks. Buying a printer and memory stick for every single employee would
be very expensive and time consuming. Workspaces normally have a network, a
network consists of two or more computers that are linked in order to share
resources, exchange files, or allow electronic communications. Networks allow all
employees to share information while sitting at different desk, print to the same
printer, and more.

Most networks, if not all, have the following components:

e Aserver

e A workstation

e Communication Channel
The size of the workplace matters because it will indicate whether you use a Local
Area Network (LAN) or a Wide Area Network (WAN).

e LAN
e WAN
Server A Server

The main computer or drive that provides
the services to all the other computers. The
server is in charge of allowing devices or
computers to access certain items.

Workstation Workstation
The actual device that is connected to the

network.
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Communication channel

’\n [E

LAN

Communication channel

The path or link that actually connects
computers or devices to transfer the
information.

LAN

A small network that is confined to a small
and limited area that is usually the size of a
home or a small group of offices.

WAV

A very large network that can be connected
throughout the whole world; via long wires,
optical cables, or satellites. A great example
of a WAN is the Internet.
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Knowledge check

A network consist of two or more computers
o True
o False

This internet is an example of an LAN.
o True
o False

Answers —
#1 — True. A network has two or more computers.

#2 — False, A LAN is a local network.
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Using the Internet

The Internet is a worldwide collection of public networks that are linked to each
other for information exchange. The Internet started as a network to facilitate
communication between government and educational departments in the United
States. When other networks were connected to this network, it became a vast
medium for exchanging information and ideas.

Today, the Internet connects many commercial, government, and educational
networks, as well as individual computers, which share data.

The Internet offers a range of services to its users, such as file transfers between
Internet users and electronic mail for sending messages. The World Wide Web
(WWW), or the Web, is another service that the Internet provides. WWW includes
specially formatted documents that are interlinked and stored on servers around the
world.

You can use the Internet and its services to send messages to other Internet users,
search and apply for jobs, watch movies, and buy and sell products. Many
organizations use a special type of network to communicate and share information
within the organization. Such a network is called an intranet. An intranet is similar to
the WWW but is accessible only to authorized users of the organization. An intranet
is much smaller than the Internet and can provide services such as document
distribution, software distribution, access to databases, and training.

34|Page



Knowledge check

Anyone who can connect to the Internet can also access any intranet they would like.
o True
o False

WWW stands for World With Web.
0o True
o False

Answers —

#1 — False. Intranets are only accessible by authorized users of an organization that
set up the intranet.

#2 — False. WWW stands for World Wide Web
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Congratulations

Congratulations on completing the lesson!
You should now be able to:
e Identify the primary hardware components of a computer.

e Explain an operating system.
e Explain programs and data.
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Computer
Performance
and Features ®& -~
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Consider a situation where you want to buy a television. There are many brands and
models available in the market. You need to make a decision based on the features
that you want and the price of the product. Similarly, there are different types of
personal computers available in the market. They differ on the basis of features such
as price, size, and speed. In addition, these factors affect the overall performance of
the computer.

After you buy a television, you need to choose from different kinds of channels that
are available. These channels may offer entertainment, sports, or news. You can
choose to view a channel based on your preferences. In the same way, after you start
using a computer, there are different types of programs available that help you
perform different tasks. You can use a word processor to create documents or a
spreadsheet to perform mathematical calculations. Communications programs can
help you talk to people at distant locations. With entertainment programs, you can
watch movies, listen to music, or play games.

The role of memory

When a computer performs a task, it stores data in its memory. Computer data is
represented by 0's and 1's. Each 0 or 1 is a bit.

The role of memory can be accessed online at http.//www.microsoft.com/digitalliteracy
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Knowledge check

What is the smallest unit of memory?
0 Byte
o Bit
0 One letter or one number

What is the basic unit of computer memory?
0 Byte
o Bit

0 Megabyte

o Gigabyte

Answers —
#1 — A bit is the smallest unit of memory.

#2 — A byte, or 8 bits, is the basic measuring unit of computer memory.
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Computer performance

There are a number of factors that affect your computer's performance.

Computer Performance can be accessed online at http.//www.microsoft.com/digitalliteracy
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Knowledge check

What determines the speed at which your computer performs tasks?
o RAM
o CPU
0 Hard Disk
o Video Card

Hard Disks have no effect on computer speed.
o True
o False

Answer —
#1 — The CPU determines the speed at which tasks are performed.

#2 — False. Although hard drives do not affect the speed at which all tasks are
performed, faster hard drives process data faster.
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Productivity programs

There is software for just about every task or project you do in that requires writing,
organizing, record keeping or creating images.

Word processing

Note taking

Presentations

Spreadsheets

Databases

Graphics

Word processing programs are used to create and edit
text documents. The come with built-in features that spell
check and format your writings any way you choose.
Some are extremely specialized such as software that aids
with screen writing. Others are made to create high-end
professional looking documents that combine text and
graphics to produce such things as brochures or
magazines.

Note taking programs allow an easy way to take, collect
and organize notes, recordings and other data. You can
then store that information for quick reference in one
convenient location.

With a presentation program you can create slideshows
and business proposals that are professional looking and
easily edited or modified. You can even add audio/visual
elements to make your presentations even better.

A spreadsheet program is used to manage charts and
graphs. You can organize budgets, streamline complex
calculations and manage data tables. Spreadsheets use
cells in vertical and horizontal rows to custom create any
chart you need.

A database is used to organize and store data in a
searchable and manageable format. You can create data
reports that can track sales, customer information and
inventory.

Graphics programs help you create pictures and drawings.
The software allows you to edit what you draw or enhance
photographs. These programs often offer digital art tools
such as custom color options and various built-in pencils,
paintbrushes and pen types.
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Knowledge check

With type of program can you use to create slide shows?
0 Word Processing
o Note Taking
0 Presentation
o Graphics

What type of program can you use to store information for quick reference in one
convenient location?

0 Spreadsheet

o Graphics

o Database

o0 Note taking

Answers —

#1 — A presentation program helps you create slide shows, business proposals, and
more.

#2 — Note taking programs provide an easy way to take, collect, and organize notes,
recordings, and other data.
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Minimum requirements for software

Before you buy and install a software application, be sure that your computer meets
any stated minimum requirements for that application. For example, an application
may require a minimum amount of RAM, free space on a hard drive, or processor

speed.

43|Page



Knowledge check

All software applications and programs will work on all computers.
o True
o False

Minimum software requirements usually include enough hard disk space, enough
RAM and what?

Spreadsheet

Processor speed

CD or DVD player

None of the above

O O O O

Answers —

#1 — False. Computers must meet the minimum requirements to run software
applications.

#2 — Minimum software requirements usually consist of the right amount of RAM,
hard disk space, and processor speed.
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Communication programs

The Internet allows us to
quickly and easily
communicate with people
all around the world.

Sending e-mail

Sending e-mail is the
exchange of messages from
one computer user to
another computer user.

Instant messaging

Instant messaging programs
allow you to send and
receive messages
immediately.

Social media

You can build or join social
groups with common
interests by using social
media and social
networking sites.
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Sending email

Sending e-mail is the exchange
of messages from one computer
user to another computer user.

This exchange can be within a
local area or from one part of
the world to another.

You can send an e-mail message
to, or receive an e-mail message
from, one or several persons at
any time of day.

To use e-mail you must have an
Internet connection and an e-
mail account.

You can obtain an Internet
connection from an Internet
service provider and use several
services, such as Windows Live
Mail, to create an e-mail
account.

If you have an e-mail account, it
will be similar to
username@example.com, where
the username is set by the
account owner.

The “at” symbol and then
example.com is the domain
name.

A domain name identifies the
name and type of organization
with whom you have an e-mail
account.

After you have an e-mail
account, you need to know the

46|Page




e-mail address of any person to
whom you want to send an e-
mail message.

You can send both text and
pictures through e-mail;
however, this can depend on
various factors, such as the type
of service you have or the kind
of picture you are sending.

Sending and receiving e-mail
messages is an instant way of
communicating with anyone.

It only takes a few seconds to
send and receive an e-mail
message depending on the
speed of your Internet
connection.

—
| username®@example.com
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Instant messaging

Instant messaging
programs allow
you to send and
receive messages
immediately.

When you are
chatting with
someone over an
instant messaging
program,

the person on the
other end receives
your messages
immediately.

You can use these
programs to
communicate with
several people at
the same time.

A commonly used
communication
program is
Windows Skype.

You can share
pictures and other
files through
Windows Skype.

With some chat
programs including
Windows Skype
you can talk to the
person you are
chatting with over
a microphone.
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This form of chat is
called voice chat.
You can also see
the person you are
talking to by using
a device called a
webcam.

This form of chat is
called video chat.
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Social media

You can build or join social
groups with common
interests by using social
networking sites.

To use a social networking
site, you need create an
account and a profile.

This profile contains all the
information that you want
to share with your contacts.

With social networking sites
you can share ideas, share
files, view photos, and hold
discussions.

Windows Live allows you to
view highlights of updates
from your contacts on
Outlook, Skype and other
social networks.

b B
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Some of the social
networking sites also allow
you to post job openings
and promote products.
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Knowledge check

Which communication program allows you to send and receive messages with
attachments any time of day from anywhere around the world.

o Email

o Instant messaging

o Social Media

You can do instant video chat from any computer.
o True
o False

Answers —

#1 — You can send an email message with an attachment at any time of day from any
computer with an Internet connection.

#2 — False. You need to have a webcam and a microphone in addition to an instant
messaging program to do video chat.
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Educational and entertainment programs

Computers can give you access to educational and entertainment programs that may
not be available in your community.

Educational programs You may want to learn a new language
or work toward a college degree but you

don’t have a school that offers the
courses you want in your home town.
With your computer you can find and
download educational software that
focuses on the lessons you want to study.
Often these programs are designed to
teach the course just like a school does,
and offer audio/visual elements to make
the learning experience more immersive
or interactive. You can discover
educational software that accommodates
any age group or subject with a simple
web search.

Entertainment programs Entertainment options are nearly endless
on your computer. Don't have a movie

theater or arcade in your town? You can
find the latest games and movies from
your computer while sitting at home and
download them to watch anytime. You
can do the same with music and video
games. With a PC or laptop, you can also
watch or listen to your music or movies
on a CD, DVD or Blu-ray disk, depending
on what your computer is compatible
with.
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Knowledge check

You can learn a new language using educational programs on your computer.
o True
o False

There aren't a lot of options for entertainment on your computer.
o True
o False

Answers —

#1 — True. With your computer you can find and download educational software that
focuses on the lessons you want to study including new languages.

#2 — False. Entertainment options are nearly endless on your computer.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:

e Explain the role of memory.

e Explain the basics of computer performance.

e Compare the features of common computing devices.

e Describe the types of productivity programs and their uses.

e Describe the types of communications programs and their uses.
e Describe the uses of educational and entertainment programs.
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Computer
Operating
Systems

An operating system performs four primary functions. It manages and controls the
hardware connected to a computer. It helps other programs running on a computer
to use the hardware. It helps you organize and manage files and folders on the
computer. It provides a user interface that allows you to interact with the hardware,
the operating system itself, and other programs.

Functions of an operating system

An operating system controls how programs work with each other and how they
interact with the computer hardware. It also creates the file system that determines
how your data is stored within a storage device.

Functions of an Operating System can be accessed online at http.//www.microsoft.com/digitalliteracy
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Knowledge check

The operating system controls how programs work with each other.
o True
o False

Adding a WiFi connection, managing hard drive space, and automatic backup are
examples of what?

Operating Systems
Utilities

User Interface
Authentication

O O O O

Answers —
#1 — True. The operating system controls how programs work with each other.

#2 —Operating systems provide utilities such as adding WiFi connections, managing
hard drive space, and automatic backup.
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Windows 8 interface

The interface for Windows 8 includes performance improvements and security
enhancements.

Windows 8 Interface can be accessed online at http.//www.microsoft.com/digitalliteracy.
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Knowledge check

Which of the following can you do with the Live Tiles on the Windows 8 Start screen?
o Change their order
o Change their size
0 Remove them
o All of the above

How do you display the Windows charms by using the mouse?
0 You can't access the charms with your mouse
o Place your mouse in the upper-right or lower-right portion of your screen
0 Right-click

Answers —

#1 — You can change the order or size of the tiles on the Windows 8 Start screen, or
remove them.

#2 — Point to the upper-right or lower-right corner of the screen to display the
charms.
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Windows 8 start screen

The Windows 8.1 start screen allows a new level of personalization. In the start
screen, you will be able to customize to your own personal preferences. You can pin
your favorite applications (apps), websites, friends, files, and folders, to your start
screen. You can also change your background and color the way you want it to

appear.

Personalize your
desktop
background

Adding apps

Arranging tiles

The Start screen allows you to customize it the way you
prefer it. You can change the start screen with themes,
background colors, accent colors, and motion
backgrounds. To personalize your computer, you must
first access the charms. You can find the charms by
moving your cursor to the upper-right corner or the
lower-right corner of the screen. The charms will display
five different settings: Search, Share, Start, Devices, and
Settings. Click Settings, and then click Personalize. You will
now be able to see the Personalize tab that allows you to
choose from different themes, background colors, and
accent colors.

When installing an application, Microsoft's Windows 8.1
operating system will usually create a tile on the Start
Screen. In some cases, you will need to add the tile
yourself. To add a tile, you must be on the Windows 8
Start Screen, and then left-click the All Apps button
located on the bottom right corner. The All Apps button
will reveal a list of all installed apps. Move your cursor to
the desire application that you would like to appear on
the Start screen, and then right-click the appropriate
application. A panel will appear on the bottom giving you
different options. These different options can include: Pin
to Start, Pin to taskbar, Open new window, Run as
administrator, and Open file location. Click on the Pin to
Start button. Now the selected application will be added
to the Start Screen. After you have added an application,
you will automatically slide back to the Start Screen to
view the location of your newly listed application.

Now, you may want to arrange the tiles on your Start
Screen. You can arrange them into specific categories
depending on their purpose or however you want them to
appear. To move a tile, you must click on a specific tile
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Changing tile sizes

Running multiple
apps

Changing your
account picture

and hold it. Now, you will be able to drag it to any place
on the screen. To arrange multiple tiles into a group, you
need to drag one tile to an open space. When the gray
bar appears, release the title. You can start drag more tiles
to the selected group. Another way to create a group is to
right-click all the applications you want to move. After
right-clicking the tiles you would like to move, you need
to left-click one of the selected tiles and hold it moving
towards the desired location.

Another way to personalize your Start screen is by
changing tile sizes located on the Start screen. Windows
8.1 offers four different sizes: small, medium, wide, and
large. You can set your favorite or most used apps,
websites, friends, files, and folders on your start screen.
This way you can have easy access to them. Once you get
all your desired applications in the right place on the Start
Screen, you will be able to change the sizes of tiles. To
resize a tile, you must right-click the application you want
to resize. A panel will appear on the bottom of your
screen giving you different options. These options may
include Unpin from Start, Uninstall, Resize, and Turn live
tile off. Click the Resize button. It will give you options of
resizing your tiles to small, medium, wide, and large.
Some of these options will not appear depending on the
application.

You may want to run multiple applications at once. The
Windows 8.1 allows you to use up to four applications,
depending on your screen’s resolution. While running
these applications, you can snap them, which means that
you can adjust the size of each application displayed on
the screen. For an example, you can now have your email
open, while watching a video, and completing a work task.
This makes multitasking easier.

In the upper-right corner, you might have notice your
account name and a default account picture. You can
customize this to meet your personal information. To
change your picture, right-click your name or default icon
picture, it will give you options such as: Change account
picture, Lock, Sign out, and Switch account. If there are
multiple signed on registered accounts, you will get an
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Using the search
charm

Start button

option to sign on. You will be redirected to the Your
account menu. In here it will give you the option of
connecting to your Microsoft account, changing your
account picture, or you can create an account picture.
Underneath the "Account picture” section, there should be
an option called, Browse. If you have already a picture in
your PC, you can locate it by using Browse. Once you have
clicked Browse, it will automatically display your Pictures
folder. Click the desired picture, or locate the picture you
want inside another folder. After finding the picture that
you would like to use, click Choose image. You can also
create an account picture underneath the section called
“Create an account picture”. It gives you the option of
Camera and People. The Camera option is used when
there is a webcam installed onto your computer. You can
create an account picture easily like this or you can even
create a video to use instead of a photo. To do this, press
the Camera option, you will be directed to your installed
camera application. This will allow you to take pictures or
record videos which will then be your default picture. The
People option allows you to sync your picture and all
other information from your Microsoft account.

The Search charm has been provided in Windows 8.1. This
will provide global search results powered in Bing to find
the best answer for your query. It searches from your local
PC by applications, settings, and files, and then it will give
you searches from the World Wide Web if you are
connected to the Internet. Now, you will be able to search
from the Internet without having to open a browser.
Microsoft 8.1 Blue version has added this handy feature to
provide this to make getting things done easier and
quicker. For an example, you can now search your favorite
artist group, and the Search charm will provide
information about them, discography, songs, album
names, images, videos, and different websites that feature
your search term. To access the Search charm, you can
click the Windows key + F or move your cursor to the
upper-right or lower-right corner. You will be able to view
your charms, click on the Search charm.

One of the major features that Microsoft has brought
back in Windows 8.1 was the Start button. You can quickly
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access the Start screen by moving your cursor to the
bottom-left corner of the screen in Windows 8.1 or by
clicking the Windows icon located on your keyboard.
When right-clicking the Start button, you will be able to
see the PC settings. Windows 8.1 offers the updated
Settings feature meaning that you will not have to go into
your Control Panel. You have access to Programs and
Features, Power Options, System, Task Manager,
Computer Management, Search, Shut Down, and such.
When you have a program open, clicking the Start button
will allow you to go back to the Start screen.

Windows 8.1 gives a clean and easy way to access your
applications from your Start screen. You may prefer to
find these applications directly from your desktop or from
a different Start screen. You change the Windows 8.1 Start
screen by going to your desktop. To go to your desktop,
press the application that says Desktop or you can locate
it through Apps. Once you are on the desktop screen,
right-click on the Windows 8.1 taskbar, and then choose
Properties. Click on the Navigation tab, then under the
Start screen section, you are able to view what options
you can choose from. These options should include: Go to
the desktop instead of Start when I sign in, Show my
desktop background on Start, Always show Start on my
main display when [ press the Windows logo key, show
the Apps view automatically when I go to Start, Search
everywhere instead of just my apps when I search from
the Apps view, and List desktop apps first in the Apps
view when it's sorted by category. If you want to load to
the Start screen, click on the box next to Go to the
desktop instead of Start when I sign in and click Apply.
When applied, every time you start your computer, you
will be directed straight to the desktop view.
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Knowledge check

What is the effect of right-clicking the Windows 8.1 Start button?
o Display the Start menu
o Display the Start screen
o Display the PC settings

How do you move tiles on the Windows 8 Start screen?
o Click and drag
0 Swipe to display all apps and drag
0 Use the control panel

Answers —
#1 — Right-clicking the Start button displays the PC settings.

#2 — To move a tile, you must click on a specific tile and hold it. Now, you will be able
to drag it to any place on the screen.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:

e Explain the common functions of an operating system.

e Identify the components of the Windows 7 interface.

e Explain the options that are available in the Start menu of Windows 7.
e Work with the Windows 7 interface within programs

e Manage files and folders in Windows Explorer.

e Perform basic file operations on Windows 7 operating system.
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Career
Opportunities

Using computers is no longer restricted to any specific field of work. They are
extensively used everywhere, from households to large businesses. This widespread
use of computers has created many career opportunities. Depending on your field of
interest and degree of knowledge about computers, you can select a job that
matches your skills.

Computers in everyday life

Computers are used in everyday life all around the world in cities and in remote areas
and even in space.
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Knowledge check

There aren't a lot of uses for computers in rural areas.
o True
o False

Computers are used in which of the following?
0 School
o Work
0o Home
o All of the above

Answers —

#1 — False. There are a lot of uses for computers in rural areas and with wireless
Internet you can do even more.

#2 — Computers are used in every aspect of life today including at home, work and
school.
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Overview of career opportunities

Overview of
Career
Opportunities

Information
Worker

Warehouse
Manager

Remember that computers play a
major role daily life in many
industries, schools, government
offices, and shops. Computer literacy
is a valuable skill whether you work in
education, farming, business, health
care, scientific research, government
affairs, arts, entertainment, publishing
and many other industries.

A warehouse manager keeps an
account of the warehouse stocks,
manages receipts, storage, training
employees, and such. It is vital that a
warehouse manager uses a computer
to keep track of their company. The
use of computers, word processors,
and data processing systems has
made the task easier. A warehouse
manager has to dispatch and send a
wide range of products. They must
organize their inventory, stock
shelves, transfer and export inventory.
Without the use of a computer and a
data-entry program, companies can
be short on inventory and therefore
can cost the company money.
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An information worker, known as a home
and office user, does not particularly work
with computers although they normally use
a computer to enter and maintain records.
An information worker can include a data
entry operator, a warehouse manager,
graphic designers, a travel agent, a human
resource manager, or an entrepreneur.
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Data Entry
Operator

Travel Agents

Graphic
Designers

Travel agents arrange their clients
with travel arrangements, look up
quotes about plane tickets, hotels and
restaurants, collect payments for
transportation and accommodations,
and provide information about mode
of transportation, finances, and flight
schedules. To provide their clients
with this information, they must use a
computer. A travel agent can search
up their client’'s accommodations,
ticket time and price, information
about a specific place; compute the
costs of their trip, transportation,
restaurants, and hotels, with a
computer.
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A data entry operator can use the computer
to create documents, enter data such as
names, addresses, statistical information,
business information, account numbers, or

. other data, handle word processors, and

maintain records. These records can be
analyzed by the computer to generate
reports. The words “data entry” is broad and
could be used for a position that types
information into a computer program such
as Microsoft's excel.

—

Graphic designers create designs and art
that are visually-appealing to the target
audiences. Graphic designers can work with
drawn, painted, photographed, typography,
or computer generated-images. Most
graphical designers work with computers to
complete their task. Normally, they develop
creative ideas and concepts to create.
Graphic designers usually create their pieces
of work using a computer with an advance
photo editing program. They can create a
poster, a billboard, a business logo, a
magazine ad, an album cover, a website, and
more.  If you want to work closer with
computers, you can seek various job
opportunities in the field of computers, if
you have relevant knowledge. Depending on



your skills, you can work as an information
worker, an IT professional, or a software
developer.

Information Information Technology professionals,
known as L.T. professional are

Technology
. specialist that apply their technical
Professionals P PPYY

expertise to the implementation,
monitoring, or maintenance of IT

systems. IT professionals can

specifically work in one area such as
computer networking, database
administration, system administration,
security and information assurance, IT
audit, database administration, web
administration and more.

Information technology careers vary
depending on your education level.
You can get a certification, teach
yourself, and get a degree in
information and technology.

LT. jobs are based specifically on the
computer. Examples of IT
professionals include network
administrators, and database
administrators.

Network Network administrators are responsible for
Administrators managing a local area network (LAN) or a
wide area network (WAN) for an

organization. Network administrators can

organize, install, and support an

organization’s computer system by
maintaining network security, installing new
hardware and applications, monitoring
software upgrades, enforcing licensing
agreements, developing a storage
management program, and insure routine
backups. Network administrators make sure
that the network is a reliable, secure, and
efficient..
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Database
Administrators

Bank Clerks

Entrepreneurs

Software
Developers

A database is an organized collection
of information on a computer.
Database administrators are in charge
of storing, organizing, and managing
data. Database administrators make
sure the database is operating
efficiently, maintaining a secure
successful database, fine-tuning,
upgrading, and testing modifications
if needed.

In today's society, entrepreneurs use
blogs and social network sites to
promote their business and products.
These networking tools give their
businesses a wider reach and help
them meet possible prospects.
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Bank clerks use computers to process
transactions for their clients. Using
computers, they provide information such as
creating a new account, looking up account
balance and interest rates, for their
customers.

Software developers create applications,
software, and, programs, that businesses
and consumers use every day. They can
range from game developers, mobile
application developers, to making software
for a company. They write programs,
diagnose and fix problems, design, and
organize projects. Every time you open an
application on your phone or on your
computer, this is the work of a software
developer.



Knowledge check

Computer literacy opens up many new and exciting career opportunities.
o True
o False

Who writes programs, diagnoses and fixes problems, designs, and organizes
projects?

o IT workers

o Software developers

0 Bank clerks

o Travel agents

Answers —
#1 — True. Computer literacy opens up many new and exciting career opportunities.

#2 — Software developers write programs, diagnose and fix problems, design, and
organize projects.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:
e Describe how computers have become a central part of everyday rural and

urban life.
e Identify the career opportunities available to a computer-literate person.
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Glossary
A

Applications

A program or group of programs that are designed for users to accomplish a specific task.
Word processors, Web browsers, games, database management programs, presentation
programs are a few examples of applications.

Authentication
The process by which a computer system validates a user's logon information.

Authorization
The process by which a user can associate specific permissions to each username.

B

Bit
The smallest unit of information that a computer handles. A single bit can hold only one of
two values, 0 or 1.

Byte

A combination of eight bits arranged in sequence.

C

Central Processing Unit (CPU)
The primary hardware device that interprets and runs the commands you give to the
computer.

Chat Program
Programs that allow you to send and receive messages instantly. You can use a chat program
to communicate with several people at the same time.

Commands
Instructions that you give to a computer for it to carry out an action. Commands are either
typed by using a keyboard or are chosen from a menu.
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Communication Channel
A path or a link that connects computers or peripheral devices, such as printers and disk
drives, to transfer information.

Communication Programs
Programs that are used by computers to exchange messages and files with other people in a
digital format.

CPU Speed
The rate at which the CPU can perform a task, such as moving data to and from RAM, or
performing a numerical calculation.

D

Data
The plural for the Latin word datum, meaning an item of information.

Database Programs
Programs that are used to store and manage data in an organized way. You can also use
these programs to sort or search for information stored in a database.

Desktop
An on-screen work area that uses a combination of menus and icons.

Desktop Computers
Computers are made up of individual components such as a monitor, a keyboard, a system
unit, and a printer.

E

E-mail
The electronic form of the traditional postal mail. E-mail allows you to exchange messages
and files over a network.
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F

Folder
A container for programs and files in GUI interfaces.

G

Gigabyte
The unit of data measurement equal to 1,024 MB, which is approximately one billion bytes.

Graphical User Interface (GUI)
A user interface which displays images and pictures that allows a computer user to interact
with a computer easily.

Graphics Programs
Programs that are used to create and edit drawings. You can also use these programs to
enhance photographs.

H

Handheld Computer

Computers that are smaller than laptop computers and provide fewer features compared to
than desktop computers or laptop computers. Handheld computers are used for specific
everyday tasks, such as managing personal data.

Hardware
The physical components of a computer.

Icon
A small image displayed on the screen to represent an object.

Input Devices
A device used to provide information to a computer. A keyboard is an example of an input
device.
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Internet
A worldwide collection of public networks that are linked to each other for information
exchange.

Internet Service Provider (ISP)
A company that provides Internet connectivity to individuals, businesses, and organizations.

Intranet
A special type of network used to communicate and share information within an
organization.

K

Kilobyte
The unit of data measurement that is equal to 1,024 bytes.

L

Laptop Computers
Lightweight and portable personal computers. Laptop computers are also called notebook
computers.

Local Area Network (LAN)

A network that connects devices within a limited area, such as a home or a small group of
offices.

M

Megabyte

The unit of data measurement that is equal to 1,024 KB.

Menu

A list of options from which a user can select an option to perform a desired action, such as
choosing a command or applying a particular format to part of a document. Many programs,
especially those that offer a graphical interface, use menus as a means to provide the user
with an easy-to-use alternative to memorizing program commands and their appropriate
usage.
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N

Network
A group of computers that are connected to share resources and exchange information.

Network Drives
A disk drive that is shared with other computers on a network..

Notification Area

The area located on the right side of the taskbar when the taskbar is located at the bottom
of a screen. The notification area displays the time, a volume icon, and icons of some
programs that are running on a computer.

O

Microsoft Office 365
A Microsoft group of hosted productivity, communications, and collaboration services
including the Office desktop suite, Exchange Online, SharePoint Online, and Lync Online.

Microsoft Online Services

Microsoft hosted solutions for businesses with advanced IT needs. The suite includes
Microsoft Exchange Online, Microsoft SharePoint Online, Microsoft Office Communications
Online, Microsoft Forefront, and Lync Online

On-premises software
Software installed and run on computers on the premises of the person or organization
using the software, rather than at a remote datacenter via cloud computing.

OpenStack

An [aaS cloud computing project by Rackspace Cloud and NASA, joined by more than 120
companies such as Citrix Systems, Dell, AMD, Intel, Linus, HP, and Cisco, to provide free open
source software released under the terms of the Apache License.

Oracle Corporation
An enterprise software company that develops, manufactures, markets and distributes
database technology software.

78| Page



P

Private Cloud

An internal environment optimized for performance and cost that provides self-
service access to IT resources on demand and is deployed inside a customer's
datacenter and is powered by packaged server products, providing compatibility with
existing applications.

Public Cloud
Offers customers the ability to deploy and consume services using a highly scalable platform
providing pay-as-you-go flexibility.

S

Server

The main computer on a network that provides services to other computers on the network.
A server decides which computers are allowed to access the hardware and software on the
network.

Setup Wizard
A guide that takes the user through each step of a particular task, such installing hardware or
software.

Software
A sequence of instructions that a computer can execute. It is also referred to as programs.

Spreadsheet Programs
Programs that are used to create budgets, manage accounts, perform mathematical
calculations, and convert numerical data into charts and graphs.

Storage Devices
Devices that are used to store data. A hard disk is an example of a storage device.

System Unit

The box that holds the processor, motherboard, disk drives, power supply, and the expansion
bus.
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T

Tablet Computer
Computers that allow you to write directly on the screen by using a pen called stylus.

Taskbar
A rectangular bar that is usually located at the bottom of the computer screen. You can use
the taskbar to select a program running on your computer.

Terabyte
The unit of data measurement that is equal to 1,024 GB, approximately equal to trillion bytes.

The Web

Also known as the World Wide Web (WWW), is a collection of information that is accessible
on the Internet. This information is arranged logically and stored on computers known as
Web servers.

W

Wallpaper
A pattern or picture on the screen background that you can choose.

Wide Area Network (WAN)
A network that connects devices in geographically separated areas.

Window
A rectangular area on the monitor that displays a program. Each program has its own
window.

Word-processing Programs
Programs that are used to create and modify text-based documents.

Workstation
A computer connected to a network. You use a workstation to access the hardware and
software on a network.
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Welcome

Description

Productivity programs are tools that you can use to create documents, presentations,
tables, charts, and graphs. This course explores the most common productivity
software applications used in business, in education, and at home. In this course, you
will learn the features of various productivity programs such as word processing
software, spreadsheets, presentation software, and databases. You will also learn how
to select the right software to cater to your needs.

Benefits

Productivity programs are used in business for schedules, résumés, business plans,
and more. These programs are widely known and used on a daily basis. In school,
students are using these applications to write essays, create presentations, and
organize their schedule. High Schools and Colleges have started demanding a typed
final essay for a grade; forming these applications into a vital part of education.
Others may use the applications at home for any other tasks, making these
applications a universal tool.
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The
Internet
and the
World
Wide Web

The Internet is an international computer network that allows you to go to websites for
certain objectives, such as:

e Email

e Information

e Education

e Entertainment
e Communication
e And more

This lesson will help you identify various uses of the Internet, such as searching for
information, sending letters and cards, playing games, reading the latest news, or
even buying and selling products. You will also learn about the components required
to connect to the Internet and the different types of Internet connections. In
addition, you will learn about the term bandwidth and the bandwidth provided by
different types of Internet connections

Imagine a scenario where you want to exchange information between a computer on
your network and a computer on another network. For this exchange, you can use
the Internet to connect both the networks. The Internet is a collection of networks
that are connected together to exchange information. Today, the Internet is being
used worldwide.

A new trend on the Internet is cloud services, which allows users to store data or run
programs on remote machines and access that data on any computer. A cloud
service is replicated to several distribution centers across the globe. This replication
allows other machines to resume activity of a cloud service if the active center
experiences an interruption in service or loses connection.
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Uses of the Internet

You can do the following in the Internet:

» Perform banking transactions

= Communicate with people all around the world

= Obtain up-to-date news on world events

= Search for information on any topic

= Study any course of your choice and even take exams

= Access entertainment including music, games, TV, movies, and pictures
= Buy and sell products
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Knowledge check

You can use the Internet to which of the following?

Transfer money to pay a bill

Video Chat with a friend in a different country
Listen to a new music album

All of the above

O O O O

You can listen to music or watch videos saved on your computer but not from the
Internet.

o True
o False

Answers —

#1 — You can do all of the things listed above and more with and Internet
connection.

#2 — False. You can listen to music or watch video files saved on your computer and
also stream music and video files directly from the Internet.
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Identify the requirements for an Internet connection

Connecting to the Internet requires specific hardware and services. You need to have
a computer and a connection device such as a modem. Service is provided by an
Internet service provider (ISP). Let's look at what is required to connect to the
Internet.

To connect to the Internet,
you need a computing
device, a connection device,
and an Internet Service
Provider, or ISP.

The computing device can be
a personal computer, a
portable computer, a tablet
computer,

or even a mobile device, such
& & as a cell phone, a smart
& ¥ v/ phone, or a handheld device
NS~ ==/ '

To connect your computer to
the Internet, you need a
connection device, such as a
modem.

12adfi dfgs53430 /\ 00110011000010
/ A modem converts digital

information into analog
information and transmits it
over a phone line.
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You can use cables to
connect to the Internet.

Such a connection is called a
physical connection.

Another device you need for
wireless connectivity is an
access point (AP).

This is used to connect a
wireless computing device to
a wired network.

This wired network may
belong to an ISP.

You can then connect to the
Internet through the ISP.

The wireless device such as a
USB modem provides access
to the Internet via 4G, 3G, or
general packet radio service
(GPRS), or circuit switched
data (CSD).



Knowledge check

You must have an Internet Service Provider (ISP) to connect to the Internet

0o True
o False

WiFi connections only permit one connection at a time.

0 True
o False

Answers —
#1 — ISP stands for Internet Service Provider

#2 — False. WiFi can support many connections at the same time. You can also have
different devices such as a computer, phone, TV, and tabled connected at the same
time.
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Identify the Features of two types of Internet connections

There are two common ways to connect to the Internet; dial up and dedicated
connections. A dial up connection is less expensive but can be very slow. Dedicated
connections are very fast but require a certain infrastructure that may not exist in
rural areas. Please continue to view video demonstrations of the two types of
Internet connections.

Dedicated connection video

A dedicated Internet
connection keeps the
computer connected to the
Internet all the time.

In a dedicated Internet
connection, you do not need
to request your ISP for a
connection every time you
want to connect to the
Internet.
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Dial-up connection video

0|Page

Many large organizations
and universities use
dedicated Internet
connections because these
organizations and
universities need to use the
Internet extensively.

This worker only wants to be
connected to the Internet for
only a short time, and
therefore uses a dial-up
Internet connection.

In a dial-up connection, you
need to connect the ISP
every time you want to
connect to the Internet.



You can disconnect from the
Internet after completing
your work.

ISP
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Knowledge check

If you live in a remote area, what type of connection is most likely available to
connect to the Internet?

o Dial-Up
o Dedicated

What type of Internet connection do businesses use to stay constantly connected to
the Internet?

o Dial-Up
o Dedicated

Answers —
#1 — Dedicated Internet connections are faster than dial-up.

#2 — A dedicated Internet connection is always connected and does not require users

to sign in or sign off.
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Bandwidth and Internet connections

Bandwidth is the amount of data that can be transmitted over a network in a certain
amount of time and is measured in Mbit/s (megabits per second), Kbit/s (kilobits per
second), or bit/s (bits per second). If the bandwidth of a network is 1 Mbit/s, then 1
megabit of data can be transmitted over that network in 1 second. The actual rate of
transfer of data will however vary depending on a number of factors such as the
equipment of the ISP, the type of Internet connection, and the number of people
using the same connection at a single point in time.

Bandwidth and Internet Connections simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy

93|Page


http://www.microsoft.com/digitalliteracy

Knowledge check

Megabytes are a common measurement of Internet speed.

0o True
o False

Cable modems require users to dial in for an Internet connection.

0 True
o False
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Congratulations

Congratulations on completing the lesson!

You should now be able to:

e Explain basic concepts related to the Internet

e Explain two common ways to connect to the Internet

e Describe different types of dedicated Internet connections
e Identify what is required to connect to the Internet
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The
World
Wide
Web

In this lesson, you will be able to learn about the benefits of the World Wide Web.
You can use the World Wide Web for many services. You will be able to learn the
basic features of Internet explorer, a browser, which you can use to access the World
Wide Web from. You will also learn how to perform online transactions, which allows
you to buy or sell merchandise, order tickets, pay your bills, and perform banking
transactions.

Web components

The Internet is a series of connected networks. To access information on the Internet
you need to know how and where to access the specific information or network. We
use Internet Protocol (IP) addresses to label and recognize websites and Internet
users. Web browsers access these IP addresses to open web pages or networks.
Continue to the next simulation to see how IP addresses work.

How the Internet works simulation can be accessed online at http.//www.microsoft.com/digitalliteracy
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Knowledge check

Every Website on the Internet has a unique IP address.

0o True
o False

Web browsers read the information sent from a website.

0 True
o False

Answers —
#1 — True. Websites are located and opened by browsers using a unique IP address.

#2 — True. Browsers can display HTML, CSS, XML, and other files that websites use.
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The basic features of Internet Explorer 11

You can use the Internet to avail a range of services, such as transferring files
between Internet users, sending messages through electronic mail, and browsing for
recent news and information in Web sites. You can also use the Internet and its
services to search and apply for jobs, watch movies, and buy and sell products. In this
simulation, you will learn about the various features of Internet Explorer 11.

Eitke 241k Follow @Mshea NIN A

msn¥

news sports entertainment !\fﬁﬁ[‘)’E‘

Click the URL in the
navigation bar at the
bottom of the window.

To visit a website type in the
URL of the webpage you
want to view and press
enter.

To add a webpage to your
favorites list, click the
“Favorites” button on the
navigation bar to open the
favorites list.

Discover For Home
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B® Microsoft 5 Click the “"Add to favorites”
Products = . ......|..,..“ . Support = Shop = Exporience Surtace at a Microsolt SHofe near you butto nl

Then click "Add" to finish
adding the webpage to your
favorites.

You can go back to the page
you were previously on by
clicking the “Back” button
on the navigation bar.

biNg |

Oshowal @Oy from Canada

bing.com,
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8" Microsoft » After going back to the
Producs - Dowlois+ oo Shup- previous page, you can go
. forward again by clicking
the “Forward” button.

Discover For Home

Windows
Office

Right click over a blank area
of the current page to open
- the tabs menu and then
ﬁ ‘ click the "New tab"” button
R |

bing’ to open a new tab.

You can then type in the
' URL for the website you
: wish to view.

N ‘izhi \ \‘“
“t'ﬁq Wy

You can quickly switch
between tabs by clicking on
them in the tabs menu.

vww.bing.com,

You can close tabs by
clicking the “X" button on
the tab you wish to close.
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Knowledge check

You can save as many favorite websites as you wish.
o True
o False

You can only have one web page open at any one time.

0o True
o False

Answers —
#1 — True. There is no limit to the number of favorite websites you can save.

#2 — False. You can have a number of different sites open in browser tabs or even
different browsers.
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Search for reliable information on the Web

The Internet has a wealth of information, however finding what you are looking for can be
hard without the right tools. Search engines like Microsoft's Bing helps users find
information. In this lesson we will learn how to use a search engine so that you can find
information quickly.

In order to access
information on the Internet,
we can use a search engine
like Microsoft's Bing.

To search with Bing type
what you are looking for in
the search box.

Related suggestions will
appear below the search box
on a results page.

The results page will show
you how many results match
your keyword or keywords

and will also show you
related searches for your
keyword or keywords.
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Each result contains a brief
description and a link to the
website.

biNG  maoon £ o

Social Results

anmee

_

If the website is not
available, the search engine
may have a saved version of
azmria the that website.

This ‘out of date’ version can
be viewed by selecting the
‘Cached Page’ command.

Your search may result in
thousands of webpages.

Each result page only
contains a few results, to see
the rest you can select the
links at the bottom of the

page.
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Knowledge check

Search engines make it harder to find information on the Internet.
o True
o False

You can search for specific types of information like images and maps.

o True
o False

Answers —

#1 — Search engines help you find websites and other content by using keywords and
phrases.

#2 — True. You can search for images, maps, videos, news and more.
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How to perform transactions over the web

Businesses have web sites on the Internet that allow you to perform online transactions.
These types of transactions include buying or selling merchandise, ordering tickets to a
location or event, and performing banking transactions. Let's look at what is involved with
online transactions.

An online transaction refers
to a business transaction
that is made over electronic
systems, such as the
Internet.

You can buy and sell items
and gifts online with a debit

= M T §§ or credit card.

ATM transactions such as
deposits, withdrawals,
inquiries, and transfers are
some the examples of online
transactions.
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An online transaction usually
requires you to provide
personal information such as
user name, password,
address, and bank account
or credit card details.

Because there is a great deal
of personal information
exchanged in an online
transaction,

you must ensure that the
transactions are done in a
secure manner and only on
credible Web sites.

How to perform transaction over the web simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

You must be connected to the Internet to perform online transactions.

0o True
o False

Online transactions should only be performed on secure and trusted websites.

o True
o False

Answers —

#1 — True. You must have an online connection to the website you want to do a
transaction with.

#2 — True. If you do a transaction on an unsecure website you risk having your
information stolen.
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Congratulations

Congratulations on completing the lesson!

You should now be able to:

e Explain the components of the web

e Explain how web addresses work

e Describe how to connect to the Internet

e Explore web sites by using a browser (Note: examples from Internet Explorer)
e Save your favorite web sites

e Search for information on the Web (Note: examples from Bing.com)

e Understand how to perform transactions over the web
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Using Email

Electronic mail or email is similar to traditional postal service mail. Instead of a pen
and a paper, you use a software program to write your message, and a network
server takes the place of the postal employee in delivering a message to its recipient.
A message can travel halfway around the world in seconds, and can have the
following content:

o Text

e Pictures

e Data Files
e Audio

e Video Clips

e And more

In this lesson, you will learn about creating and managing email messages. You will
also learn about various email etiquettes.

How email works

Electronic mail, commonly known as email, allows you to communicate with friends
and family through the Internet. Email is a great way to communicate and share
information quickly. In this lesson we will learn about email.

The Working with Tables and Pictures simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

Several users can have the same email identifier on the same domain.

0o True
o False

It is recommended that you always add a subject line when writing an email.

o True
o False

Answers —
#1 — False. Each user needs a unique address on the same domain.

#2 — True. Emails that do not have a subject line can be marked as spam and look
suspicious to the recipient.
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Create an email address

To use email you need to register with an email service. In this lesson we will show you how
to create a Hotmail account thru Microsoft Live.

Creating an email is as easy as 1, 2, 3. By using your email account, you can send
emails to multiple email clients all around the world.

Sending an email is a lot like sending a text message on a phone. You need the other
person’s phone number; where in an email, you need their email domain. Once the
recipient has been chosen and the subject for the email has been written, we move
from the header to the body. The body of the email is much like the actual text sent
in a text messages. A text message can hold a picture or video along with text, much
like an email. Except, an email can hold much more; it can include files such as Word
documents, PowerPoint documents, and more.
R First go to www.live.com by
typing it into Internet

Explorer.

BEST EVENT
o (@) mronaas

Wsioniss

First time users need to
select the “Sign up now” link

09 @ Identified by VeriSign (%) (%) ()

111|Page



Microsoft asks for your
name,

birthdate

and gender.

Reseter sasoncrd

If you lose your password, how can we help you reset 17

Your Microsoft account

PR name needs to unique, try
- some variations if the first
- choice you want is not
available.

S e e “?  Passwords must have at
S least 8 characters and
contain at least two of the
- T following:

T uppercase letters, lowercase
letters, numbers, and
[ : symbols.

Microsoft needs two ways

= to contact you in case you
> need to reset your account
password.
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Microsoft will store a
security question just in case
you do need to reset your
account password.

>

Make sure all the required
- fields are filled in depending
e on your country or region.

Finally, captchas are used to
make sure accounts are
created by a human and not
another program.

 Send me emai with prometonal offers from Microsafl. (You can unsubreribe at any ime)

All that is left is to accept
the service agreement.
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© E hitps

Welcome to your new inbox

live_.com

Continue to inbox

114|Page

You will be presented with a
video when you login the
first time.

Take the tour and learn how
to use your email account.



Knowledge check

There are no rules for passwords.

0o True
o False

You can share a login name with another person.

o True
o False

Answer —
#1 — False. There are rules for a password to help make it hard to copy and be stolen

#2 — False. Each person has a different login name so everyone has a unique name
and only that person receives mail sent to that name.
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Identify email etiquette

It is always best to use proper etiquette when writing email. How you write depends greatly
on whether you are writing an email for business or friends and family. In this lesson, we will
provides some tips for improving your email exchanges.

Identify Email Etiquette simulation can be accessed online at http://www.microsoft.com/digitalliteracy.
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Knowledge check

Business emails should have a signature with contact information.

0o True
o False

You should always run spell check on email.

o True
o False

Answers —

#1 — True. The signature provides the business email recipient the contact
information to contact you if needed.

#2 — True. Spell check will point out any misspelled words or improper grammar.
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Manage email messages

As you start to send and receive emails it becomes important to manage your messages and
the folders that hold the email messages. Continue to the next page to launch a simulation
that will walk you through the common steps to manage your email messages.

Manage email messages simulation can be accessed online at http.//www.microsoft.com/digitalliteracy.
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Knowledge check

Which of the following can you use to organize your email messages with the
Windows 8 mail app?

Rolodex

Folders

Search

None of the above

O O O O

What does the Windows 8 mail app provide you to mark emails as important?

Nothing
Folders
Flag
Search

O O O O

Answers —

#1 — The Windows 8 mail app allows you to use folders to organize your email
messages.

#2 — The Windows 8 mail app lets you mark important messages with flags.
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Congratulations

Congratulations on completing the lesson!

You should now be able to:

e Explain how email works
e Create an email address
e Write and send email messages
e Manage email messages
e Identify correct email etiquette
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Other
Methods to
Communicate
on the
Internet

There are many methods to communicate on the Internet. You can communicate
online with an instant messenger program, on forums, by using a social media site, in
chat rooms, on blogs, and in newsgroups.

Many people use an instant messenger program like Microsoft's Skype to send and
receive instant messages to anyone with an Internet connection.

In this lesson you will learn how to use a number of different methods to
communicate on the Internet.

Features of online communities

The Internet is full of online communities. An online community is a gathering of people who
share a similar interest. A community shared interest might be a favorite band, a common
hobby, or a local sports team. In this lesson we will look at the many type of communities the
Internet has to offer.

Features of online communities simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

Blogs is short for what?
o Newsgroups

0 Chats
0 Web Logs

Chat rooms are similar to what?
o Email

o0 Instant Messaging
o Blogs

Answers —
#1 — Web log is commonly shortened to blog.

#2 — Instant messaging is similar to a chat room because of the real time ability to
communicate.
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Instant messaging and web-cam video communication

Instant messaging, IM, lets you communicate with friends and family instantly. IM software
also lets you share files and images with contacts. Some IM software like Microsoft's Skype
lets you also talk and see your contacts if microphones and cameras are supported. In this
lesson we will learn how to use Microsoft's Skype.

Microsoft Skype

s

Skype Tooks Help

Skype Contects Conversabion Call Miew Tooh Help

Al -

) Delbert Fabian
® Echo { Sound Test Service
B Famnis Rugg:

ﬂ B cacen
G Ingnd Lndsay

ﬂ & Juu Mclean

n Kt Mercer.

¥ Redesick Cafedo

u & Tncima Smokes

Skype Home

This is where your top contacts will appear
over ime, you'll see people you contact most offen here

Your contacts have not been very active recently...

You can pest your own status update or connect to Facebook to see more
news from your friends >
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In this lesson we will use
Microsoft's Skype.

Once you install the
software you will need to
create an account and
sign in.

When you first open
Skype it will be in full
view.

This mode shows all
your contacts and news
feeds from social
websites.



Skype Contacts Conversation Call View Tools Help

- Kim Akers ‘s Contacts Anet
Recent Altez |
n o s Voice Messages
- "
Files Sent and Received .
3 is where your top contacts will appear
Q sead SME Mg you'll see people you contact most often here
Instant Messages
& Contacts © Recent E Skype Home
Favorites Profite
Call Phones
Snapshats Gallery
Compzct View o
Al - [
FollSereen Ak Enter
) Deibert Fabian

Show Hidden Conversations

¥, Echo / Sound Test Service

© Faic higgs

n ¥ Gai chen

! E—

E’ W Jubus McLean

Krsti Mercer
.

¥ Rodesick Calado

B Tneima Stkes .

Your contacts have not been very active recently...

news from your friends

You can post your own status update or connect to Facebook to see more
v

Sype Comtacts Call View Tools Help

B Kim Akers
L3 .
Q ses

& conmcts © Recent

Favorites

All ~
) Delbert Fabian

& Eche / Sound Test Service
) Farnie fugg:
H B Gai Chan
. & ingna imasay
B Juis Mclean
E Krist fdercer

B Roderick Catlade

m © Inems stokes

Skype  Contects Call Wiew Tools Help

W Kim Akers
® .
Q sesd

& cContacts ©Q Recent

Favorites

Al ~
¥ Deibert Fabian

¥ Echo { Sound Test Service

B Famie figgs

n Esau han

m & Ingna Lmdzay
B Julius Mclean
H Krsti Mevcer

B Redenck Canage

B heima stokes
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If you are only interested
in seeing which contacts
are online change to
compact View from the
View menu.

Compact view will
separate your contacts
from the news feed so
you can close the news
window.

Contacts can be added
by selecting the ‘Add a
Contact’ command on
the right

and typing a name in the
text box below.

Once your contact
confirms your invitation,
you can communicate
with them.

The icon next to the
contacts name indicates
if the contact is online
and available.



View Tools Help

B orine

IH5 909 AM Las agas, Linibed States

CIIZED D +

o =] Gail Chan -
s

"‘ Skype Comversshon  Call View Took  Help
At 7 Gail Chan

g  onine

L - ol 5 611 AM La Vegas, Linited States

Jia)

D D ¢

I
5_5‘.—- Skype Conversation Call View Took Help

£ Gail Chan

© onine G}
- 5 9,09 AM Las Vegas, United States.
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To send a text message
double click on the
contact

and start typing in the
text area.

Text messages can be
enhanced by adding
emoticons from the
selection on the right
hand side.

If your computer has a
microphone and a
webcam you can select
the 'Call’ or 'Video Call’
button to start a voice or
video chat.



m _

Gail Chan

a

7

. Skype Conversation  Call View Tooks Help
Gl Bl 1 Gail Chan

% onine

Send file...
Send video message...
Send contacts...
Share screens...

Add people...

55 9:09 M Las Ymgas, Linited Stales
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Finally, IM software lets
you share files with
contacts.

Simply press the 'Plus
sign’ to see your options.



Knowledge check

What equipment do you need to do a live video chat?

Webcam
Microphone
Speakers

All of the above

O O O O

You can share images and other files with IM software.

o True
o False

Answers —
#1 — To do a video chat you will need a webcam, a microphone, and speakers. Many
webcams include a microphone or you can use a headset that will have both a

microphone and built in speakers.

#2 — True. You can send and receive files over instant messaging programs. But you
should only do so with trusted sources.
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How to create and publish webpages

People and businesses have web sites on the Internet that provide information about
themselves or a service, allow for online transactions, or to perform searches of data. Using
software such as Expression Web 4 it is easy to set up a web page and publish it to the
Internet. Let's look at what is involved in creating and publishing a web site.

[y )
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Expression Web 4 may be
used to create an entire web
site based on a template.

We begin by clicking on the
New Site button.

From the New Site dialog we
click on the Templates
category and choose one of
the personal web site
templates.

We then give our web site a
name

and click on the OK button.

Expression Web 4 then builds
all of the necessary files and
folder structure for our web
site.

On the left is the Folder List
tab, this tab provides easy



access to all of our web site’s
files.

In the middle is the Site View
N tab where we can edit our
AL web site's pages.

We will place a horizontal line
just below our heading.

, We will now edit our web
= o site's home page, which is
jEnn e, i e contained within the

default.html file.

-

Double click on the file and
Expression Web 4 opens the
page for us to make it ready
for editing.

S While in the Design view we
Sekia sl ks are able to make changes

Homs AbcutMa Risumd Photo Galary Links Co

Heading 2 right on the web page itself.

Fuste consequat. Vestibuum ante reum primes in fauct]
v hactuss. o uRces Domse cubka Clre; Accumaan
13013, Sed U PLrSDROIIE UNde SIS 155E Natus Tor
vokmptatem accusantium doloremaue laudantum, totam|

apAnam, 43008 053 Gua b o iNventors varkatis ot

ERSLT T T, 7 We will now change the text,
: : with a content header.
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defaut himi

And change the style to
Website Name heading three.

Website description

Hame »\pmxm: Risumé  Fhoto Gallery Links o
cunte

Welcume!
Fusace canssquat. Yesbindum artes g prme m (b = Form Conkrels

[ oro uctus et ultrices posuera CLDIG Curas; ACCUMSAN B
lacinia. Sed ut perspiciatis unde omnis iste natus emor

, Lot
speriam, eaque s quie ab dlo wentore ventati el ¢

ag Froperties e b B Marage.

HEGE BTG Qo ]
dolorem i quia dalor s amet, consectetur, adcisn
i, 50 GUI RGN NLEMOUAM SLs Modi BEmpr incdur
I:barc et dolore magnam akguam quasrat voluptatem.
enien a<d minima veniam, Guis NEStrum exerctationem ul
ramEns BUSEEE [3B0RORIM, rgi Ut Jauid & 83 comm
COnsEqUAtUr? Guis ALSEM vel Sum iure reprehendent au
@2 voluptate velt ecse quam nihil molestiae consequ
wel ilum gui dolorem eum fugiat quo voluptas nulla pari;

e | & . gniary | Links | Camtat

Selected style previews

The right side of Expression

_ Web 4 is the Toolbox where
Website Name = we can drag out various
Bl 8 HTML tags and controls on to
Weicomel our web page.

Fusce consequat. Vestiulum arge psum primis in L
sy ot e po
iacing

beatas vitas dicta sunt explcal

n—:m woluptatem quis vahipeas sit aspl:rna‘.ur auk adit
fugh, sed Quia conseauuriur magni dolores eos u rati
VolUPEAtAM B4u REEILINE. MAgLA DOITD UISUAm 3t

velt, sed quia non L Wl mod
b g
Frma Veneam, Guis ﬂmmlm exerean
OO SuSCnit Liboriosam,

D R

To change the body text of
the web page we first select it
and then enter in our text.

Website Name

Website description

Home AboutMe Résumé Photo Gallery Links Contact
eantent

Welcome!

Fusze conaquat, Vestiiudum ants ipsum premes in tucbus
orc it et LETIes posuera oubilia Curae;
130Mi3, 564 Ut DRrspiiatis unie oS 156 Raks ermor si

Speriam, eaque 0sa quae ab ilo nventore veritatss e guasil
architecto beatae vitae dicta sunt explicabo. Nemo enim
ipdam voluptaben quia voluptas st aspernatur aut odit aut
Tugst, 350 qUi3 CONSEGUUNEL Mg drlcras 205 qui rakione
wCIIDEALeM SEqUE NESCRINE. NEQUR [OITa QUISGUAM 8st, qui

et dolore magnam Abguarm quatrat ok ¥
i ad AT vENIam, Cuis DSt exerdtatonem ullam
carpore susct laburasaen, res ut ahiud ex sa commed
CONEAGUARLIT (LS ALEEM vl AL KIFe raprehendart quin
@3 voluptate velt esse quam nibd molestiae consequatur,
wed illum qua dolorem eum Fugiat Quo voluptas nulla paniatur?
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obi  Tghile ip

® < ExeView | defaulMmi® =

Website Name  [[EE We may also add images to
Website description 3 .

e S0 our web page by dragging

e and dropping the Image tag

AR— Eioamit . from the Toolbar.

Next, double click on the
image icon to open the
picture properties dialog box.

From the Picture Properties
dialog we may browse for the
image file we want to place in
the webpage.

I will select the Microsoft logo
file and select open.

ol
L

7 defeudt him
W msste it

We may also enter text that
will be seen in the place of an
image if the user’s browser is
set to not display images
when they open our page on
the Internet.

We then click on the OK
button to place the picture
within our web page.

The image is placed at its full

strete Text: Peveeettame ™ g 1 1
T g = — - size which may be too large

Hypesin

s : - to fit on our web page
TaoetFeame: [ A l\n-xlu:. -

]
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Mrzrosult Expressesn Wb & -

Website Name

Website description

Home AboutMe Résumd Photo Galery Links Co
carcers

Welcomel

Walcome to my wab page.
fimg)

Website Name

Waebsite description

fbout Me Résumé  Fhoto Gallery Links  Co
et

Wel.comel

welcame ta my web page.
55|

Website Name

Website description

Mome  about Me  Résumé  Photo Galery Links Co
costeat,

Welcome!

Walcoma to my wab page.
inal |
r— I

S (e | dey
2 aste

Reen Sige
1 H Resampie
ki Ayto Thumbssil
Change Picturs [l Type_
Shgw Petures Tealbar

Dick Tag Labtor..
8 Manage Fditatie Ragioes.

Frebiet Prgresties
Page Prepertivs

B Hyperiie
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Expression Web 4 allows us to
resize the image by changing
its properties.

I will make the image smaller
by changing its height and
width attributes.

We may have the image take
the viewer to another web
page or even another web
site by adding a link to it.

To add a link using Expression
Web 4 we right click on the
image and choose the
Hyperlink item.



T (0 erioyaned 7 Docemertsiby Web i

o
s

. chato_gabery
resume

styes.

sooooon
LY L P DL

Website Name

Waebsite description

Homse  About Me  Résumé  Fhoto Gallery Links Cor

133|Page

Next, type or paste in the link
to the web page we wish the
user to go to if they click the
image and click on the OK
button.

With our changes complete we
click on the Save button to
store our changes.

When our web page contains
images or other files that are
embedded within it,
Expression Web 4 makes a
copy of that image and places
it within our file list.

We may then close the
preview and continue to
modify our web site in
Expression Web 4.

We can confirm this by clicking
on the OK button of the Save
Embedded Files dialog.



G Open..
Racant fiies
o Clese

s s
e o
s

Website Name

Website description
Impon .

Home  AboutMe Reésumé  Photo Galery Links o
cxment

5 Display in SuperPreview Shift=112

» A el
Frint * a3 Iinteret Exploree 10
Freperier.. <, 3 Felin 110

| P 110 (1034 2 768

vy web page.
<, 5 Chime

<% 6 Chiome {1474 x 768]

Braio in Multiple rewsse
Previem in Multiple Brewners (10342 763)

ekt Mroweer Lint...

To see how our web page
looks in a web browser we go
to the File menu and select
Website Name .
Website desciiption Preview In Browser.

Home AboutMe Résumé Photo Gallery Links Contact

Welcomel Heading 4

Welcome to my web page.

By previewing our web site we

magna auctor varius.
Aliquam dapibus sapien

ensure that the viewer’s
experience matches out
design.

In this demonstration you saw
how to create and publish
your webpage by using
Expression Web 4.
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Knowledge check

Images may provide a link to another web page or web site.

0o True
o False

Publishing a web site requires a service provider to host the site on an Internet
server.

0 True
o False

Answer —

#1 — True. You can add a hyperlink to an image so users to go another website when
they click on it.

#2 — True. If you want to publish a website you need to work with a service to host
the files.
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Explain how to blog using Windows Live Writer

You might have visited blogs maintained by bloggers on various topics. A blog is a way to
share thoughts and experiences with others. This demonstration shows how to post to a blog

using Windows Live Writer.

How to use Windows Live Writer Simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

You can add pictures to a blog post.

0o True
o False

An unpublished draft is visible to blog visitors on the web.

o True
o False

Answers —
#1 — True. Images are very common in blog posts.

#2 — False. Unpublished drafts are held for editing or for a better time to be
published for visitors to read.
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Congratulations

Congratulations on completing the lesson!

You should now be able to:

e Describe different ways to communicate on the Internet
o Identify features of online communities

e Use Microsoft Skype

e Create web pages with Expression Web

e Start a blog with Windows Live Writer
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Glossary
A

Access Point
A wireless connection device used to connect a wireless computing device to a wired
network.

Add-ons
Programs that help you view files, such as animation, audio, or video, which are included in
Web pages.

B

Blog

The short for Weblog, it is an online personal journal that can be posted on a Web page.
Blogs typically contain reflections, comments, and other materials such as graphics or videos
provided by the writer.

C

Chat
An online discussion in a chat room.

Chat room
A Web site that enables communication instantly with other people who have logged on to
the same Web site.

E

E-commerce
The business transactions made over the Internet, such as buying and selling items online.
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Email
An electronic form of the traditional postal mail that allows you to exchange messages and
files over a network.

Instant Messaging
A means or system that enables the transmission of electronic messages instantly.

Internet
A worldwide collection of public networks that are linked to each other for information
exchange.

IP address
A numeric address that specifies the exact location of a computer on the Web.

ISP
A company that provides Internet connectivity to individuals, businesses, and organizations.

M

Modem
A connection device that allows you to connect your computer to the Internet. It converts
digital information into analog information and transmits it over a phone line.

N

Network
A group of computers that are connected to share resources and exchange information.

O

Online
A computer when connected to the Internet is said to be online.
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Online communities
Communities formed by groups of computer users who have common interests and purpose
to communicate with each other over the Internet.

P

Portal
A Web site that offers information related to a specific topic in the form of a directory. A
portal acts as a starting point to a number of resources on the Web.

Protocol
A standard method of transferring data between different computers

S

Search Engine
A program that allows you to search and retrieve information over the Internet.

T

The Web

Also known as the World Wide Web (WWW), it is a collection of information that is
accessible on the Internet. This information is arranged logically and stored on computers
known as Web servers.

W

Web address

The address that specifies the exact location of the Web site and is also known as the
Uniform Resource Locator (URL). A Web address also specifies the protocol to be used for
transferring data between different computers.

Web browser
A program that enables you to view and interact with various resources on the Web.
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Web page
A formatted text document on the Web.

Web site
A collection of one or more Web pages that are linked together and made available through
a Web server.
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Welcome

Description

Productivity programs are tools that you can use to create documents, presentations,
tables, charts, and graphs. This course explores the most common productivity
software applications used in business, in education, and at home. In this course, you
will learn the features of various productivity programs such as word processing
software, spreadsheets, presentation software, and databases. You will also learn how
to select the right software to cater to your needs.

Benefits

Productivity programs are used in business for schedules, résumés, business plans,
and more. These programs are widely known and used on a daily basis. In school,
students are using these applications to write essays, create presentations, and
organize their schedule. High Schools and Colleges have started demanding a typed
final essay for a grade; forming these applications into a vital part of education.
Others may use the applications at home for any other tasks, making these
applications a universal tool.
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Introduction
o
Productivity
Programs

A‘ «

Productivity Programs are programs designed to help you perform specific tasks
easily and efficiently. Allowing anyone to do the following:

=  Text Documents
= Presentations

= Databases

» Spreadsheets

= And more

In this lesson, you will learn about the basic features of productivity programs. You

will also learn about the templates and Office Web applications that help you to
create and edit documents.
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Overview of productivity programs

Microsoft Office 2013 Text Documents  Spreadsheets
provides users with the latest

productivity applications.
Each application has a
specific purpose, though they
share a similar interface.

View what Office 2013 E g

Application is the best fit on

. Word Excel
the right.
Word Excel
Useful for reports, Useful for managing bills,
essays, letters, and showing a budget, and
documentation. other number tracking
jobs.

Slideshows Databases

Powerpaoint Access

PowerPoint Access

Useful for school Useful for storing shipping
lectures, business records, patient records,
proposals, and and store products.

conference talks.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:
e Describe the functionality of various productivity programs

e Explain the benefits of templates and Office Online
e Explain the use of Office Web applications.
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Features
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Commands W
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e S

You can use different types of productivity programs to create different types of
documents for storing and presenting information. Most productivity programs
provide features to perform some common tasks such as; open and close a file,
print a file, and insert, move, modify, and delete text and objects. To help you
perform these common tasks, most productivity programs include some common
features and commands. Microsoft's Office Programs have several common
features, such as:

e Ribbon
e Quick Access
e Toolbar

e And more
In this lesson, you will learn about the common features and commands of various

types of productivity programs. You will also learn about the main components of
the user interface, keyboard shortcuts, and various key combinations.
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Introduction to the User Interface

The user interface is the means by which you interact with the productivity programs
in Office 2013. You will find many common user interface features and commands
across all the Office 2013 applications.
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interface you will see in
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programs.
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lesson.
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View Shortcuts

Zoom Slider

You can customize the
Status Bar by Right Clicking
over the Status Bar and
selecting what option you
would to hide or display.
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- You are now familiar with
e P N ey o (S the common user interface
‘ ' ' options in Office 2013.

Hello Warid!

User Interface review

This demonstration introduced you to the following areas of the user interface:

e Quick Access Toolbar
e Title Bar

e Ribbon

e Workspace

e Status Bar
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Knowledge check

How is the ribbon organized?

Tabs

Groups

Commands

Tabs, groups, and commands

O O O O

Answer —

#1 — The ribbon is organized into tabs, groups and commands.
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Using the pointer

A pointer is the on-screen arrow or shape that moves when you move your mouse or
other pointing device. Using the pointer, you can quickly move around a document
and perform commands.

A cursor is a blinking vertical bar on the screen that indicates the location where you
can insert text or graphics in a document. For example, in Word 2013, you can set the
location of the cursor by moving the pointer to some text and then clicking the left
mouse button.

The Mouse Simulation Activity can be accessed online at http.//www.microsoft.com/digitalliteracy.
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Working with the Ribbon

In productivity applications, such as Microsoft Word 2013, Excel 2013, and
PowerPoint 2013, the ribbon consists of tabs. Each tab is divided into groups. A
group helps you perform a set of similar tasks, such as adding picture shapes in a
document.

The ribbon also consists of contextual tabs, which appear only when necessary. For
example, in a Word 2013 document, the contextual tab for editing a table appears
when a table is inserted in the document.
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Each tab contains groups.

Groups are a collection of
buttons that perform
similar or related
functions.

When you open a file in a
productivity application,
the application opens with
the Home tab selected.

The Home tab contains
the most frequently used
groups of commands.

These are the common
groups among the Home
tabs:

Clipboard, which contains
commands for copying or
cutting content and
pasting it elsewhere.
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Font, which contains the
most commonly used
commands for changing
the font of text in your
documents

Editing, which contains
commands that help you
make multiple changes to
your document quickly

Some groups appear in
only a particular
application, whereas other
groups appear in several
applications.

An example of groups that
appear in only one
application are the
Number and Cells groups
in Excel 2013.
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Another example of a
group that is present in
the Home tab of only one
application is the Drawing
group in PowerPoint 2013.

This group contains
functions and drawing
tools that can be used to
quickly draw custom
diagrams in your
presentations.

The Insert tab contains
groups related to inserting
external, or new, content
in an existing document.

Some groups common to
the Insert tab are Tables,
Illustrations, Apps, and
Text.

The Review tab contains
groups of commands that
address reviewing your
document, such
proofreading, tracking
changes, managing
changes, making
comments, restricting
write access to the file,
and comparing versions of
your document.
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The View tab contains
groups of commands for
changing the view of a file
while you edit it.

The View groups provide
predefined views based on
how the output of the file
might appear.

The Show group contains
check boxes that you can
select or clear to indicate
which elements of the user
interface to hide or display
while you edit.

Use the Zoom group
commands to adjust the
zoom level of your
workspace.
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The Window groups
contain commands for
opening new or existing
files, rearranging files in
your workspace, and
creating split views of your
current workspace.

This function can be handy
when you are working in
one area of a file but need
to look at a different area
of the file for reference.
You might have noticed
that some functions are
dimmed at times.

This means that they are
unavailable.

In the case of a document
in Word 2013, the Cut
button in the Clipboard
group is dimmed until text
in the document is
selected.
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Note that the Cut button
has changed and that the
background changes color
when you point to i,
indicating that the button
is available.

In PowerPoint 2013, the
Paste button in the
Clipboard group is
available because you
currently have text on the
Clipboard that was cut
from Word.

Note that also that the
entire Font group is
unavailable.
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Ribbon in Word, Excel, and PowerPoint review

Ribbon in Word, Excel, and PowerPoint
You should now be familiar with how to do the following:

e Select tabs

e Locate groups of similar functions

e Open the dialog box for a group

e Locate the Save and Print commands
e Customize the ribbon

e Open the Help dialog box
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Using the Mini Toolbar

The Mini Toolbar appears when you select text in a document. It gives you easy
access to commands that you can use to change the size, color, or font of text.

The Mini Toolbar simulation can be accessed online at http.//www.microsoft.com/digitalliteracy.

Mini Toolbar review

You should now be familiar with the following commands on the Mini Toolbar and
the Image Editing Menu:

e Changing font

e Fontsize

e Bold, Italic, and Underline

e Font Color

e Image quick styles

e Inserting Office.com clip art
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Knowledge check

How do you display the Mini Toolbar?

Answer —

#1 — You display the Mini Toolbar by selecting text and then either using the left
mouse button and double-clicking or using the right mouse button and clicking.
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Keyboard techniques for entering text

You use the keyboard to enter information into a computer. Depending on the
application you are running, keyboard input will behave differently. For example,
Word 2013 is a word processor, so most of your keyboard input adds and modifies

text.

The Keyboard Techniques for Entering Text simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Keyboard Review

You should now have a basic understanding of how to use a keyboard.
Keep the following in mind:

e Alphanumeric keys are A-Z and 0-9.

e Modifier keys are Alt, Shift, Ctrl, and Cmd (Mac only).

e Action keys are the Spacebar, Enter, Delete, Backspace, the arrow keys,
Tab, and Caps Lock.
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Knowledge check

Keyboard input does not behave the same in all applications.

0o True
o False

All keyboards have the same keys and layout?

o True
o False

Answers —
#1- True. Different applications can use keys to do different tasks.

#2 — False. You can purchase many different keyboard layouts.
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Keyboard shortcuts

In addition to entering information by using single keystrokes and simple key
combinations, you can use advanced keyboard shortcuts and key combinations,
which speed up your productivity.

a5

K

Calibri (Body)

Paste
o |8

Clipboard &

INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW
iL. A=A A = T | asBbcene| assbeede AaBh
Vemx,x A-¥-A-BEszm== 15 00 | tNoml | TNoSpic. Hesdingl Heading2 |5
Font 0 Paragraph . Styles

PAGE1OF1 314 WORDS

B BE S5
m HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
o
Calibri (Body) - |11 -] A =g
Paste . y o sading? |
e o BT U -akx ¥ Word Help - w gl Heading2 5
lpboard i Font
The funcl e, the F1
K
V™ Getting started 1
However Whats & e FS key in
Powerp New e Find
And Rep
Youuse bge Up,
Page Do e same, in
different] 3 m screen
— {E o [T\ S il

PAGELOF1 314 WORDS

Documentl - Word

The function keys on your keyboard are used to perform special tasks in programs. For example, the F1
key is most commeonly used to display 8 Help page associated with the program.

However, the tasks of some function keys are specific to a particular program. For example, the F5 key in
powerPoint 2013 is used to start a slide show, whereas in Word 2013, the same key displays the Find
And Replace dialog box.

You use the navigation keys to move around in a document. These keys include Home, End, Page Up,

Page Down, and the four arrow keys. What the navigation keys do is similar, but not exactly the same, in
different programs. For example, in Word 2013, Page Up and Page Down move your cursor from screen
to screen. In PowerPoint 2013, Page Up and Page Down display the previous or next slide, one at a time.

You can even hold down Shift while pressing Page Up or Page Down to select large chunks of text.

The arrow keys are similar to the Home, End, Page Up, and Page Down keys. You use them to move
around in a document, but in smaller increments. In Word 2013, for example, the Up Arrow and Down
Arrow keys move the cursor up and down through the document one line at a time.

By using keyboard shorteuts, in which two or more keys are pressed simultaneously, you can perform an

2 m - 0

HeFind -
%4 Replace
[ Select~

Editing

#erind -

25 Replace

[ Select -

Editing

Kim Akers

X

Kim Akers ~

175|Page

The function keys on your
keyboard are used to
perform special tasks in
programs.

For example, the F1 key is
most commonly used to
display a Help page
associated with the
program.



13

Paste

¥

Paste

Clipboard &

B 5

HOME

Calibri (Body) = |11 - A’

INSERT

Documentl - Word

DESIGN

PAGE LAYOUT

REFERENCES ~ MAILINGS  REVIEW  VIEW

AaBbCcD( AaBbCCD: A

7 Normal

TNoSpac.. Heading1

The function keys on your keyboard are used to perform special tasks in programs. For example, the F1
key is most commonly used to display a Help page associated with the program.

However, the tasks of some function keys are specific to a particular program. For example, the FS key in
PowerPoint 2013 is used to start a side show, whereas in Word 2013, the same key displays the Find
And Replace dialog box.

You use the navigation keys to move around in a document. These keys include Home, End, Page Up,

Page Down, and the four arrow keys. What the navigation keys do is similar, but not exactly the same, in
different programs. For example, in Word 2013, Page Up and Page Down move your cursor from screen
to screen. In PowerPoint 2013, Page Up and Page Down display the previous or next slide, one at a time.
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However, the tasks of
some function keys are
specific to a particular
program.

For example, the F5 key in
PowerPoint 2013 is used
to start a slide show,
whereas in Word 2013, the
same key displays the Find
And Replace dialog box.

You use the navigation
keys to move around in a
document.

These keys include Home,
End, Page Up, Page Down,
and the four arrow keys.

What the navigation keys
do is similar, but not
exactly the same, in
different programs.
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pressing Alt and F together displays the File menu.
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key is most commonly used to display a Help page associated with the program.

However, the tasks of some function keys are specific to a particulsr program. For example, the FS key in
Powerboint 2013 is used to start a slide show, whereas in Word 2013, the same key displays the Find
And Replace dialog box.

You use the navigation keys to move around in 3 document. These keys include Home, End, Page Up,

Page Down, and the four arrow keys, What the navigation keys do is similar; but not exactly the same, in
different programs. For example, in Word 2013, Page Up and Page Down move your cursor from screen
to screen. In PowerPoint 2013, Page Up and Page Down display the previous of next slide, one at a time.
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However, the tasks of some function keys are specific to a particular program. For example, the FS key in
PowerPoint 2013 is used to start a slide show, whereas in Word 2013, the same key displays the Find
And Replace dialog box

‘You use the navigation keys to mave around in a document. These keys include Home, End, Page Up,

Page Down, and the four arrow keys. What the navigation keys do is similar, but not exactly the same, in
different programs. For example, in Word 2013, Page Up and Page Down move your cursor from screen
to screen. In PowerPoint 2013, Page Up and Page Down display the previous or next slide, one at a time.
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In Word 2013, for
example, the Up Arrow
and Down Arrow keys
move the cursor up and
down through the
document one line at a
time.

You can even hold down
Shift while pressing Page
Up or Page Down to select
large chunks of text.
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(Ctri+s) is the shortcut to save an open document.

You can press the Alt key to display letters and numbers on the File menu and on the ribbon. You can
press Alt and one of the letters displayed to open that menu without Using your mouse. For example,
pressing Alt and F together displays the File menu.
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The function keys on your keyboard are used to perform special tasks in programs. For example, the F1
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in smaller increments.

PowerPoint 2013 is used to start a slide show, whereas in Word 2013, the same key displays the Find
And Replace dialog box.

You use the navigation keys to move around in a document. These keys include Home, End, Page Up,
Page Down, and the four arrow keys. What the navigation keys do is similar, but not exactly the same, in
different programs. For example, in Word 2013, Page Up and Page Down meve your cursor from screen

to sereen. In PowerPoint 2013, Page Up and Page Down display the previous or next slide, one at 3 time.

You can even hold down Shift while pressing Page Up or Page Down to select large chunks of text.

[The arrow keys are similar ta the Home, End, Page Up, and Page Down keys. You use them to move
around in a document, but in smaller increments. in Word 2013, for example, the Up Arrow and Down
Arrow keys move the cursor up and down through the document one line at a time.

By using keyboard shartcuts, in which two or more keys are pr you
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- and Down Arrow keys
move the cursor up and
down through the
document one line at a
time.

ys. Iy the same, in
't programs, For example, in Word 2013, Page Up and Page Down move your cursor from screen
to screen. In PowerPoint 2013, Page Up and Page Down display the previous or next slide, one at a time,

You can even hold down Shift while pressing Page Up or Page Down to select large chunks of text.

The arrow keys are similar to the Home, End, Page Up, and Page Down keys. You use them to move
around in a document, but in smaller increments. In Word 2013, for example, the Up Arrow and Down
Arrow keys move the cursar up and down through the document one line at a time.

By using keyboard shortcuts, in which two or more keys are pressed simultaneously, you can perform an
action quickly without using @ menu or buyton. For example, pressing Ctrl and S at the same time
is the shortcut to save an open document.
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You can even hold down Shift while pressing Page Up or Page Down to select large chunks of text.

The arrow keys are similar to the Home, End, Page Up, and Page Down keys. You use them to move
around in a document, but in smaller increments. In Word 2013, for example, the Up Arrow and Down
Arrow keys move the cursor up and down through the document one line at a time.

8y using keyboard shortcuts, in which two or more keys are pressed simultaneously, you can perform an
action quickly without using a menu or button. For example, pressing Ctrl and $ at the same time i
(Ctrk$) is the shortcut to save an open document.
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You can press the Alt key to display letters and numbers on the File menu and on the ribbon. You can
press Alt and one of the letters displayed to open that menu without using your mouse. For example,
pressing Alt and F together displays the File menu.
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to sereen. In PowerPoint 2013, Page Up and Page Down display the previous or next slide, one at a time.

You can even hold down Shift while pressing Page Up or Page Down to select large chunks of text.

The arrow keys are similar to the Home, End, Page Up, and Page Down keys. You use them to move
around in a document, but in smaller increments. In Word 2013, for example, the Up Arrow and Down
Arrow keys move the cursor up and down through the document one line at a time.
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Keyboard shortcuts review

You should now have a basic understanding of how to use keyboard shortcuts. Keep
the following in mind:

e Modifier keys are Alt, Shift, Ctrl, and Cmd (Mac only).

e A key combination consists of pressing two or more keys.
e Shortcut keys will perform an action quickly.
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Knowledge check

What keys are shortcuts for opening dialog boxes?
0 Function Keys

o Ctrl Key
o AltKey

What keys perform quick commands?
0 Functions Keys

o Ctrl Keys
o AltKeys

Answers —
#1 — The Function keys commonly opens dialog boxes.

#2 — The Ctrl key commonly performs quick commands.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:

o Identify the main components of the graphical user interface (GUI) of a
productivity program

e Use the pointer to navigate in a program

e Identify the tabs, groups, and commands on the Ribbon

e Use the buttons on the toolbars to perform various tasks

e Type text and characters in a program by using the keyboard

e Explain the use of keyboard shortcuts and key combinations
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Introduction
to Wora
Processors ;

Microsoft Word 2013 is a word processor that can help you create certain items;
which are listed below:

= Professional resumes
= Agendas

= Brochures

= Certificates

= Birthday cards

=  And more

In this lesson, you will learn about the basic tasks that you can perform by using a

word processor. You will learn to work with text, tables, and pictures. Learning what
exactly a word processor is and the specialties of such a program.
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Basic tasks in Word 2013

A word processor is a software program that you use to create and work with text on
a computer. It performs the same functions as paper, a pen, a typewriter or keyboard,
an eraser, and a dictionary. Most computers come with basic word processors such
as Notepad and WordPad. You can use advanced word processors, such as Word
2013, to perform more complex tasks that include checking for spelling errors,
finding synonyms, inserting graphics, and printing documents.

The Basic Tasks in Word 2013 simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

What king of tasks can you perform in Word?

Answer —

#1 — Your answer should include the following: review documents, add images, print,
write letters, save documents, and format text.
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Creating a document by using a template

Office 2013 provides various types of templates. These templates contain predefined
formats and layouts that you can use to create a document quickly. Standard
templates are available locally on your computer. However, advanced templates are
also available on the Office.com web site.

The Creating a document by using a template Simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

There is only one type of template.

0o True
o False

Templates are only available on your computer.

o True
o False

Answers —

#1 — False. There are hundreds of templates that help you write resumes, cover
letters, thank you notes, and event party invitations.

#2 — False. Your computer starts with some templates, but you can get many more
from the Microsoft Office website.
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Edit and formatting text

Word 2013 helps you to easily cut, copy, and paste text, undo and redo actions,
justify text, change font parameters and paragraph spacing, and perform various
other editing and formatting functions. In this demonstration, you will see how to
perform basic tasks that are related to editing and formatting of text in Word 2013.

P e . " s’ With Word 2013, you can

J m e o | oo s OB ML | 3t easily change the text of
- ' your document and make it
look more interesting.
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We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. Thisis great! We know that members of the community are laoking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

Next week’s meeting will be held on Tuesday rather than the usual Monday.
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Discussed this week:
Talked about Committee applicants.
Went through latest work submissions

Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those working with
the technalogy. This is great! We know that members of the community are looking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

Next week’s meeting will be held on Tuesday rather than the usual Monday.

If you see an issue that you would like to work on, just add a comment to the issue stating your intent.
Someone on the Committee can then assign it to your account and others will know to not work on that
issue.
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store your assets. We are also investigating an external location, By going with a site outside of our
‘community this would both bring attention to our artists, as well as the technology in general.

Next week’s meeting will be held on Tuesday rather than the usual Monday.
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Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. This is great! We know that members of the community are loaking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

Next week’s meeting will be held on Tuesday rather than the usual Monday.

If you see an issue that you would like to work on, just add a comment to the issue stating your intent.
Someone an the Committee can then assign It to your account and others will know to not work on that
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Talked about Committee applicants.
Went through latest work submissions

Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. Thisis great! We know that members of the community are looking into a place to
store your assets. We are slso investigating an external locstion. By going with 8 site outside of our
community this would both bring attention ta our artists, as well as the technology in general.

Next week’s meeting will be held on Tuesday rather than the usual Monday.
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Someone on the Committee can then assign it to your account and others will know to not work on that
issue.

IS

Paste

¥

Cipboard

Adobe G

B I

s Committee Meeting Notes.docs - Word ? o T
INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kim Akers =
s P B - b : 8l = 2 difind -
ciitel ] LR R R 4 = 21 T nssbeenc mssboed: AaBbCt B Repl
2 Replace
- & - 1 Normal | T No Spac Heading N
awx, ¥ ot gl 3 Select -
Font 5 Paragrapn = AQBI aseocer assbeeo aosbeeo: edting ~
Title Subtitle  Subtle Em. Emphasis
85CcD. AaBBCEDK AaBhCCDc CeDe
ImenseE.  Swong  Quote  Intemse,

AABBCCOC AARSCCDr AaBBCCDN AaBbCcDC

Committee Meeting Notes "

g Crestea Style

Intense R, Book Title 7 ListPara,

Discussed this week: 4 Clear Formatting

Talked about Committee applicants. A apply Syles
Went through latest wrk submissions.

Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. Thi 1 we know that members of the y are looking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

Next week's meeting will be held on Tuesday rather than the usual Monday.

If you see an issue that you would like to work on, just add a comment to the issue stating your intent.
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Talked about future blogs that will be written

We've saen that a number of artists would prior art to help with
the technology. Thisis great! We know that members of the community are looking into a place ta
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general

Next week's meeting will be held on Tuesday rather than the usual Monday.

If you see an issue that you would like to work on, just add a comment to the issue stating your Intent.
Somecne on the Committee can then assign it to your account and others will know to not work on that

issue.
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Discussed this week:
Talked sbout Committee applicants.
Went through latest work submissions

Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. This is great! We know that members of the community are looking into 2 place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

Next week's meeting will be held on Tuesday rather than the usual Monday.

If you see an issue that you would like to work on, just add a comment to the issue stating your intent,
Someane on the Committee can then assign it to your account and others will know to not work on that
Issue.
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the technology. This is great! We know that members of the community are looking into a place to
store your assets, We are also investigating an external location. By going with a site outside of our
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Next week’s meeting will be held on Tuesday rather than the usual Monday.
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Discussed this week:

Talked about Committee applicants.
Went through latest werk submissions

Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. This is great! We know that members of the community are looking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

Next week's meeting will be held on Tuesday rather than the usual Monday.

f you see an issue that you would like to work on, just add a comment to the issue stating your intent,
Sameane on the Committee can then assign it to your account and others will know to not work on that
ssue.
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Committee Meeting Notes

Discussed this week:

Talked about Committee applicants.
Went through latest work submissions

Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. Thisis great! We know that members of the community are looking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

Next week’s meeting will be held on Tuesday rather than the usual Monday.

f you see an issue that you would like to work on, just add a comment to the issue stating your ntent.
sSomeone on the Committee can then assign it to your account and others will know to not work an that
lssue,
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Discussed this week:

Talked about Committee spplicants.
Went through latast work submissions

Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help thase working with
the technology. This is great! We know that members of the community are looking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

Next week's meeting will be held on Tuesday rather than the usual Monday.

If you see an issue that you would like to work on, just add a comment to the issue stating your intent
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Committee can then assign It to your account and others will know to nat work on th
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Committee Meeting Notes

Discussed this week:

Talked about Committee applicants.
Went through latest work submissions

Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those working with
the This i t! We know that f the y are |ooking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention ta our artists, as well as the technology in general.

Nextw Calbri(Body) |11 - o7 & & fAg- terthan the usual Monday.
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Committee Meeting Notes

Discussed this week:

Talked about Committee applicants.
‘Went through latest work submissions

Talked sbout future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help thase working with
the technology. This is great! We know that members of the community are looking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

INext week’s meeting will be held on Tuesday rather than the usual Monday.

@HES O Committee Meeting Notes.docx - Word 2 @ - O %X
MOME | INSERT  DESIGN  PAGELAVOUT  REFERENCES  MAILINGS  REVIEW  VIEW Kim Akers ~
.

11 -|A A Aa-
A-¥-A-

Clipboard 5 Font o

Calibri (Body) ~

8 -] #Find -
2 2% | AQBI aasocer aasbcon aosbeede
Poste (BT Y -k, X

*| %cReplace
Emphasis |5

= | Ly Tile Subtitle  Subtle Em.

Paragraph & Styles "

Committee Meeting Notes

Discussed this week:

Talked about Committee applicants.
Went through latest work submissions

Talked about future blogs that will be written

We've seen that a number of arti like t b prior art to help th g wit
the technalogy. This is great! We know that members of the community are looking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well a5 the technology in gener:

Next week’s meeting will be held on Tuesday rather than the usual Monday.
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Committee Meeting Notes

Discussed this week:

Talked about Committee applicants.
Went through latest work submissions

Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. This is great! We know that members of the community are looking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, 85 well ss the technology in general.

Next week’s meeting will be held on Tuesday rather than the usual Monday.
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Discussed this week:

Talked about Committee applicants.
Went through latest work submissions

Talked about future blogs that will be written

We've seen that 3 number of artists would lik ibute their prior art to help working with

the technology. This is great! We know that members of the community are looking into a place to

store your assets. We are also investigating an external location. By going with a site outside of our
ity thi both bring artists, &5 well as oy in general.

Next week's meeting will be held on Tuesday rather than the usual Monday.
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Committee Meeting Notes

Discussed this week:

Talked about Committee applicants.
Went through latest work submissions

Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. This is great! We know that members of the community are looking into 3 place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

Next week’s meeting will be held on Tuesday rather than the usual Monday.
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Committee Meeting Notes

Discussed this week:

Talked about Committee applicants.
Went through latest work submissions

Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those warking with
This 1 w bers of y are looking into a place to

store your assets. W are also investigating an external location. By going with a site outside of our

community this would both bring attention to our artists, as well as the technology in general.

Next week’s meeting will be held on Tuesday rather than the usual Monday.
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Committee Meeting Notes

Discussed this week:

Talked about Committee applicants.
Went through latest work submissiens

Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. This s great! Wie know that members of the community are looking into a place to
store your assets. We are alsa investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general,

Next week's meeting will be held on Tuesday rather than the usual Monday.
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Committee Meeting Notes

Discussed this week:

Talked about Committee applicants.
Went through latest work submissions.

Talked about future blogs that will be written

We've seen that a number of artists would ik to contribute their prior art to help those warking with
the technology. This is great! We know that members of the community are looking into a place to
store your assets. We are als investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

Next week’s meeting will be held on Tuesday rather than the usual Monday.
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Committee Meeting Notes

Discussed this week:

Talked about Committee applicants. Calibri (Body) -iu [|& 8 A
Went through latest work submissions. B I U%-A-iS-iS- e
Talked about future blogs that will be written N

We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. This is great! We know that members of the community are locking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

Next week’s meeting will be held on Tuesday rather than the usual Monday.

f you see an issue that you would fike to work on, just add a comme

to the issue stating your intent.
Someone on the Committee can then assign it to your account and others will know to not work on that

——+ 1008
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Committee Meeting Notes

Discussed this week:

o Talked about Committee applicants.
«  Went through latest work submissions
s Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. This is great! We know that members of the community are looking into & place to
store your assets. L By going with a f our
community this would both bring attention to our artists, as well as the technology in general,

Next week's meeting will be held on Tuasday rather than the usual Monday.

If you see an issue that you would like to work on, just add a comment to the issue stating your intent
Someone on the Committes can then ossign it to your account and others will know to not work on that
ssue.
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Discussed this week:

«  Talked about Committee applicants.
* Went through latest wark submissions
*  Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art to help rhosewnrkm; with
the technology. This is great! We know that members of the community are looking into a place to
store your assets. We are also investigating an external location, By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general,

Next week's meeting will be held on Tuesday rather than the usual Monday.

If you see an issue that you would like to work on, just add @ comment to the issue stating your intent.
Someone on the Committee can then assign it to your account and others will know to not work on that
issue,
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Committee Meeting Notes

Discussed this week:

1. Talked about Committee applicants.
2. Went through latest work submissions
3

We've seen that 3 number of artists would like ibute their prior art to help working with
the technology. Thisis great! We know that members of the community are looking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would bath bring attention to our artists, as well as the technology in general.

Next week's meeting will be held on Tuesday rather than the usual Monday.

If you see an issue that you wouid like to work on, just add a comment to the issue stating your intent.
Someane on the Committee can then assign it to your account and athers will know (o not work on that
fssue.
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Discussed this week:

1. Talked about Committee applicants.
2. Went through latest work submissions
3. Talked about future blogs that will be written

We've seen that a number of artists would like to contribute their prior art ta help those working with
the technology. This is great! We know that members of the community are looking into a place to
store your assets. We are also investigating an external location, By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general.

Next week's meeting will be held on Tuesday rather than the usual Monday.

If you see an Issue that you would like to work on, just add a comment to the fssue stating your intent.
Someone on the Committee can then assign it to your account and others will know to not werk on that
issue.
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Committee Meeting Notes

Discussed this week:

4. Talked about Committee applicants, 1+
B, Went through latest work submissions
[

blogs

We've seen that a number of artists would like to contribute their prior art to help those working with
the technology. Thisis great! We know that members of the community are looking into a place to
store your assets. We are also investigating an external location. By going with a site outside of our
community this would both bring attention to our artists, as well as the technology in general

Next week’s meeting will be held on Tuesday rather than the usual Monday.

If you see an issue that you would like to work on, just add a comment (o the issue stating your intent
Someone on the Committee can then assign it to your account and others will know ta not work on that
Issue.
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Knowledge check

What are five things that Word 2013 can easily let you do with text?

Answer —
#1 — Your answer should include at least five of the following: cut, copy, and paste

text, undo and redo actions, justify text, change font parameters, and paragraph
spacing.
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Working with tables and pictures

Suppose you want to create a report that contains information about the weekly sale
of museum tickets during a month. Instead of presenting this information as plain
text, you can present the information in an easy-to-understand format using a table.
You can divide the information into logical sections within a table to group different
types of data, making it easier to read the entire document. You can also include
pictures in a document to make it visually appealing.

The Working with Tables and Pictures simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.

The Working with Tables and Pictures simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

How can you present information in an easy-to-understand format?

PowerPoint
Chart

Table
Paragraph

O O O O

You can divide information in a table into sections with different types of data.

0 True
o False

Answers —

#1 — A table will allow you to put information into different cells and divide it up into
different categories.

#2 — True. You can use rows and columns to divide any number of sections.
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Proofreading documents

Advanced word processors, such as Word 2013, can automatically check the spelling,
grammar, and punctuation of a document based on the language of the typed text.
You may also search for synonyms using the built-in thesaurus. Word 2013 also
features an AutoCorrect function that will automatically correct misspellings and
grammatical errors as soon as you start typing the text. For example, typing “teh” will
automatically be corrected to “the”.
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report or an essay you may

Comment t [l show Comments cn'a:.’g Editing
R - check your document for
spelling and grammar
This is a missspelled word that is not found in the dictionary. Another missspelled word. m | sta kes .

Please go over they're if you can. | need you to move.

Whether you can attend or not, répondez s'll vous plait.
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= Word 2013 provides as
found under the Review tab
This is a missspelled word that is not found in the dictionary. Another missspelled word. On the Ribbon ba r'

Please go over they're if you can. | nead you to move.

Whether you can attend er not, répondez 'l vous plait.
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This is a missspelled word that is not found in the dictionary. Another missspelled word.
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Within the work area of
Word 2013 you may see
words with a wavy red
underline.

This indicates that the word
is not found in Word 2013's
dictionary.

Clicking on the Spelling &
Grammar command opens a
Spelling task pane that
provides suggestions on
how to correct the
misspelled word.
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To see definitions:
Sign in Using Your Microsoft Account
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Clicking the Change All
button corrects all instances
of the misspelled word in
the document.

This saves you from having
to manually correct the
whole document.

Word 2013 also helps you
check and correct
grammatical errors in your
document.

Words with a wavy blue
underline offer suggestions
in the Grammar task pane
where you may either
correct your document or
choose to ignore the
suggestion.
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When words from different
languages or the names of
people and companies show
up as misspelled, we may
click on the Ignore All
button to ignore the
suggestions for your
document

If this is a word that is
common across multiple
documents we may click on
the Add button to add it to
Word 2013's dictionary.

To find a synonym for a
word, you can use the
Thesaurus feature in Word
2013.
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You may then select the
word you want from the list.
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In this demonstration, you
saw how to proofread a
document in Word 2013.

—
Restrict

£dting
Protect

Thesaurus %

sttend s

4 join (v)
join
appear
be present (Dictionary Fo
goto (Dictionary Form)
be there (Dictionary Form
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show up (Dictionary Forn
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4 listen (v.)
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concentrate
focus
keep your mind on (Dicti

attend

To see definitians:

Sign in Using Your Microsoft
Account

English (United Kingdom) ~
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Proofreading documents review
You should now be familiar with the following Proofreading Features:

e Review Tab's Spelling & Grammar

e Misspelled word highlights with the red wavy underline
e Click to choose a new spelling

e Grammar Suggestions

e Add to dictionary

e Thesaurus
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Knowledge check

How do you correct a misspelled word?

Answer —

#1 — Your answer should have included clicking on the Spelling & Grammar
command and choosing the correct spelling from the provided list of one or more
words.
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Benefits of desktop publishing

Up to this point you have learned all about Word Processors, such as Word 2013.
You will now be learning about the benefits of publishing the work that has been
done on a word processor. There is a specific program that will allow you to do some
final touches and move stuff around much easier for a very long document.

A word processor such as Word 2013 provides a lot of flexibility in creating your
document. But if you are looking to create documents with a specialized text and
image layout a desktop publishing (DTP) program such as Publisher 2013 can help
out. DTP makes it easier to arrange and modify information for documents that are
very long, or have special formatting needs. And DTP programs also offer built-in
templates for documents such as newsletters, brochures, flyers, signs, resumes,
business forms, letter formats, and catalogs.

: E— B A word processor such as
A Sasmadimtn Srsee o G S o Word 2013 provides a lot
of flexibility when creating
your documents.

Recent

(@@ Open Other Publications

But if you are looking to
create documents with a
specialized layout such as
a brochure or a photo
calendar, a desktop
publishing application like
Publisher 2013 gives you
the power to combine text
and images in a variety of
ways.

Let's step through
creating a brochure using
Publisher 2013.

When we start up
Publisher 2013 we are
provided with a list of
templates to choose from.
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Kim Akers

Switch account
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We will start by selecting
BUILT-IN.

We are now provided with
a list of template
categories.

We will select the
Brochures category.
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Publisher 2013 now
provides us a list of
brochure templates to
choose from.

We will select the first
brochure template called
Arrows.

And click on the Create
button to create a new
document based on this
template.
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With the new image in
place, click on the Fit
command in the crop
group to resize the image
to fit within the frame.

In this demonstration, you
saw how to create a
brochure based on a
template in Publisher
2013.



Benefits of desktop publishing review

This demonstration introduced you to the following tasks you can perform with
Publisher 2013:

e Create a DTP document based on a template

e Modify text to suit your particular project

e Change the provided default images

e Browse the Office 2013 royalty-free image catalog
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Knowledge check

What types of documents can you create with a desktop publishing program?

How do you resize an image to fit the frame it is in?

Answers —

#1 — Your answer could have included any of the following: newsletters, brochures,
flyers, signs, resumes, business forms, letter formats, and catalogs.

#2 — Your answer should have included selecting the image’s frame and clicking on
the Fit command under the Format tab on the Ribbon bar.
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Congratulations
Congratulations on completing the lesson!
You should now be able to:

e Perform basic tasks in a word processor.
e Create a document by using a template.
e Edit and format text.

e Work with tables and pictures.

e Proofread a document.

e Create a new online document.

o Identify the benefits of DTP.
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Introduction
o

Spreadsheet |
Programs |

Excel 2013 is Microsoft's Spreadsheet Program. This specialized program allows
you to create spreadsheets, such as:

e Schedules

e Budgets
o Calendars
e Invoices
e Plans

e And more

In this lesson, you will learn about the components of a spreadsheet and how to
store data in it. You will also learn to perform basic mathematical tasks and create
charts and graphs in a spreadsheet. In addition, you will learn about the various
options available for printing a spreadsheet.

Microsoft Office 2013 includes Excel, the leading spreadsheet program. A
spreadsheet is a table consisting of rows and columns designed to organize your
data. Data usually consist of words or numbers used to describe an item. A number
might represent the cost of groceries, or even the date they were purchase. A word
might describe where you purchased the groceries. Organizing data into a table has
two advantages. First off it makes it easy to find a piece of data, answering the
question "How much did I pay for the groceries last time?” Secondly, it allows you to
do calculations on the data, "How much have I spent on groceries this month?” In
addition you can take that data and use Excel to build graphs and charts, but let’s not
get ahead of ourselves, time to learn the basics and gain some terminology!
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Notes for Presentation

Clickable items are identified with a yellow border, provide an effect for the eye,
pulsing highlight, or flipping the tile like a windows phone

Slide 2 - After pressing Excel icon, all Icons move to these position Excel sheet comes
up from below

Slide 4 - When an Item is clicked, icon fades and 3 text values appear

Slide 5 - Then text fields move to their corresponding position in the sheet

Slide 6 - Fill in 1 column at a time, to show the column selection changing

Slide 7 - Repeat for each Icon, than enlarge the excel sheet

Slide 9 - Highlight cell - 3F- do type effect for string:  =sum(C3:C5)

Slide 15 — Use radio buttons, grey out option if user selected wrong answer

Slide 17 - After pressing button, highlight worksheet tabs swap image show different
tabs 1 tab full, another empty, then return to original tab

Slide 18 - Excel sheet slides down, icon return to center position
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Knowledge check

What is a cell address?

Cells don't have addresses

The street name and zip code

A random letter and number

An intersecting column header and row header

O O O O

Which types of the following data can cells contain?

Numbers

Text

Equations

All of the above

O O O O

Answers —

#1 — The intersecting column header (letter) and row header (number) make up a cell
address.

#2 — Cells can contain numbers, text, and equations.
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Inserting data

The time will come when you need to make a budget and keep track of how much
your bills are each month. In order to do this, you will need to know the details about
each bill such as bill name, due date, bill amount, date paid, etc. Then you will need
to calculate the overall amount of your bills for the month so you can see how much
of your paycheck goes out each month. All of this can be easily tracked, and
tabulated, with Excel. You do this by entering the information into the cells of an
Excel spreadsheet. If the bill ever changes, you can even edit the cell with the new
value and it will automatically replace the old value with the new. In following
demonstration you will learn how to insert data into a worksheet in Excel 2013.

Spreadsheet Programs Review

What you should know now:

e Inserting and editing text in a cell

e Copy and cut text from cell

e Paste or move to another cell

e Insert additional rows and columns
e Save a worksheet
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Knowledge check

The Save As function is found in the Review Tab of the Office Ribbon.

0o True
o False

To move text from cell to another, you use?

Copy
Cut

Move
Transfer

O O O O

Answers —
#1 — False. It is in the file tab.

#2 — Using cut will allow you to delete the information in one cell and paste it in
another.
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Performing basic mathematical tasks in a spreadsheet

In addition to storing and manipulating data, a spreadsheet program such as Excel
2013 allows us to perform various mathematical tasks on our data quickly and
accurately. The spreadsheet program provides functions that perform calculations on
the cells of the spreadsheet. For example, you could add together all of your
household expenses to reach a total, or use the Average function to calculate the
average of your grades.

@a : Studern TestScoreadae - Exce > @ - o ox

B e e cion owws ot e Ten «u- A spreadsheet program
Da R TR D e el s R such as Excel 2013 allows
T S : .| us to perform various
- — EE— * 7 mathematical tasks on our
s e e data quickly and

o : : accurately.

To perform these tasks,
we use functions provided
by Excel 2013.

H B M -——e+ 0%

[ = : x . . .
-~ We begin by clicking on
g, & Calibri -u A A .
- T the Formulas tab in the
= Ribbon Bar.
A B C D E F G H ] K L

1 . Test Scores.
2 First Semester Second Semester  Third Semester
3 Mathematics 80 82 30

Physics 20 &7 ks

Chemistry 85 78 90

Biology 81 82 n

Language 82 81 8

Total Score

Average
2
.
24

Sheetl +) “ v
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The Function Library
group provides access to
all of the functions
provided by Excel 2013.

Let's begin by adding
together the students first
semester test scores in our
example.

Start by clicking on the
cell we wish to place the
total.

In our example it is cell CO.
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We then click on the
AutoSum command.

This will automatically add
all the numbers in the
cells directly above our
selected cell.

Notice that Excel 2013
shows us which cells and
the numbers that will be
added together.

If we wanted to use a
different range of cells we
could click and drag on
the different cells.

For now let's limit our
range to just add the
numbers in the cells C3
through C7.

To accept the cell range,
press the Enter key.
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Select destination and press ENTER or choose Paste

Excel 2013 copies the
function from cell C9 and
paste it into cells D9 and
E9.

Excel 2013 automatically
changes the cell range of
a copy and pasted
function to the
appropriate column.

In this demonstration, you
saw how to perform a
mathematical calculation
in Excel 2013.

Performing basic mathematical tasks in a spreadsheet
review

You should now be familiar with performing mathematical tasks in a spreadsheet:

Select a range of cells
Calculate a cell’s value by using a function
Copy a function from one cell to another
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Knowledge check

Where do you find cell functions in Excel 20137

Answer —

#1 — Your answer should have mentioned the Formulas tab and the Function Library
group.
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Inserting charts

You have learned how to insert data and operate data now we will show you how use
display data with a chart. Excel provides a wide variety of charts and built in functions
for the chart. Perhaps you would like to find a linear relationship to a chart. All you
have to do is plot the data on a scatter chart and insert a trend line. Excel will give
you the y = mx + b relationship of the data! Let me show you.
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Click on the insert tab and
then select Recommended
Charts in the Charts group
and click Ok to create the
chart excel recommends.
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When you select the chart,
additional tabs for Design
and Format appear.

You can customize a chart
to include a title and
labels.

To edit the title, first click
to select it and then click
on it again to edit the text.
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You can remove the chart
title by going to the Chart
Layouts group on the
Design tab.

Select Add Chart Element
and Chart Title then select
None in the options.
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Suppose you want a chart
with two variables such as
Time and Distance.

You could use a scatter
chart to display the two
columns of data.

Select all the data you
want to display in the
chart and then in Charts
group on the Insert tab
select the Scatter chart.
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Click the Chart Elements
button next to the chart
and select Trendline.

Expand the Trendline
option and click More
Options to display the
Format Trendline dialog
box to change the
trendline options.
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Excel quickly creates a
chart that can enhance
any presentation.

You can also paste your
spreadsheets and charts
directly into other Office
2013 products.



Knowledge check

When inserting charts, you should only select the data.

0o True
o False

If I am not sure what chart to use, I should try...

Scatter

Pie

Recommended Chart
Bar

O O O O

Answer —
#1 — True. When you insert a chart it will only display the selected data.

#2 — The Recommended Chart is based on the type of data you have selected and is
the best choice if you are unsure.
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How to print spreadsheet data

Excel 2013 provides many options for printing spreadsheets. If you happen to have
more columns than rows you can choose to print your spreadsheet as a Landscape.
Perhaps your data isn't fitting on your page, Excel provides the option to scale the
data to fit your paper. Let's look as some of the way you can print spreadsheets in
Excel 2013.
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Under settings you can
choose whether to print just
the active sheets in the
workbook or print the entire
workbook.

You can specify which page
numbers you would like to
print

And how many copies you
would like to print.
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You can adjust the
orientation of the
Worksheet on the paper by
selecting the Portrait
Orientation Command or
Landscape Orientation
command.

Make sure you have the
correct paper size and
margin settings set before
you send you worksheet to
the printer.

Excel 2013 provides custom
scaling settings for finding
the best fit for your print
out.

By default the actual size of
the data is printed.
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Knowledge check

You have a spreadsheet with data in a number of columns that doesn't fit on a single
printed page using the default settings. What can you do to present the data on a
single printed page?

0 Use landscape orientation
0 Use the printing settings to only print one page

You can print specific pages of an Excel spreadsheet.

o True
o False

Answers —

#1 — Landscape orientation allows you to print a spreadsheet with more width than
the default portrait orientation.

#2 — True. You can select a single page to print or a range of pages to print.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:

e Identify the components of a spreadsheet.

e Enter data into a spreadsheet.

e Perform basic mathematical tasks in a spreadsheet.
e Insert charts in a spreadsheet.

e Print a spreadsheet.

e Create an online spreadsheet.
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Introduction
{®
Presentation
Programs

PowerPoint 2013 is Microsoft's Presentation Program. This specialized program
allows you to create a presentation for business, school, or for personal use. A
presentation can include the following:

= Text

» Graphics
=  Charts

= Video

= Audio

=  And more

In this lesson, you will learn about the basic elements of a presentation program,
how to create a presentation, and how to add graphics and multimedia to a
presentation. You will also learn to identify the various options available to print
your presentation in different formats and create a new online presentation.

Power Point 2013 allows you to develop presentations. Presentations consist of slides
containing text and images. Presentations can be displayed visually as a slide show or
printed for distribution. Power point uses the Office 2013 interface to quickly add
text and images to slides.

The Introduction to Presentation Programs simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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http://www.microsoft.com/digitalliteracy.

Knowledge check

PowerPoint 2013 slides can display charts, spreadsheets, and documents from other
Office products.

o True
o False

What view allows you to edit the number of slides to put on each printed page?
o Notes

o From Beginning
o0 Handout Master

Answer —

#1 — True. You can insert charts, spreadsheets and documents from other Office
programs into PowerPoint slides.

#2 — The Handout Master view allows you to set the slides per page, the page
orientation and other print settings.
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Creating a presentation

Most presentations consist of several slides of content. The appearance of the slide
can be themed to improve the look of your presentations. Many times transitions are
added to the content to add higher quality of professionalism. After you create a
presentation it is important to review the presentation to insure it behaves as
intended.
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Here we will select the 'Text
Box’ command from the
Insert Ribbon.

Clicking on the slide will
place the text box on our
slide.

To give all the slides in your
presentation a consistent
look PowerPoint offers a
variety of themes found on
the Design tab.
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We will use the Facet Style
for this presentation.

PowerPoint 2013 supports
the fonts and styles you're
familiar with from working
with other Office 2013
programs.

We will add a bulleted list
and adjust the font size
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Creating a Presentation

Basics of PowerPoint
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Knowledge check

When making a presentation, it is a best practice to use a wide variety of transitions.

0o True
o False

Text areas can be repositions after they are placed on a slide.

o True
o False

Answer —

#1 — False. You want to be conservative in using transitions so they don’t become a
distraction.

#2 — True. You can edit the size and position of text areas after they are placed on a
slide.
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Adding graphics and multimedia

Most presentations are designed to show the audience some content. Many times
the best way to express the content is with images, tables and charts. Power Point
2013 supports content from other Office 2013 products. The content can be pasted
from other Office 2013 products or built directly within Power Point 2013. Let's look
at some of the ways we can improve the content of a presentation.

The Adding Graphics and Multimedia simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

You cannot build charts in PowerPoint 2013.

0o True
o False

Images can be dragged directly into PowerPoint 2013.

o True
o False

Answer —
#1 — False. PowerPoint allows you to build charts from scratch to display on a slide.

#2 — True. You can drag and drop images right onto a slide.
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How to print a presentation

Power Point 2013 provides many options for printing spreadsheets, for instance you
can adjust how many slide appear on a page. You may want to include your notes
when printing or show just the text. Let's look as some of the way you can print
spreadsheets in Power Point 2013.
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You can also have more than 1
slide to be printed out on
each page.

Here we will set PowerPoint to
put 4 slides on each printed

page.

When you are ready to print,
select the Print button in the
backstage view.
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An example of the Layout is
displayed in the preview
window.

When printing multiple copies,
you can print one complete
presentation at a time or print
one slide at a time with the
Collated and Uncollated
Commands under Settings.
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Knowledge check

You can only print one slide per page.

o False
o True

You can include your presentation notes when printing.

o True
o False

Answers —
#1 — False. You can change the print settings to print as many as 9 slides on a page.

#2 — True. You can change the print settings to either include or hide slide notes
when printing your presentations.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:

e Identify the elements of a presentation program.

e Create a presentation.

e Add graphics and multimedia to a presentation.

e Use the print options that are available in a presentation program.
e Create a new online presentation.
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Introduction

Access 2013 is Microsoft's database program. This specialized program allows you
to create a database for:

* Providing information

= Keep certain items organized
» Keep track of money

= classify certain things

= And more

In this lesson, you will learn about the basic tasks that you can perform by using a
database program. You will learn how to create and use a database. In addition,
you will learn how to generate various types of reports by using queries.

Businesses generate a lot of data, consider how many times you have been asked for
your name and email just to sign up for a new account on a website. Your name and
address are examples of data. Databases are designed to store and access data. This
data is usually stored in several different tables, when someone wants to verify your
account they check the submitted data to that stored in the database. Access 2013
allows you do build these tables, fill them with data and then look at the data. Let's
look at an overview of the process.

The Overview of Databases simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

Access 2013 uses a unique field to connect data between tables, what is it called?
o Data Type

o Field Name
0 Primary Key

Databases can only contain one table.

0 True
o False

Answers —

#1 — The primary key is the field where data can be looked up, making a search much
easier when the database is large.

#2 — False. A database can contain as many tables as the user needs.
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Creating a database

Databases contain several tables. A table needs a description of the data before data
can be entered. For any column we must specify if the data will be text, a number, a
date or something more sophisticated. By specifying the data type we can insure the
data is valid when it is add to the table. Let's look at how we added a table to a
database.

T =8 %

As you can see there are
Access s el ™ )
Seapooliiow Supana w1 several types of Databases, we
will create a Blank Desktop

; : % Database and name the file
[mw Open Other Files TestDB.

Custom web app Blank desktop database

Cont

) Kim Akers ‘,;' 9

Inventory

Recent

)

) Kim Akers [y
5

EE

Access

Suggested searches:  Assets  Business  Contacts  Employee Switch account |
Inventory  Project  Sales Order

Custom web app Blank desktop database
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Blank desktop database

File Name
Testod]
CAUsers\dwyand 2\Decuments\

LI
Create

BHS &= TABLETOOLS  TestOB: Database- CAUsers\dwyand ADocuments\Test.. 2 — x
T HoME  CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE Kim Akers
b a8 12 [ RoseaTime =

iy M vesne bs e

View  Short Number Currency Delete Validation

ol = Bl More Fietds = e deied
views 2dd & Detete Properties Formatting Field Validation -
All Access Obje... ® « || Tabiet’\

0 - |ClicktoAdd -

Seareh. yel % (New)

Tables A =

B2 Tablet

Record M <f1ofl |+ M B Mo Filt Search

BHS &= TABLE TOOLS TestDB: Database- C\Users\dwyand NDocumentsiTest.. 7 = 0O X
HOME  CREATE  EXTERNALDATA  DATABASETOOLS  FELDS  TABLE Kim Akers

V A8 12 [ [Date&Time [E] Name & Caption Required &2,

= [ vesilo X o Uique

View | Short Number Currency Deler Validation
- Tedt [l More Fields - Indexed =

Views Add & DElrll Properties Formatting Field Validation

All Access Obje... ® « | 3 Tabet

- Sy o

Tables « ™ ey

Je=: RO

Recora: W+ [Tl » ¥ Search

Click the Create button to
open the database file.

By default Access 2013 shows
you a table in DataSheet View.

You can change views, with
the View button on the Home

Tab.
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BE S ¢

B i e o G e i wae-| NoOtice how Access 2013 will
% AB 12 = [ oste&Time ; ] Name & Captia e i =) )
Bl o i o D1 T, | Bowe vy - ask you to provide a name for
All Access Obje... @ « || = T * your ta €.
o D - | Click to Add -
Tables x & ‘NEW}
B Tebier Save As 18 e |

e

[ rabes

o) Com

Record: 4 W] X

- 2 Search

BHE S ¢
HOME
b e 12

TABLE TOOLS
CREATE  BXTERNAL DATA

[ R DateiTime

DATABASE TOOLS

FIELDS

TABLE

Kim Akers =
n =,
B
] Ves/hio =
View Short Number Currency Validation
. Text [t More Fields - d P
Views Add B.Df_\ﬂe Properties Formatting Field Validation ~
= [= 1T 1 x
All Access Obje... @ «|] = ™=
Soorch o 1] - ClicktoAdd -
= #* (New)
Tables ES
= e Save s ==
Table Name:
Studen]
Recard: M L h 4

Search

R

TABLETOOLS  TestDB : Database- C:\Users\dwyand_2\Documents\TestDB acedb.
IEIE iove  CREATE  EXTERNALDATA  DATABASETOOLS DESIGN

1r = Insert Rows F‘ [issll =B ‘*

B = ; Y=
3 Delete Rows - - Ll -
View  Primary tui = Property Indexes  CreateData Rename/  Relationships  Object

- Key le £ Modify Logkups  sheet Macros = Delete Macro Dependencies

Views Tools ShowHide

Field, Record & Table Events Relationships
All Access Obje.., @ « || sweemt___

I DstaType Description (Optional)
- | —
B student

ieta opertis
e
Field Size

Long Integer

New Values Increment

Fomat |
Caption

Indexed Yes (No Duplicates] |
Text align Genenal

smes.

Design view

NUM LOCK
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A field name can be up to 64 characters lon
Including spaces. Press FL for help on field

T os B XN
Kim Akers

10 kR

Let’s call our table "Student”
and click OK.

Each table starts with a piece

of data called ID whose data
type is Autonumber.




TABLETOOLS  Te atabase- CA\Users\dwyand 2\Documents\TestDB.acedb.. 2 — O X
EXTERNAL DATA DATABASE TOOLS DESIGN Kim Akers =
m ? 5 Insert Rows =] ==zl =
: I Delete Rows s bt
View  Primary & T n Property Indexes  CreateData  Rename/  Relationships  Object
- i Modify Lookups  gheet Macros = Delete Macro Dependencies
views Tools Snow/Hide  Field, Recard & Table Events Relationships ~
: & T student’\ x
All Access Obje... ® « || swoent_ :
oo B Field Name Data Type Description (Optional) =]
"B utoNumber
Tables A
= student

Field Properties

Long Integer
Increment

Yes [No Duplicates)
General Afield name can be up to 84 characters long,
including spaces. Press F1 for help on field
n

Bdo- =

TABLETOOLS  TestDB: Database- C:\Users\dwyand_\Documents\TestDB.acedb.. 2

Bl o
BT

view  |Primary |2
- 2

Views

All Access Obje... @ «|| 3 sudert

Searen_
Tables
B student

h panes. Fi

BHS = TABLETOOLS  TestDB : Database- C:\Users\dwyand_2\Documents\TestDB acedk 7 o
LG HOME  CREATE  EXTERNALDATA  DATABASETOOLS  DESIGN Kim Akers ~
' A &= Insent R : . F
=l i ¥ B &8 = B
X Delete Raws - o = -0
View Test Validation * o Property Indexes Create Data  Rename/  Relationships  Object
- £A Modify Lookups  gheet Macros = Delete Macro lependencies
Views Tooks. Show/Hide  Field, Record & Table Events Relationships -
i ® Student ',
All Access Obje... @ «|| 3 sueen
e 5 Field Name DataType Description (Opticnal) 8
L AutoNumber
Tables B
3 student
Field Propenties
Generat |Lookup|
Field Size Long Integer
New Values Increment
Format
Caption
Indexed Vet (N Dupicates)
Text Align

CREATE

Notice how the Primary Key
button is highlighted in the

-0 x
EXTERNAL DATA  DATABASE TOOLS DESIGN Kim Akers ~
£= Insert Rows — =] r—‘
1 =5
3% Delete Rows = b = o0
t Validation Property Indexes CreateData Rename/  Relationships  Object
f 8 Modify Lookups | Sheet Macros~ Delete Macro ependencies
Toois ShowMide  Field, Record & Table Events Relationships ~
x
B Field Name Data Type Description (Optional) B
e o) AutoNumber
Y
Field Properties
—
Generat Lookup
Fiela size Long Integer
Hew Values Increment
Format
Caption
Indexed es (No Duplicates)
Text Align Genersl

Afield name can be up to 64 characters [ong,
induding spaces. Press F1 far help on field

Help.

Ribbon when the ID row is
selected.

A field name can be up to 64 characters ong,
Including spaces. Press F1. for heip on field

names.

You can toggle which row will
be the table’s Primary key.
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TABLE TOOLS TﬁlDB,Diuhase-(\Uscrs.dwylnd_?\ﬂv:ummb\l:ﬂDE.i((ﬁn” ?7 = 0O %X
ﬂ HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGN Kim Akers ~ Lets add a Cou ple more rOWS

£= Insert Rows ===} _Fill_ = r\ .

e | B . ..M. of entries on our table
Rul R Modify Lockups  sheet Macras = Delete Macro ependencies
Views Tools Show/Hide Field, Record & Table Events. Relationships ~
— L one for StudentName as a
All Access Obje..
— ) — DHeld Name Amomi‘a;::vpe Description (Optional)
Taes (W Short Text Data Type and one
I suaene Birthdate [=]
of Birthdate as a Date and
I .
Time Data type.
Field Properties =
General |Lookup
Format
The dats type determings the kind of values
No Control
Show Date Picker For dates

Switch panes. F1 = Help. NUM LD
BE S - TABLETOOLS  TestDB : Database- C:\Users\dwyand_2\Documents\TestDBacedb.. 2 = 0O X
HOME  CREATE  EXTERMALDATA  DATABASETOOLS DESIGN Kim Akers -
£= Insert Rows ==z = =] 1r\
3% Delete Rows - - = <0
’ P Property Indexes Create Data  Renome/  Relationships  Object
ul £ Modify Lookups  sheet Macros = Delete Macro Dependencies
Tools ShowHide  Field, Record & Table Events Relationships -
@ Student x
All Access Obje.., @ « || T Studen — b T
ald Name taTypa escription (Optiona <
search =
r" 119 | studentin AutoNumber
sbies A || studentname
BB stugent
Fiela Properties
Genenal [Lookup.
Field Size 255
Format
Input Mask
Caption
Default Value
Validation Rule The data type determines the kind of values
Walidation Text | that users can store in the field. Press F1 for
equired m help on data types.
Allow Zero Length Yes |
Indered o
Unicode Compression _Yes
IME Mode No Control
IME Sentence Mode MNone
| | Tet Align General

ma e . TABLETOOLS  TestDB: Database- C\Users\dvyand Z\Documents\TestDB.accdb.. 2 = [ . .
[ T e «s-| INn DataSheet View notice that
2= Inset Rows. =5z s =0 5] .
e el T - - the field names we created are
ook showinse | Fuid mlsors Smibi evintsl “nbonieips “
v —
o [T < now the column headers.
3 eld Name Data Type Description (Optior

‘t‘( Resign View 2118 |studentio AutoNumber
a StudentName Short Text

B student Birthdate Date/Time

e

Field Properties

Afield name can be up to &4 characters lang,
including spaces. Press FL for help on field
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EHd

HOME  CREATE  EXTERNALDATA  DATABASETOOLS
h_/‘ Y 4] Ascending Y Selection
o Eg Copy o %l Descending Y= Advanced -
ew Clipboard Sort & Filter

Obhje... - |22 stusent

*
2

TABLE

FIELDS

TOOLS
TABLE

i tmmmmm— %" In DataSheet View notice that
Z Totals Calibri (Detail) 1 - .
b-md e R i the field names we created are

now the column headers

StudentlD - StudentNan - = Birthdate - |Click to Add -

EH o

TABL

ETOOLS

‘estDB : Database- C:\Users\dwyand_2\Documents\Test... ? ;‘mﬂ_mm ‘ You Ca n type d i rectly i nto th e
3 Totals Calibri (Detail) 1 . . .
Toan (BTN cell or in certain cases, like a

date, we can choose a value

- [ Click to Add -

T | TS STMAOA  CAABSETOO | HESE e
(Y Y\ 8l Ascending V- Selection T 8 New
U flDescending ToAdwanced 2 Esp,
View Filter Refresh
- R All-
views cipbeara 3 Sort & Fier Re
1 ) Student
All Access Obje... ® « || T studen
et | StudentiD - StudentNan - Birthdate
en.
== e 280b 3|
= B l* (New) 4 June, 2012 3
T student Su Mo Tu we ™ Fr s

3 4

17 18

12
s 6 7 8 9
wuteu
190 2 2B

15 16

M8 EUBHD

Todsy |

with the Calendar widget.

[ = TABLETOOLS  TestDB:Database- CAUsers\dwyand ADocuments\Test.. 2 — 0O X . .
HOME ~ CREATE  EXTERMALDATA  DATABASETOOLS  FELDS  TABLE Kien Akars = NOtlce that Wlth eaCh neW
!‘.‘/‘ t \Y ?vﬁntndvng Y'5(!<(!inn' 'é' = New E'Mn‘i ; . Calibri (Detsil) .
Sty Tt | L e, oo |, S (€T LT entry in the table Access
; " A te + ElMorer -Z-2-
Views Cliphoard 5 Recore Find Text Fe ~ .
All Access Obje., @ « [H == - automatically updates the
Search. o Studentid - Stuhdenmxn- mm.;ra:f ~|Click to Add -
260l 05/06/2012
o . s StudentID number.
LR s 4 Mary 03/09/201F]
® (New)

| Recors: 1« 3013

Access 2013 allows database
designers an interface to
create their tables quickly.

Take some time to learn which
data type will best suit your
information and records.

NUM LOCK
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Knowledge check

The first row in a table must be the Primary Key of the table.

0o True
o False

This data type insures that I have unique numbers.

o0 Number
o Short Text
o Autonumber

Answers —
#1 — False. The primary key can be anywhere and not necessarily the first row.

#2 — Autonumber will make sure you have unique numbers for each line of data.
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Working with records in a database

Access 2013 databases hold a collection of tables and Excel 2013 creates tables. It is
natural to wonder 'How does one import an Excel table?’ Access 2013 supports a

wide range of formats for importing and exporting. In this lesson let's focus on the
Excel Importer Wizard.

The Working with Records in a Database simulation can be accessed online at
http://www.microsoft.com/digirtalliteracy.
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Knowledge check

I cannot change the data type of a column once it is loaded into Access 2013.

0o True
o False

I can use the first row in an Excel spreadsheet to be the name fields in my Access
table.

0 True
o False

Answers —
#1 — False. The data type can be changed at any moment.

#2 — True. Excel and Access are compatible with each other.
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Database queries

Queries allow database designers to change or retrieve data from a database. Access
2013 allows queries to be built with a graphical interface. There is also support for
SQL queries. Let's look at how we can create a query.

| You use a query to
|? retrieve specific

i information from a
b database.

N -

| It helps you view specific
7 = data to modify or analyze
| it.

You use a database
: program to enter a query
- in the form of a question.

The database program
b | B then performs the
required operations to
present the answer in the
form of a report.
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Suppose you own a coffee
shop and you store
detailed information
about your customers in a
Customer table and data
about the sales of all the
products in a Product
table.

These two tables form
part of a database.

L

You want to introduce a
special discount offer on

the less popular flavor of
coffee beans in the area
with postal code 97001.

___ = For this, you need to
oSt Gagk g retrieve the sales details

- to help you make this
decision.

Postal Code 97001

==
-
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Postal Code 97001

Jo
111 =
>
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You decide to use a query
for this.

Queries work on search
conditions called filters to
retrieve specific
information from a
database.

To define a filter, you
need to first select the
tables from which you
want to retrieve data.



Iif [a

T~
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The common fields in the
tables are shown as
connected.

You then specify the
fields, known as criteria
fields, on which you want
to base your query.

In this case, you would
use the postal code field.

Next, you select the fields
you want to view.



You can specify these
fields by dragging them
from the tables.

L By default, all the fields
2= you specify appear in your
— report.
=
Ok
ik You can also choose to
= show only specific fields
: in the report.
B4
b

After you execute the
query, the result appears
as a report.
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I -

Postal Code 97001
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This report contains the
sales details of all the
coffee bean sold in the
area with the postal code
97001.



Knowledge check

SQL is not support by Access 2013.

0o True
o False

A query is a fast way to look at data in your dataset.

o True
o False

Answers —
#1 — False. SQL is supported in Access 2013.

#2 — True. A query allows you to quickly compare and filter all the data in your
database.
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Working with reports

Access 2013 allows you to developer reports on the content of the database. Reports
are useful for meetings and presentations when you want to distribute part of your
database. The Report Wizard also offers options to show statistical analysis on the
data. Let's see how to use the Report Wizard.

A= = TABLE TOOLS Databsse- C L2\D ?2 - 0O X

HOME EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE ¥im Akers - On the Create Tab you Wi”

Y c 3 Totals Calior “Jn . ,
Mg > ] !
v | e Th i | FITTE find Access 2013's Report
A cess ot @ < 7 ) ‘" . Wizard in the reports
— vl D . Region - Website - Foods - Plants - Crafts + Click to Add ~ -
Tables * 1 1 South Atlantic https//www.1t ¥ Y Y r
B T | 2 East North Central http:/fwww.pi Y ¥ ¥ g Ou p.
| 3 Mid-Atlantic Unknown Y Y Y
4 South Atlantic Unknown Y Y N
5 West North Central http://www.ia ¥ N N
6 East North Central Unknown Y Y Y
7 South Atlantic unknown ¥ ¥ ¥ .
e e ; : The Report Wizard helps
9 west http://carsonki Y ¥ ¥
10 East North Central http:/fwww.e: Y Y N M
1 West St Gl it Y N v you to customize and
12 East North Central http:/fwww.7t ¥ ¥ Y
13 South Atlantic https/furww.A ¥ v ¥ M
e T print reports from your
15 South Atlantic unknown Y Y A4
16 New England http:/fwww.A Y Y ¥ d at a
17 East North Central Unknown Y ¥ Y .
18 East North Central http://www.ac Y Y N
19 West South Central Unknown Y ¥ N
20 Mid-Atlantic http: ffwww ac Y Y N
21 Mid-Atlantic https//www.ac Y Y N
22 East North Central http://www.fa ¥ Y Y
I:& 23 West Unknown Y N Y
24 Pa http:/fwww.lc ¥ Y N
25 West North Central http://albertle ¥ ¥ Y
26 West North Central http:/falbertle Y N ¥
27 East Nerth Central hitto:/fwww. N Y =

Record 1ot " Searcn
s TABLE TOOLS FarmersMarket: Database- C\Users\dwyand_A\Documen.. 7 - 01 X
m HOME CREATE EXTERNAL DATA. DATABASE TOOLS FIELDS TABLE Kim Akers =
EEm R o EFnrm\Muld = o [P % Module
e " . [l Navigation ~ [E] Labels 57 Class Module
Application  Table Table SharePoint Query Query Form Form Blank Report Report Blank Macro
Pants - Desi Lists~  Wizard Design Design Form = Mare Forms = Design Report ] Visual Basic
Templates Tables Queries Forms Reports Macros & Code ~
All Access Obje... @ « T famensMarket\ S E—— - %
s B o - Region - Website - Foods - Plants - Crafts - CicktoAdd - -
S 7 1 South Atlantic hittp:/fwurve 10 Y ¥ Y
2 East North Central http:/ v Y ¥ ¥
S | 3 Mig-Atlantic Unknown Y ¥ ¥
| 4 South Atlantic Unknown ¥ L N
| 5 West North Central http:/ fwwrw.ia Y N N
6 East North Central Unknown Y ¥ Y
7 South Atlantic Unknown Y ¥ ¥
8 East North Central Unknown Y Y N
9 West http://carsonf. ¥ ¥ ¥
10 East North Central hitp:/forww.e: Y Y N
11 West South Central http://www.6 Y N ¥
12 East North Central hittp://wwwe.71 Y Y ¥
13 South Atlantic http://wwewA Y ¥ 4
14 East South Central Unknown Y N N
15 South Atlantic unknown Y ¥ ¥
16 New England http://www.A Y Y Y
17 East North Central Unknown Y ¥ ¥
18 East North Central http://www.acY b N
| 19 West South Central unknown ¥ ¥ N
| 20 Mid-Atlantic http://www.ac Y Y N
| 21 Mid-Atlantic hittp://www.ac ¥ ¥ N
| 22 East North Central hetp:/fwww.fe ¥ k3 ¥
23 West Unknown Y N ¥
24 pacific http:/ /wvewr.lc ¥ ¥ N
25 West Nerth Central hittp://albertle ¥ ¥ ¥
26 West North Central http://albertle ¥ N ¥
27 East North Central htto:/ wyewr.al Y N ¥ =
Record 4L [Lo600 | b M b Sesren
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BEEE oM | cReATt  ECIERMALDATA  DATABASETOOLS  FEDS  TABLE Kim Akers ©

D EE T RE M T 5 [] G [ S Start by selecting which

3 Navigation - [E] Lavess 121 Class Module
Application  Table Table SharePoint Query Query Form Form  Blank Report Report Blank Macro
Parts - Design -

N, o LpRn i e B vy fields you want in your

Ter

L i o] Report Waard ';
All Access Obje 2 _— .
Which fikds do you want o your repart? = > a
oo 2| , o e = report and then click Next.
Tables 2 ou can chosse from more than ane tabe or query.
2] FormersMarket i | :
N
E N
| Selested Felds: Y.
| . Y
N
[ v
I N
| Y
| Y
[ Y
N
[ (tem> ][ oo v
e = ¥
17 East North Central Unknown ¥ ¥ ¥
18 East North Central https/fwww.ac Y Y N
19 West South Central Unknown Y Y N
20 Mid-Atlantic hetp:/fuwwi.acY Y N
21 Mid-Atlantic https//www.acy ¥ N
22 East North Central http:/ /vt ¥ ¥ 02
23 West Unknown ¥ N v
| 24 Pacific https/fwww.lc ¥ ¥ N
| 25 West North Central http://albertle Y ¥ \
[ 26 West North Central http://albertle ¥ N Y
27 Eas Cantral htto://wew.al Y N Y z
Record: 1 of 600 hd 2
BB S - TABLETOOLS
HOME | CREATE = EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE Kimm Akers. ©

[===] m El ,i= == R Form Wizard [ Report Wizard E 2 Module
= BN B ) ! @, Ll g o
5 EH ENavigstion+ ] tobess £ Closs Module
Application  Table Table SharePoint Query Query Form Form Blank _ Report Report Blank Macro
P Desion Usts= | Wizard Design Design Form [5 More Forms - Design Report £ Visuat Basic
Templates Tables 'Remwm . Macros & Code -
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Access 2013 can arrange
the values for each
columns

to be in ascending or
descending order.
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The Wizard also offers
some basic formatting
choices such as the layout
and orientation of the

page.

On the last step you can
name your report and
then click Finish to
preview it.
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Here is a preview of the
report, you may notice
that the value for Region
is cut off.

We can change the
formatting of the report in
Design view by closing the
print preview.
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Lets select and rescale the
Region Header object on
the report.

When you are done,
change to Report View to
double check your
formatting.
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Knowledge check

You cannot change the formatting of a report.

0o True
o False

Reports can provide averages or summations to the data.

o True
o False

Answers —
#1 — False. Formatting can be changed at any time for any report.

#2 — True. Reports can summarize advanced queries and calculations.
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Congratulations
Congratulations on completing the lesson!
You should now be able to:
e Explain basic concepts of a database.
e Create a database.
e Work with records in a database.

e Explain what database queries are and how they work.
e Work with reports.
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Glossary
A

Active Cell
An active cell is the cell in which you are working currently. There can be only one active cell
at a time.

C

Cell

A cell is formed by the intersection of a row and a column. You can use a cell to store and
display different types of data such as text, numbers, or formulas.

Cell address

Each cell in a worksheet is identified by a cell address. A cell address is made of the column
letter and row number of the cell. For example, the cell formed by the first column and first
row has the cell address Al. The cell address indicates the exact location of a cell in a
worksheet.

Cell pointer
A cell pointer is the highlighted rectangular border formed around an active cell.

Cell range
A cell range is a block of cells selected to implement a formula in a worksheet.

Cell value
Cell value is the actual numeric value of the data in a cell. This value might not be the same
as the data displayed in the cell.

Columns
The vertical divisions in a worksheet are called columns. Each column is identified by a letter.
For example, the first column in a worksheet is A.

Contextual Tabs
Tabs which are displayed only when a particular object type is selected.

Cursor
The cursor is a blinking vertical bar on the screen that marks the location at which the
inserted text appears. You can also use the cursor to select text or graphics in a document.
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D

Database
A database contains objects that help you to store, edit, and format information.

Database programs
You use database programs to store and manage data in an organized way. By using these
programs, you can also sort or search for the information stored in a database.

Desktop publishing (DTP) programs
DTP programs are used to combine text and graphics to create documents such as
brochures, greeting cards, annual reports, books, or magazines.

F

Flat file database
A flat file database contains all the data in a single table.

Formula bar

The formula bar is used to enter or modify data in a worksheet. When you type data in a cell,
the data is displayed simultaneously in the active cell and in the formula bar. However, when
you enter a formula in a cell, the formula is displayed in the formula bar, whereas the
numeric value of the formula is displayed in the corresponding cell.

G

Group
A group is a labeled set of closely related commands.

L

Label
A label is a text entry that is used to identify the type of information in a row or a column of
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a worksheet. Labels do not have any cell value associated with them.

M

Mouse
The mouse is the primary input device used to interact with objects in Microsoft Windows.

P

Pointer
The on-screen arrow or shape that moves when you move your mouse or other
pointing device. It changes to a variety of shapes to indicate its current behavior.

Presentation software
You can use presentation software to combine graphics and text to create presentations.

Productivity software

These are specialized programs that help you create and work with various types of
documents. Common categories of productivity software are word processors, spreadsheets,
presentation software, and databases.

Programs
A sequence of instructions that can be executed by a computer. A program is also known as
software.

Q

Query
A query is a database object that enables you to locate the desired information in a
database.
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R

Relational database
A relational database stores data in multiple tables.

Reports
You can create reports in a database program, such as Access 2007, to organize, summarize,
and perform calculations on data stored in a database.

Rows
The horizontal divisions in a worksheet are called rows. Each row is identified by a number.
For example, the first row in a worksheet is 1.

S

Scroll bars
Scroll bars are vertical and horizontal bars located at the side or at the bottom of a display
area. You can use scroll bars to move to a specific location in the work area.

Spreadsheets
You use spreadsheet programs to create budgets, manage accounts, perform mathematical
calculations, and convert numerical data into charts and graphs.

Status bar

The status bar is a horizontal bar that is at the bottom of some productivity programs. This
bar displays information about the current status of the program or document that you are
viewing.

T

Title bar
The title bar is the horizontal bar that contains the name of the window. Most title bars also
contain buttons to close, minimize, and resize the window.

Toolbar
The toolbar is a block of buttons or menus that you can use to quickly perform common
tasks.
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W

Word processors
Word processors are used to create and modify text-based documents.

Work area
The work area is the blank space within the program where you enter information.

Workbook

A workbook is a file created in Excel 2007. A workbook can contain one or more worksheets
and related items.

Worksheet
A spreadsheet is called a worksheet in Excel 2007.

X

X-axis
The x-axis is the horizontal line in a chart. Typically, you show time on the x-axis.

Y

Y-axis
The y-axis is the vertical line in a chart.
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Welcome

Description

This course helps you to identify the various threats to your computer and the data
stored on it. You will explore how to protect your computer from these threats by
taking some preventive measures. Finally, this course explains the ethical and legal
issues related to Internet usage.

Benefits

Like any other electronic device, your computer is at risk from damages caused by
accident or by intention. Some of these damages can be permanent. You can prevent
your computer hardware, software, and the data stored on it from a number of
damages by taking certain preventive measures.
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Computer
Security and
Privacy

If you use computers regularly, you may have a lot of information stored on the
computer. You need to ensure that this information is not viewed by other people
without your permission. You also need to protect this information from getting
damaged. Any information can be damaged or stolen; so protecting it is important,
to protect information like the following:

e Tax Details

e Personal Letters

e Business Correspondence
e Projects

e And more

In this lesson, you will explore the need for protecting your computer hardware,
software, and electronic data from damage, loss, and theft. You will also learn
about the various solutions and devices that you can use to protect the data on
your computer.

Computer security and privacy are two significant issues today. Computer security
pertains to intrusion with personal accounts. Privacy pertains to how companies
handle information you have given them. As we grow with more technology the
social perception will evolve. In this lesson we will look at various aspects of
computer security and privacy.

The Computer Security and Privacy can be accessed online at http://www.microsoft.com/digitalliteracy
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Knowledge check

Is any potential damage to your computer a threat?

o Yes
o No

What is computer privacy?

0 Keeping your personal files and data secure and a secret.
o Keeping your computer away from everyone.

0 Keeping someone else’s information.

Answers —
#1 — Yes. Any damage that can happen to your computer is always a threat.

#2 — Keeping your personal files and data secure and a secret from unauthorized
viewing or tampering is called computer privacy.
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Natural threats

Computer security and privacy can be threatened by natural dangers such as
earthquakes, flooding or lightning storms. These natural threats can lead to fires,
extreme temperatures and even electric shocks to your computer, causing potential
physical damage and loss of data.

Fire Fire
Fire can be devastating to your computer. Beyond direct
damage from flames, the heat generated can melt
sensitive components within the computer. Smoke can
damage the CPU fan which can also cause over-heating.
In case of a fire, always get yourself to a safe place
before trying to rescue your computer.

Extreme Extreme temperature

Generally, computers are designed to function within a
moderate temperature range. Excessive heat or cold can
cause important components to malfunction or break.
In cases of drastic temperature changes, it is best to
allow the computer to return to room temperature
before using it.

temperature

Lightning strikes  Lightning strikes
Lightning strikes are a huge threat to your computer,

even if it never actually touches your hardware.
Sometimes a lightning strike will create an electric surge
(or spike) that amplifies the voltage to your computer
through the power supply. This sudden surge of
electricity can destroy crucial components of your
computer including your motherboard.

303|Page



Knowledge check

Can flames melt components of the computer?

o Yes
o No

Where is a component that a power surge can destroy?
0 Screen

o Keyboard
0 Motherboard

Answers —
#1 — Yes. The extreme heat can melt sensitive components.

#2 — The motherboard can be destroyed by a sudden power surge.
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Measure for protection from natural threats

Natural threats can cause considerable damage to your computer. The following
table explains the measures that you can take to protect your data and computer

from natural threats.

Back up data

'

Install computers in secure
locations

///

Install protective electrical
devices

Back up data
Backing up data involves creating

multiple copies of your data. Events like
floods and earthquakes can strike
without warning. Making a backup helps
you recover your data in case of any
data loss using external hard drive or
use an online data backup site such as
Cloud. This way, you can view and save
your data online on any computer. To
provide better recoverability, keep a
copy of your important data in a
physically separate location, such as in
another building or city.

Install computers in secure locations
Install your computer in a place where it
is not likely to get damaged due to
natural factors. For example, avoid
installing computers in rooms that are
exposed to excessive dust or moisture.

Install protective electrical devices
Install devices such as an Uninterruptible
Power Supply (UPS) that can provide
battery backup in case of a power
outage. A UPS prevents software
damage caused by abrupt shutting
down of your computer. A UPS also
provides surge protection and line-
conditioning features, which help
protect your computer against spikes
and surges on the power line. You can
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Insulate computers from fire

3

Maintain appropriate
temperatures and humidity

ﬂ

also install separate surge protectors
and line conditioners. However, in case
of a strong surge, caused by events such
as a major storm, you should turn off the
computer and unplug it from the power
to avoid damage.

Insulate computers from fire

Insulate the computers from fire by
housing them in fire retardant
surroundings. In addition, you can install
adequate fire safety equipment and
procedures for quick damage control.

Maintain appropriate temperatures
and humidity

You should maintain an optimum
temperature and humidity level to
ensure the smooth functioning of your
computer. You can do this by installing
devices such as air conditioners and
humidity controllers. If you are using a
desktop computer (a computer designed
to fit conveniently on top of a typical
office desk), then you can install or
upgrade a fan that attaches to either the
front or back of the case, install a water
cooling kit, etc.
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Knowledge check

Plugging the computer into the wall power outlet will protect it from damage.

0o True
o False

What additional measures can be taken to protect your computer from physical
damage?

a. Installing an air conditioner

b. Housing the computer in fire retardant surroundings
¢. Turning off the computer during a storm

d. Putting the computer outside

Bothaand b
Both b and ¢
Both cand d
a, b,and c

O O O O

Answers —

#1 — False. A computer that is plugged directly into the wall outlet is vulnerable to
damaging power surges.

#2 —a, b and c. Installing an air conditioner, using fire-retardant surroundings,
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Threats from human actions

Threats
from

human
actions

Theft

A malicious human source could be a threat
to your computer. A hacker is a person who

tries to illegally access your computer when
you connect it to the Internet. Hackers are
normally programmers who can gain
unauthorized access to other computers.
They can sabotage your personal
information, finances, your computer, other
computers, and programs. Hackers send out
personal information to advertisement
companies. In addition to malicious human
threats, human errors such as accidental
deletion of data and physical damage are
also a threat to your computer.
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Anyone can steal your computer or its
components, if they have access to it. With
the popularity of portable computers,
such as laptops, physical theft of
computers has become very common.

You can also become a victim of virtual
theft, when your computer is connected to
the Internet.

An example of virtual theft is identity
theft. Identity theft happens when
someone, usually a hacker, steals your
personal information and uses it without
your permission to assume your identity.
The hacker will use your identity to gain
access to your finances or perform illegal
actions. The hacker can also wreck your
reputation, which is more reason to
prevent identity theft.

Another example of virtual theft is
software piracy, which is theft of a
computer design or program. It may also
mean unauthorized distribution and use
of a computer program or confidential
documents.



Viruses,
worms, and
trojan
horses

Spyware

Viruses, worms, and trojan horses are

computer programs that can damage the
data or software on your computer or steal
the information stored on your computer.
These viruses can reach your computer,
without your knowledge, through the
Internet or through storage devices, such as
floppy disks and CD-ROMs.

Worms are malicious programs that self-
replicate, and then penetrate an operating
system with the spread of malicious code.
The worms are designed to spread by
computer networks, sending copies of the
original code to other computers. This can
cause harm by consuming bandwidth or
possibly the deletion of files or sent
documents.

A Trojan horse is a type of malware
designed to provide authorized access to a
user’s computer. Unlike worms, trojan
horses do not have the ability to replicate.
Trojan horses can deal critical damage to
your computer. Trojan horses can lead to
viruses being installed on a machine
because it is being controlled by the trojan’s
creator. This can allow data to be stolen,
installing more malware, key logging, and

-

various illegal actions.
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Spyware are programs that can be
installed on your computer without your
knowledge. Spyware collects the owner’'s
private information such as your browsing
habits, downloads, or your personal data
like your name or address. There are many
different strains of spyware. Some spyware
can redirect you to a different site, install
additional software that causes to slow
down your computer’s performance,
change your computers’ settings, change
the home page, or serve you a personal
advertisement known as adware.



Internet
Scams

Online
predators

Accidental
deletion of
data

Accidental
damage to
hardware

While using the Internet, you might come
across some attractive offers through email
messages or chat room communication.
They may appear real at first, although they
are usually fake. They can deal damage by
stealing your personal information and can
steal money from you.

Many times, damage to a computer is due
to unintentional human errors. Accidental
deletion of an important file can disrupt the
integrity of data or prevent other files or
programs from working. For example, you
may accidentally delete an important file,
causing the computer to malfunction.
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Online predators are individuals who lure

anybody online into inappropriate and
unethical relationships and habits. It is
common that an online predator can
attack a victim by manipulating them
causing them to be unaware of the
dangers. Normally, an online predator can
be found in instant messaging rooms, chat
rooms, and social networking sites.

-
r

s

Computer components are extremely
delicate; being delicate make them run
the risk of getting damaged due to
carelessness. For example; if you
accidentally drop your laptop computer,
this might result in damage to the
hardware components, such as
motherboard or CD-ROM. As a result you
could lose the data stored on the
computer. In addition, physical damage to
data due to spilling of food and beverages
on storage devices can affect your
computer.



Knowledge check

What is a hacker?
0 A person that tries to illegally access your computer

0 A weapon that can damage your computer
0 A program to protect your program

Identity theft is an example of virtual theft.

o True
o False

Answers —
#1 — A person that tries to illegally access your computer is a hacker.

#2 — True. Your identity can be stolen virtually.
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Measures for protection against threats from human actions

You can take some simple measures to minimize the risks associated with malicious
human threats and human errors.

Store data safely

Install antivirus and
antispyware
programs

Store data safely

To minimize the possibility of theft or tampering of data, keep your
data in safe and secure locations that people have limited access to.
A safe and secure location could be your private home office or a
place where people cannot have easy access to your files. If you feel
as if you do not have a safe place to store your data, then put a
strong password on your account. Make sure your password is not
simple, like the name of your pet or your birthday. Your password
should be longer than eight characters, have numbers and special
characters, and have both upper and lowercase letters.

Encrypt data

To prevent lost, stolen, or hacked documents and files from being
seen, you can encrypt data by using the BitLocker or BitLocker To
Go features available for you on Windows 8. BitLocker is
compatible with Windows 7, Vista Enterprise, Windows 7 and Vista
Ultimate or Windows Server 2008 and R2. BitLocker will not encrypt
any hard drives from Windows XP, Windows 2000, or Windows
2003. BitLocker is a feature that protects your computer’s files from
being readable. If your information ever becomes lost, stolen,
hacked, or tampered. Your files will be encrypted which means that
the contents can be read only by someone who has the right
encryption key to unscramble it. BitLocker does not allow anybody
to have access to your internal hard drive, and even external hard
drives like Universal Serial Bus (USB) drives. BitLocker helps protect
attacks offline as well as online. Although it is not likely, an offline
attack comes from a malicious user taking your hard drive from
your computer and connecting it to another computer, so they can
harvest your data.

Install antivirus and antispyware programs

When using the internet, you might encounter a spyware or virus.
Viruses and spyware can do great damage to your computer. It is
important to download an antivirus and antispyware program that
can prevent and remove the viruses. Antivirus and spyware
programs present in the computer’'s memory can alert and prevent
viruses from entering. You must regularly update these programs
because they update their database about new viruses and
spyware, which further protect your computer. Most programs offer
an automatic update feature that automatically installs the updated
version of the program.

Because many viruses, spyware, and Trojan Horses do come from

email sources, and email software. Windows Live Mail, allows you to
block junk email messages, filter messages from viruses, Trojan
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Install firewall

Back up da
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horses, and spyware, and allows you to scan your attachments.

In Windows 8, there is a built-in feature called Windows Defender
which is a free program that helps protect your computer against
pop-ups, slow performance, and security threats caused by viruses,
spyware, and other malicious software. Windows Defender runs in
the background. It can warn you if there is any suspicious program
or activity, although you can run your own scan. Another built-in
feature is Windows Smart screen which is a new safety feature in
Windows 8 and Windows RT (Windows 8 operating system
designed for mobile devices and tablets). Windows Smart screen
helps protect you from new malware that antimalware software
hasn't detected yet. Smart screen features anti-phishing protection,
download manager protection, application reputation, and anti-
malware protection.

Install firewall

Another effecting step, you can take to protect against malicious
threats is to install a firewall. A firewall system prevents
unauthorized access to a private network from network traffic. A
firewall system forms a barrier between trusted and untrusted
websites from threats like hackers and worms. You can configure
your firewall management into two different ways, default-deny
policy and default-allow policy. A default-deny policy allows only
the listed network services. A default-allow policy blocks the listed
network services, and accepts everything else. Windows 8 comes
with a Windows Firewall, which blocks unwanted access to your
computer.

A firewall program does not protect you from all viruses, so it is
necessary to install an antivirus or anti-malware app. Windows
Defender can help you with protect against viruses that firewall
does not protect from.

Back up data

You may lose your data by accidental deletion or the destruction of
data. You can back up important computer data to help restore lost
or deleted items. Your windows computer comes with a backup
system. You can locate the backup data option by clicking the Start
button, clicking Control Panel, click System and Security, and then
clicking Backup and Restore. Click Back up now, if you are not an
administrator, you may need the administrator password or
confirmation. If you follow the steps in the Wizard, you'll be able to
choose where you would like to back up the information and what
you want to back up. If you have backed up your information
before, you can wait until the next scheduled back up maintenance
or continue to back up your information. It is good to back up your
information regularly because you may have new programs or files
that cannot be found when restoring your old information. It is best
to back up in multiple places such as an external hard drive or a cd.
This way you always have a backup if anything such as digital or
physical damage and theft is done.
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Keep computer in
safe environment

Keep computer in safe environment

Keep the computer in an area that is room temperature, dust-free,
free from vibrations, and out of the way of possible impact.

A table or shelf housing the computer should be steady and stable
to keep the computer from falling, even if anybody bumps into the
computer.

Recommended room temperature should range from 65° to 70°F
(18° to 21°C) for optimal system reliability. If the room temperature
is too cold, it can create humidity levels to be too high which can
cause water condensation to occur resulting into hardware
corrosion and component failure. When the room is too hot it can
cause humidity levels to become low. If the humidity is too low, it
can allow electrostatic discharge that can affect sensitive
components. Hot rooms can also cause overheating, which can
greatly reduce the life of electronics. You should maintain your
computer space to the relative humidity. Relative humidity is the
amount of moisture in the air at a given temperature in relation to
the maximum amount of moisture can be held at the same
temperature.

To keep computers at a safe temperature, you can install a fan into

your computer. Specific fans can cool systems using liquid
circulation systems.
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Knowledge check

How often should you back up data?

0 Once in a while
0 After the computer is stolen or malfunctions
0 On aregular schedule

A firewall is an effective way to protect against threats.

0 True
o False

Answers —

#1 — Back up your data on a regular schedule so that your backups include current
files and programs.

#2 — True. A firewall is one of the recommended strategies for protecting against
threats.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:

e Explain computer security and privacy.

e Identify natural threats to your computer.

e Identify measures to protect your computer from natural threats.

e Identify threats to your computer from human actions.

e Identify measures to protect your computer against threats from human

actions.
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Restricted Access
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: Data Encryption

You need to provide your identification to access your bank locker or your safe
deposit box. This identification is to ensure that no one else is able to access your
items. Similarly, you can implement various security measures to minimize the threat
to your computer and the data on it.

This lesson introduces you to some common best practices that will help you protect
your operating system, software, and data on your computer.

You need to secure your computer to protect the data and files on it and to protect
your identity. The simulation on this page will introduce you to ways you can protect
your computer.

Guidelines for protecting your computer can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

Restricting access to your computer can keep data safe from others.

0o True
o False

You should keep your password a secret.

0 True
o False

Answers —
#1 — True. You can set different levels of access to control who sees your information.

#2 — True. A password ensures that only you can log on.
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Best practices for securing online and network transactions

Having your computer connected to the Internet gives you access to all kinds of
activities and services. But it also introduces risks. Unauthorized people may gain
access to your computer or you may download files and programs that can harm
your computer. Read through the text on the right to learn some ways to secure your
computer.

Strong password ~ Strong password

A strong password is one that is complex enough that it cannot be
guessed or accidentally discovered. A strong password combines
different password elements such letters in both uppercase and
lowercase, numbers, and unique keyboard characters such as 'l', “#’,
or other symbols. The best passwords are not complete words and
could not be guessed by someone who knows you or by a stranger.

A strong password is most crucial to protect your data on websites
but is also used to limit access to networks, sites with personal or
sensitive information on file and even to protect data on your own

computer.

Spyware and hacking protection
Spywa re and Spyware programs can be picked up from the Internet without your
hacki ng knowledge and transmit personal information about you to a

hacker. This illegal attack on your computer could come from
anywhere in the world, regardless of where you are. Hackers try to
put spyware on your computer so they can steal your confidential
data.

protection

You should utilize all the protection you can get including
Windows built-it antispyware and online security support from your
Internet service provider (ISP). Often this support will be in the form
of anti-spyware software recommendations, firewall protections and
email screening and spam protection.

: : Periodically clear your browsing history
Periodical ly clear For your convenience, websites you visit on the Internet while

your brOWSing browsing are saved and can be easily found again in your browser
hi history. Your computer uses temporary memory called a cache

IStOT'y memory to store your Internet browsing history. Often, some of this
temporarily stored data is in the form of personal information you
have given to a site, such as credit card information you have given
to purchase an item. Hackers can attempt to recover this
information but you can limit this risk by regularly deleting your
browser history and cache memory.

Cookies are another type of file created to make Internet browsing
and shopping easier. They are used to save preferences and often
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Avoid sharing
personal
information

Make online
transactions only
on secured sites

Disable active
content

needed information to sites that you visit often. They allow things
like your name and password to be remembered and offers people
a more personal, less hassle experience.

Cookies can also become a threat to your computer privacy
because, once again, hackers can steal this personal data. As with
deleting your browser history, making it a practice to regularly
delete cookies is a smart routine.

Avoid sharing personal information

Before you give a website any personal information make sure you
are dealing with a reputable company and that the information
requested is appropriate for the services offered. Making online
purchases will often require credit card information and leave you
vulnerable to hackers and fraud. To minimize your risks be sure any
Internet commerce is on a secured website and read carefully how
your information will be shared with others. Best practice is to avoid
giving any personal information on the Internet unless you know
exactly who you are giving it to and what they will do with it.

Make online transactions only on secured sites

Eventually you are going to use the Internet to make a purchase.
This will require you sharing your credit card number or some other
form of personal data. When you are ready to make a transaction it
is crucial you make sure the website is a secure website. To identify
a secure website be sure its site names has the prefix https. This
prefix tells you the website implements the Secure Sockets Layer
(SSL) protocol and uses encrypted communications and certifies the
website is what it says it is.

Make sure to always check the security certificate of any website
before offering your personal information or performing an online
transaction.

Disable active content

Active content are small programs that install into your computer to
enhance your browsing experience on the Internet. Often they
provide toolbars or video to make interacting on the Internet easier
of more immersive. In some case, however, these programs are
used by malicious persons to attack your computer and steal your
data without your knowledge. You can disable active content on
your computer through your browser settings.
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Knowledge check

M1crOsOft! is a strong password?

o True
o False

When making an online transaction, you must provide your credit card number.

0o True
o False

Answers —

#1 — True. This password has a lowercase and an uppercase letter and also a symbol
and number.

#2 — True. Https tells you that the website uses encrypted communication.
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Measures for securing email and instant messaging

The next few course pages are videos that will introduce you to ways to keep you
safe using email and instant messaging software.

You can send email
attachments to share files
with your friends.

You might receive a
photograph or a music file
as an attachment in an email
message,

however, you need to be
cautious while opening any
mail containing an
attachment
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because it is the most
common pathway for the
spread of viruses.

Spam and junk mail

You may receive a
number of unwanted
email messages from
unknown senders;

including individuals
and companies that are
advertising their
products or services.
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These messages may
also be in the form of
online surveys that

require you to fill out
personal information.

These unsolicited
messages are known as
spam or junk mail.

Junk mail or spam can
often include content
that can be harmful to
your computer.
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In addition junk mail is
often used for stealing
identities and you
might accidentally
share sensitive
information by
responding to certain
messages.

You should always
avoid replying to any
spam or junk mail
message.

You should delete any
spam or junk mail
message when you
receive it.

Email programs such as
Microsoft Outlook
include a spam or junk
mail folder where spam
and junk mail
messages can be
directed and
automatically deleted.



Phishing
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Phishing is a common
activity used to extract
personal information
from computer users

and then use the
information for malicious
purposes

For example someone
may send an email
message to you



pretending to be from a
bank or another

i trustworthy organization.

The email asks you for
sensitive information
such as your credit card
number or password.

This information might
be sold to someone else
or immediately used to
cause you financial loss.
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INTERNET EXPLORER 11
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It's important that you
verify the authenticity of
any email message that
asks you to respond with
personal information.

There are various fishing
websites on the internet
that will use fake email
messages to try and
collect your personal
information.

Internet Explorer 11 helps
protect you from fishing
websites with privacy
settings and the smart
screen filter.



Online communication
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You should only chat online
with people that you know.

Having online communication
with people you do not know

can make you vulnerable to
threats such as online
predators



and scams.

<

@E_

Instant messaging

Instant messaging is
a common pathway
for malicious
attachments.

You should avoid
opening any
attachments from

& an instant message
g |
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unless you are
absolutely sure
about its origin and
that it is safe.

An instant
messaging
= attachment could
contain a virus or
spyware that can
harm your
computer.
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Knowledge check
Phishing is a common activity used to extract personal information from computers
users and use the information for malicious purposes.

0o True
o False

An Instant Message can have attachments that are meant for malicious purposes.

o True
o False

Answers —
#1 — True. Phishing extracts personal information and uses it for malicious purposes.

#2 — True. Do not open an instant message attachment unless you are sure of its
origin.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:
e Identify guidelines for protecting your computer.

o Identify best practices for securing online and network transactions.
e Identify measures for securing email and instant messaging transactions.
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Protecting
your family
from
security
threats

Computers are not only used at schools, colleges, and offices, but are also
commonly used in homes. Every member of your family can find some use for the
computer. With the increase in the use of computers at home and at work, it is
important that you and your family understand the various threats associated with
the use of computers and the Internet. Since every member can use the computer
for various purposes, such as:

e Keeping household accounts
e Writing email

e Browsing the Internet

e Playing games

e Music

e And more

In this lesson, you will learn about the various measures that can help protect your
computer from these threats.

Measures to protect your privacy

Protecting your computer ranges includes from preventing malicious software from
infecting your computer to hiding private information on websites. Antivirus
software, email filters and privacy setting are methods to protect your privacy. In this
lesson we will play a game to show you which software to use to protect your
privacy.

Measures to protect your privacy can be accessed online at http.//www.microsoft.com/digitalliteracy.
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Knowledge check

Spam emails can be stopped with which of the following:

o0 Antivirus software
0 Privacy settings
o Email filters

Trojan viruses can be stopped with which of the following:

o0 Antivirus software
0 Privacy settings
o Email filters

Answers —
#1 — Email filters. An email filter will move any spam to the junk email folder.

#2 — Antivirus software can stop most viruses that try to infect your computer.
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Online predators

Online predators target children and the elderly for inappropriate relationships. In
this lesson you will learn some strategies to reduce the risk of being a victim.

Measures to protect your privacy can be accessed online at http.//www.microsoft.com/digialliteracy.
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Knowledge check

Online Predators target
o Children

o Elderly
o All of the above

Parents should talk to their children about Online Predators

o True
o False

Answers —
#1 — Both children and the elderly are often targeted.

#2 — True. Parents should always be informed and speak to their children and other
loved ones to protect them.
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Guidelines for protection from online predators

Do not let you or your family members become victims of online predators. Use the
following guidelines to prevent online predators from harming you and your family.

Identify signs of
predator behavior

Be cautious of
offers by
strangers

Educate friends
on online safety

Monitor your
children on the
internet

Identify signs of predator behavior

Online predators can display certain behaviors that
should seem odd to the careful observer. For one, they
have a goal in mind to get to know you as well and as
soon as possible. This often comes out being overly
friendly or familiar early in the acquaintance. They are
impatient for the natural progression of a normal online
relationship and will push unearned affection, quickly
getting frustrated with even slight rejection. If an online
contact wants to meet a minor at any time in the real
world, it should be a warning sign.

Be cautious of offers by strangers

Online predators often try and gain trust by offering
gifts or tempting offers of kindness. Always be aware of
gifts offered to minors. Even adults need to be careful of
offers that seem unearned or inappropriate. Even if the
gift is genuine, the intentions behind the gift may not
be.

Educate friends on online safety

There are many precautions you can take to create
greater online safety for your friends and family. Instruct
loved ones to never use their real name in a chat room.
In addition, they should never divulge any personal
information about themselves including age or any
contact information such as where they live or even a
phone number.

Above all else, never under any circumstances reveal
any of your private usernames or passwords to anyone,
stranger or not.

Monitor your children on the internet

Parents or guardians should always keep an eye on what
their children are doing on the Internet. They must be
protected from inappropriate websites and potential
online predators. It is always recommended that a
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Know what sites
your child visits

Block access to
inappropriate
websites

Monitor chat
history

parent or guardian be present when a child is visiting
online sites.

Know what sites your child visits

It is important to know what sites your child has visited.
If you cannot be there in person to always monitor their
online activities, it is a good idea to track what sites they
have been to through their browser history. There is also
special software you can buy to monitor your children’s
computer habits and website history.

Block access to inappropriate websites

Be sure to block any website you find unsuitable for
your child, including adult content sites, message
boards where minors unknowingly interact with adults
and any other site that you do not want your child
visiting.

Monitor chat history

There are also programs parents can buy that will track
and monitor your child’s chat room activities. These
programs can instantly flag and call your attention to

common issues in chat rooms such as inappropriate
language or images.
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Knowledge check

There are programs that will monitor or track chat room activities.

o True
o False

It is possible to block websites.

0o True
o False

Answers —

#1 — True. Parents and guardians can use these programs to learn about their
children’s online activities.

#2 — True. Every computer allows websites to be blocked.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:
e Identify measures that you can use to protect your privacy.

e Explain how online predators operate.
e Identify guidelines to protect your family from online predators.
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Keeping
your
computer
secure and
updated

When you connect your computer to the Internet, your computer software and
data are accessible to the rest of the world. Connecting to the Internet increases
the threat to your computer from viruses, spyware, and hackers. However, you can
minimize these security threats by configuring the security settings on your
computer and keeping security-related software up-to-date.

In this lesson, you will learn the importance of securing a computer and how to
maximize the security of your computer by configuring the security settings on
your operating system. The lesson also explains how to configure your computer to
automatically update its security software.

Securing a computer

When you are on the Internet, the biggest security risk to your computer comes from
viruses and hackers. Often, threats such as these can be greatly reduced simply by
making sure your computer security settings are correct and that your security
software is up to date.

Windows 8 can help keep your computer secure and free of viruses by alerting you
to security and maintenance issues and by offering virus protection, a network
firewall and system backups. Each of these security settings can further be adjusted
depending on your security needs.

The following can all be accessed via Windows 8 to help protect your computer:
e Firewall settings to restrict unauthorized access to your computer while online.
e Settings to allow your computer to automatically download and install security
updates to protect against the latest viruses.
e Privacy and security settings you can set on individual Internet sites that you
visit.
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Malware protection settings to detect and eliminate dangerous software that

could harm your computer.
Maintenance tools that can perform tasks such as troubleshooting Windows

and offering the latest updates.

'
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Knowledge check

The biggest security risks to your computer are:

a) Hackers
b) Friends
c) Viruses
d) Physical Damage

Both a and d
Both aand c
Both b and ¢
All of the above

O O O O

Windows 8 can keep your computer secure and virus free.

0 True
o False

Answers —

#1 — All of the above. All are potential risks to your computer and your information.

#2 — True. Windows 8 comes with antivirus protection.
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Keeping the computer up-to-date

Making sure your computer is updated with the most current security and system
updates will not only keep your computer secure but will also help with speed and
performance.

Keeping the computer up-to-date simulation can be accessed online at
http://www.microsoft.com/digitalliteracy.
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Knowledge check

A new computer can become outdated.

0o True
o False

Update for Windows 8 must be done manually.

o True
o False

Answers —

#1 — True. Updates happen often, and updating is recommended. Even a brand new
computer needs to be updated right away.

#2 — False. Windows 8 has an option for automatic updates on a set schedule.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:
e Explain the importance of securing a computer.

e Configure computer security settings using Windows Action Center.
e Identify the options for keeping your computer up-to-date
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Computer
ethics

Searching the Internet is often the fastest and easiest way to gather information, at
any time. For example, you can use the Internet to search for information for your
school assignments, or ideas to include in an office presentation. You can also
download songs and movies from various Web sites. You do not have to pay for
downloading information from most of the Web sites. But, these free downloads
may not actually be free. The information in a Web site is legally owned by the
author who created it or by the Web site that published it. Therefore, you may
need the permission of the author or the owner of the Web site to use the
contents. You need to be aware of the rights or permissions you have on the
contents available in a Web site before downloading them. That includes the
downloads of the following:

e Songs
e Movies
e Software

e And more

This lesson explains the meaning of intellectual property in the field of computing,
and how unauthorized use of intellectual property can lead to copyright violation.
In this lesson, you will also learn about the various legal concerns associated with
information exchange.

What is intellectual property?

What is intellectual property simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

All information on the Internet is free.

0o True
o False

It is okay to distribute others material without permission.

o True
o False

Answers —

#1 — False. You need to review the rights and required permissions for any content
you want to use on the Internet.

#2 — False. It is illegal to distribute material without permission.
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Copyright violation and prevention

Copyright violation and prevention simulation can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

What is a copyright violation?

o Copying the rights of an item
0 Using others intellectual property without permission
o Taking a picture from your collection of photos

Downloading a poem you have written is piracy.

0 True
o False

Answers —
#1 — Using others’ intellectual property without permission is a copyright violation.

#2 — False. Because you wrote the poem, you can download it. You would need
permission to download someone else’s poem.
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Legal concerns with information exchange

With the extensive use of the Internet, there is potential for you to get involved in
illegal and unethical activities, such as gambling and defamation. You need to be
aware and cautious of these illegal and unethical issues. Also, remember that these
issues vary from country to country, and even within parts of a country.

Defa mlng Defaming someonfe s rep.utatlon
When you communicate with others
someone’s by using email, chat, or online

public forums, be careful not to

reputation

make any statements that may
result in defamation of someone.

(-
Defamation means making false et
statements about a person that can
negatively affect the person’s
reputation. For example, suppose
you post a message on an online
forum falsely stating that your
neighbor, who is a celebrity, owns
illegal property. This can be
considered as defamation because
you are spreading false information
that may harm your neighbor’s
credibility.

Libel and slander are two forms of
defamation. Libel means written
defamation which has been
published, whereas slander means

verbal defamation. The legal system
of most countries considers both
libel and slander as punishable
offenses. You may face criminal or
civil penalties according to the legal
system of your country. The
punishment may range from
monetary penalty to severe
punishment such as jail terms.
Sometimes, the severity of the
offense depends on the situation.
For example, in some countries, any
insult to the President is a criminal
offense. However, in some other
countries, public officials have less
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Visiting
inappropriate
web sites

protection than the average citizen.
Therefore, be aware of the local
laws before making any defamatory
statements.

Note: A false statement can be
considered defamatory, even if it is
not derogatory. Sometimes, even
true statements can be considered
as defamatory if the statements
harm someone's reputation.

Visiting inappropriate web sites
Some web sites offer services that
carry out activities that are
restricted by the legal system of
your state or country. It is possible
to access these sites over the
Internet because there are no
boundaries and policing over the
Internet. For example, you can
access a gambling site even if the
law of your country bans gambling.
But, this may cause legal troubles
for you.

You also need to be aware that the
legal system is different in different
states and countries. For example,
the products that you can legally
buy or sell in one country may be
an illegal purchase or sale in
another country. So, though a Web
site may not restrict you from
buying an item that is illegal in your
country, you may face legal charges
for buying the item.
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Knowledge check

Defamation is making false statements of someone that can negatively affect them.

0o True
o False

Websites can offer services that may be illegal in your state or country.

o True
o False

Answers —
#1 — True. Defamation is not allowed.

#2 — True. Websites can offer products or services that may be illegal where you are,
so always do your research.
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Congratulations
Congratulations on completing the lesson!

You should now be able to:

e Explain the intellectual property and copyright as they apply to computing.
e Identify the various acts of copyright violation and measures to prevent those

acts.
o Identify the legal concerns that are associated with information exchange.
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Glossary
A

Active Content

A small program that gets installed on a computer while browsing the Internet. The basic
function of active content is to provide an interactive Internet experience through videos and
toolbars. Sometimes, active content is used to gain unauthorized access to a computer, and
then damage the data stored on it or install malicious software on it.

B

Back Up
The act or instance of making a duplicate copy of a program, a disk, or data. The duplicate
copy is called a backup.

C

Cache Memory
Temporary memory on your computer that is sometimes used to store local copies of files
opened when you browse the Internet.

Computer Privacy
Keeping a user’s data, including personal files and e-mail messages, such that the data is not
accessible by anyone without appropriate permission

Computer Security
The protection of a computer system and its data from accidental or intentional loss and
tampering.

Cookie
A small file on a computer that is created when a user visits a Web site. A Web site uses
cookies to identify users who visit the site, and also track the preferences of the users.

Copyright
A method of protecting the rights of an originator of a creative work, such as text, piece of
music, painting, or computer program, through law.
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D

Decryption
The process of reconverting the encrypted data into a readable and usable form.

E

Encryption
The process of converting data into an unreadable and unusable form. Encryption is done to
prevent unauthorized access of data, especially during data transmission over the Internet.

F

Firewall

A filter that blocks unreliable and unauthorized information from the Internet before it
reaches your computer or a private network. It provides additional protection against threats
such as hackers and viruses. A firewall also helps to ensure computer privacy by restricting
external access by any unauthorized user.

H

Hacker
A person who uses computer expertise to gain unauthorized access to a computer, and then
misuses or tampers the programs and data stored on the computer.

Intellectual Property
Any information available on the Internet is an intellectual property, which is legally owned
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by the person who created it. The owner of an intellectual property has the exclusive rights
to control the use of this information.

Internet Service Provider (ISP)
A company that provides Internet connectivity to individuals, businesses, and organizations.

L

Libel
Written defamation that has been published. Libel is a punishable offense.

O

Online Predator
An individual who develops contact with Internet users, through chat rooms, online forums,
or e-mail, to exploit them financially or involve them in dangerous relationships.

P

Password
A unique string of characters that a user types in as an identification code. It is a
security measure used to restrict access to computer systems and sensitive files.

Phishing
The act of extracting personal information, such as passwords and credit card details, from
computer users and then use the information for malicious purposes.

Plagiarism
The act of copying someone’s work and using it as if it is your own work, without mentioning
the source.

Power Surge
A sudden increase in line voltage, which may lead to the damage of electronic devices, such
as computers.
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S

Secure Sockets Layer (SSL)

An Internet security protocol that ensures secure data communication by encrypting the
information transmitted. The SSL protocol certifies that a Web site is genuine and ensures
that the data provided to the site is not misused.

Slander
Verbal defamation. Slander is a punishable offense.

Software Piracy
Unauthorized copying of copyrighted software without obtaining the license or permission
of its copyright owner is software piracy.

Spam
An irrelevant and unsolicited e-mail message sent by an unknown sender. A spam is sent to
distribute a message to many recipients at one time.

Spyware

A computer program that is installed on your computer without your knowledge. Spyware
can secretly send out information about your Web browsing habits or other personal details
to another computer through the network.

T

Trojan Horse

A destructive computer program disguised as a game, utility, or software. When run, a Trojan
horse does something harmful to the computer system while appearing to do something
useful.

U

Username

The name by which a user is identified to a computer system or network. To access a
computer protected by username and password, a user needs to enter the correct
combination of username and password.
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\%

Virus
A computer program that is designed to cause malfunctioning of a computer or damage the
data stored on the computer.

W

Worm

A computer program that propagates itself across computers, usually by creating copies of
itself in each computer's memory. A worm might duplicate itself in one computer so often
that it causes the computer to crash.
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Welcome

From cell phones to MP3 players to digital cameras, computers are changing our
everyday lives. This course introduces you to digital technologies, including digital
audio, digital video, and digital photography. It explores how these and other
computing technologies are creating new career opportunities and shaping the
world we live in.

Benefits

Digital technology is used in all areas of life today. It has changed the way people
work and entertain themselves. This module explains the scope of digital technology
at home, at work, and at play. It also identifies the different career opportunities
made available because of the extensive use of computers in various fields.
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Digital
Lifestyles

Technology is expanding with different devices to enhance our digital outlook and
the features of media devices.

In this lesson, you will learn the different benefits of digital technology. Computers,
laptops, tablets, and phones have made difficult tasks simple. You will also learn
how digital technology expands the features of media devices such as cameras,
digital audio devices, and camcorders. Digital technology has allowed sharing,
organizing, and editing different media fast and easy.

Digital technology has changed the way you manage your work, communicate with
others, and entertain yourself.

Digital technology has changed the way you manage your work, communicate with
others, and entertain yourself.

Benefits of digital technology can be accessed online at http.//www.microsoft.com/digitalliteracy.
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Knowledge check

Digital technology has integrated what we listen to, watch, and how we
communicate.

o True
o False

You can download movies, music, and other media to all your devices including a
smart TV, phone, tablet and computer.

0 True
o False

Answers —

#1 — True. Digital technology has integrated what we listen to and watch, how we
share information, and how we communicate.

#2 — True. All of your devices can share and use the same digital files.

364|Page



Digital devices

Today, the functions of telephones, cameras, video recorders, media players, and
Internet devices are being merged into smaller and portable devices.

Today, the functions of telephones, cameras, video recorders, media players, and
Internet devices are being merged into smaller and portable devices.

Digital devices can be accessed online at http.//www.microsoft.com/digitalliteracy.
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Knowledge check

With a you can call, text or email from just about anywhere.

o Tablet
o0 Laptop
0 Smart phone

A video game console can expand your viewing surface and run business and writing
applications

0 True
o False

Answers —

#1 — Smartphone. You can make phone calls, send text messages and email by using
a smartphone.

#2 — False. A tablet can expand your viewing space and run business and writing
applications.
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Congratulations
Congratulations on completing the lesson!
You should now be able to:

e Describe the benefits of digital technology.
e Explain how digital technology expands the features of media devices.
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Introduction
to Digital
Audio

Organizing CDs and creating play lists is easier with the use of technology. In this
lesson, we will learn how to identify the characteristics of digital audio.

There are different types of audio files and we will learn the concepts of recording,
copying, and converting digital audio. You will be able to identify the features of
speech technology to be able to work with your computer by speaking.

Copying digital audio

You can copy audio
from storage devices
such as a computer
hard drive and store
it on a recordable CD
or DVD.
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This process of
copying audio and
storing iton a
recordable CD or
DVD is referred to as
burning.

You need special
hardware such as a
CD writer or a DVD
writer to burn audio
files.

A CD writer allows
you to burn only
recordable CDs.

Most DVD writers
allow you to burn
both recordable CDs
and DVDs.

Along with hardware
you will also need
software to copy
audio to a recordable
CD or DVD.



You can use the
software to create
different types of CDs
such as data CDs,

— audio CDs, and mixed
@ (o) mode CDs.

Mixed mode CDs can
contain audio, video,
and data files.

For example you can
create an audio CD
and then add video

a files and text files to
it to create a mixed
mode CD.
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Copying audio
directly from the
Internet and storing it
on recordable CDs
can be illegal.

It can also be illegal

~p A to copy music from
i@k CDs and DVDs.
Ensure that you have
@r &\ @ permission before

you copy any
material.

Converting digital audio

You can convert audio
from a CD or a DVD
9 to a different format
@ to be able to store

%’/\ and play it from a
L g™

hard drive.

371|Page



For example you can
convert your favorite
song from a CD to an
MP3 file that can be
stored and played on
your computer.

You must have audio
conversion software
such as Microsoft
Windows Media
Center installed on
your computer to
convert audio files.

The software changes
the format of the
audio and may also
compress the audio
so the files take up
less space on the hard
drive.
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You can then transfer
these audio files from
your computer to a
digital device such as
a tablet computer a
mobile phone or an
MP3 player

Converting audio
from CDs and DVDs
to a different format
can be illegal so be
sure that you have
permission to convert
audio to a different
format before doing
any conversions.



Characteristics of digital audio

Digital audio has many characteristics
that allow you to edit, organize, and
share your music. With audio editing
software you can add sound effects to
your audio files. By compressing audio
files you can save space on your
computer and more easily transfer your
audio files to the Internet.

You can stream digital audio files to
listen to audio without having to
download a large audio file.

It is important to know the different
audio file formats and how they are

used.

WAV WAV
A wave (WAV) file is a universal audio file format developed by
Microsoft. This format retains decent audio quality but the files are
uncompressed and are larger than other formats.

MP3  MP3
MP3 is an audio file format designed by the Moving Picture Experts
Group (MPEG). This is a common audio file format for streaming
music on the Internet because the files are compressed and smaller
but still have a good quality sound.

WMA  WMA

WMA or Windows Music Audio is a compressed audio file format that
works with the Windows Media Player and other Windows software.
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Knowledge check

Which of the following audio file formats is commonly not compressed.

o WAV
o MP3
o WMA

MP3 files are commonly used to stream music on the internet.

0 True
o False

Answers —

#1 — WAV are commonly not compressed in order to keep the highest possible
sound quality.

#2 — True. MP3 is a very popular file format for streaming audio on the Internet.
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Digital devices

Today, the functions of telephones, cameras, video recorders, media players, and
Internet devices are being merged into smaller and portable devices.

Today, the functions of telephones, cameras, video recorders, media players, and
Internet devices are being merged into smaller and portable devices.

Speech recognition and synthesis

Speech recognition and synthesis can be accessed online at http.//www.microsoft.com/digitalliteracy.
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Knowledge check

Speaking to your computer to write a document is an example of what?
o Audio digital technology

0 Speech recognition
0 Speech synthesis

All computers can use speech synthesis.

o True
o False

Answers —

#1 — Speech recognition allows users to speak to a computer to dictate text
documents.

#2 — False. Speech synthesis requires speech to text software, and speakers (or
headphones) and any required sound cards.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:
o Identify the various characteristics of digital audio.

e Explain the concepts of recording, copying, and converting digital audio.
o Identify the features of advanced speech technologies.
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Introduction
to Digital
Video

Digital videos are not only used by professional movie producers. Anyone can
make digital videos with the use of a camcorder or webcam.

In this lesson, we will identify the characteristics of digital video. Then we will
identify what digital video editing is and the different output formats for digital
video. You will also learn about the features of video editing software.

Characteristics of digital video files

One characteristics of digital video is that you can edit the video files on a computer
with digital video editing software. You can edit videos to include titles, add a sound
track, or special effects.

Characteristics of digital video files can be accessed online at http.//www.microsoft.com/digitalliteracy.
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Knowledge check

Why are digital video records and camcorders smaller than older video cameras?

o Technology always makes things smaller
o Digital video doesn't require tape
o Digital video camcorders aren’t smaller

You can only share digital video with editing software.

0 True
o False

Answers —

#1 — Because you don't have to use tape, digital video camcorders are smaller than
earlier video recorders.

#2 — False. You can share video directly from many digital video recorders using the
Internet and social media sites.
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Digital video editing

With digital video editing software you can improve your videos with special effects,
audio, and enhance the video quality.

Digital video editing can be accessed online at http.//www.microsoft.com/digitalliteracy.
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Knowledge check

What kind of editing allows you to find and edit frames in an instant?

0 Linear editing
o Nonlinear editing
o Digital editing

You can only share digital video files on the internet.

o True
o False

Answers —

#1 — Nonlinear editing allows you to find and edit frames quickly, and even move or
delete any scenes that you want.

#2 — False. You can also burn digital video files to a CD or DVD to share with other
users.
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Digital streaming
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Generally digital video
files are large and can
take a long time to
download.

Video streaming allows
you to view video files
over the Internet
without downloading
them.

In this case the video
file is sent to your
computerin a
continuous stream.

You need a streaming
video player to view
the video file over the
internet.

You might need to
download a streaming
video player and install
it on your computer

before you can play
streaming video files.



There are two types of
video streaming, real
time and on demand

In real time video
streaming you can view
a live event over the
internet.

A camera is used to
capture the live event
and a converter is used
to change the captured
file into the video
streaming format so
that it can be broadcast
in real time over the
Internet

= In on demand video
Hﬂiﬁiﬂ streaming a video is

taken from a storage
device such as a CD or
a DVD and converted
into a streaming video
format, this video is
then distributed over
the Internet.
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Digital downloading
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The quality of
streaming video
depends on the
hardware used to
capture the video and
the speed of the
internet connection.

It also depends on the
compression technique
used because each
compression technique
preserves the quality of
the original file in a
different manner.

You can also
download video files
such as video
presentations, movie
trailers, or music
videos from the
Internet.

In this case a copy of
the video file is
downloaded onto
your computer.
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Sometimes when you
are downloading a file
you can play the file
after a major portion
of the file is
downloaded.

But usually you need
to wait until the entire
file is saved on your
computer.



Web conferencing
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Today you do not need
to travel from one place
to another to attend
conferences and
seminars.

Instead you can use web
conferencing so that all
the participants can
communicate with each
other over the Internet.

One of the features of
web conferencing is that
it allows you to hold a
virtual conference where
you can see and hear
others in real time.

You can also use tools
such as virtual white
boards and slide
presentations during the
web conference.

Another feature of web
conferencing is screen
sharing where the
participants can see what
is on the presenters
desktop.



Web conferencing also
allows voice
communication between
the participants so they
can share their views and
discuss their opinions.

—B Voice communication
could be voice over
internet protocol VOIP or
voice communication by
using telephone
conferencing.

Web conferencing also
allows you to use text
chatting if voice
communication is not
possible.

Microsoft Lync is one
application that enables
web conferencing.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:
o Identify the characteristics of digital video.
e Explain what digital video editing is and the various output formats for digital

video.
e Identify the features of different Web video technologies.
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Introduction
to Digital
Photography

Instead of using a film camera, you can use an electronic camera that can take
pictures in an instant without the use of film. Cameras are easy to use and have
become inexpensive over the years.

In this lesson, we will discuss the benefits, features, and the workings of a digital
camera. Digital cameras can hold all your pictures from different years without the
need to insert film, so we will discuss how to manage these digital images and
even how to edit them. After you have taken pictures, you will want to print them.
Well now, you can print these pictures at home with the same quality as photo
developing shops. We will identify the features of different types of printers that
are available for print photos.

Digital camera

A digital camera,
unlike a traditional
camera, does not use
film to store pictures.
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A digital camera stores
each picturein a
digital format on a
storage device such as
= a flash memory card or
g u a hard drive inside the

3 5 camera.

Like a traditional
camera, a digital
camera has a dark box
with a lens that
focuses light to create
an image.

However unlike
traditional cameras,
which focus the light
onto a piece of film, a
digital camera focuses
light on a sensor.

The sensor creates the
image which is then
stored on the cameras
storage device.
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You can transfer
pictures taken with a
digital camera to a
computer. You can use
a USB cable to transfer
pictures.

You can then enhance
the pictures on a
— o] computer by using
I 2 I| =& image editing software
-_1_ Windows 8 including software

available with

Windows 8.

Photo Gallery

Editing and managing digital images

Editing and managing digital images
With digital cameras, you can transfer pictures
to a computer where you can edit the digital
images to enhance their quality.

Editing and managing digital images can be accessed online at http.//www.microsoft.com/digitalliteracy.
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Knowledge check

All digital cameras allow you to edit photos and digital images.

0o True
o False

Which of the following is NOT a common feature of image or photo editing?

Red-eye removal
Sound effects
Contrast

Crop

O O O O

Answers —

#1 — False. Some digital cameras might allow some editing. But most digital image
editing is accomplished by transferring your photos or images to a computer.

#2 - Photo and image editing do not commonly use sound effects.
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Printing digital images

To share pictures and digital images, you can print the pictures using a personal
printer or a professional photo printer.

Printing digital images can be accessed online at http.//www.microsoft.com/digitalliteracy.
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Knowledge check

How do inkjet printers work?

0 Lasers print color onto the paper
0 Spraying tiny drops of colored ink
o All of the above

High quality is another option for near photographic quality prints.

High speed internet
Smart printer technology
High definition printing
Photo printing paper

O O O O

Answers —
#1 — The printer sprays tiny drops of colored ink.

#2 — For quality prints you can use high-quality printing paper.
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Congratulations

Congratulations on completing the lesson!

You should now be able to:
e Explain the benefits, features, and working of a digital camera.
e Explain how digital images can be managed and edited.

o Identify the features of different types of printers that are available for printing
photos.
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Introduction
to Digital TV
and Media
on Your
Computer

Computers can be used as TVs. You can watch your digital videos that you have
made, view your photos, and listen to recordings or songs. Not only that, but you
can buy TV movies, subscriptions to shows, and different sources of media, to view
on your own computer. In this lesson, you will learn:

¢ How to describe how to use your computer as a TV

e How to view digital TV on your computer

e How to organize your digital media on your computer

e How to listen to digital audio and view digital photographs and videos on
your computer

Organizing digital media on your computer

You can view and play digital media, such as music, photographs, and videos, on
your computer. As your media library grows, it is important to keep it organized.
You can view and play digital media, such as music, photographs, and videos, on your
computer. As your media library grows, it is important to keep it organized.

Organizing digital media on your computer can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge Check

Digital media purchased through the video app icon are automatically organized on
your computer.

o True
o False

You can move media files that stored externally onto your computer.

0 True
o False

Answers —

#1 — True. Windows 8 automatically organizes the digital media you purchase by
clicking the video app.

#2 — True. External video files that you move into your video library will be detected
and played through the video app.
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How to enjoy digital media on your computer

Do not let you or your family members become victims of online predators. Use the
following guidelines to prevent online predators from harming you and your family.

Online Online entertainment services

With an Internet connection, your computer can function

like a TV. There are many website services that you can

services download or stream thousands of choices of movies and
entertainment either for free or for a fee. Purchases are
automatically accessed by your computer and then can be
viewed on any of your smart devices you have linked to
your account. You usually have options of buying your own
copy or just rent for a single viewing. Movies you purchase
by download can also be accessed via the Cloud on your
smart devices.

entertainment

DVD DVD

Your computer can also play a DVD of a movie or show that
you purchased from a store. Place the DVD into the DVD
player and it will automatically give you the option of
starting your movie. Be sure to check if your computer is
capable of playing a DVD or a Blu-ray disk before you make
your purchase

Digital copies  Digital copies
Newer movies purchased on DVD often come with a digital
download option that allows you to view the movie on your
computer or smart device via a code that comes with the
DVD. This option allows you to watch the movie anytime
without having the disk through your media player.
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Knowledge check

Which of the following allows you to stream TV shows or movies on the Internet?

o0 Online entertainment services
o DVDs
o Digital Copies

What option do newer movies on DVD now come with so that you can watch a
movie on a smart device?

DVD

Online

Digital Download
None of the Above

O O O O

Answers —

#1 — Online entertainment services allow you to stream TV shows or movies for a fee
or sometimes for free.

#2 — Newer movies purchased on DVD often come with a digital download option.
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Using the computer as a TV

You can use your computer to play media files such as audio, video, and
photographs. There are also services that allow you to access media files by
streaming them from the Internet.

Using the computer as a TV can be accessed online at http://www.microsoft.com/digitalliteracy.
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Knowledge check

You must always have an Internet connection to watch TV or movies on your
computer or smart device.

o True
o False

Watching TV shows and movies is limited to a desktop or laptop computer.

0 True
o False

Answers —

#1 — False. You can buy and download TV shows or movies to watch later without an

Internet connection.

#2 — False. You can watch TV shows and movies on most any smart device.
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Congratulations
Congratulations on completing the lesson!
You should now be able to:

e Organize digital media on your computer.
e Explain how to view digital TV on your computer.

Explain how to listen to digital audio and view digital photographs and videos
on your computer.
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Digital
Technology
and Career
Opportunities

With the expansion of technology, many jobs have required the use of technology
allowing the way people work. It has allowed people to become more efficient in
their careers. Advanced technology has allowed people to be able to work from
remote locations whether you are working from home, in your office, or even in a
different country. Technology has allowed different career opportunities to open
such as IT professionals, developers, and information workers. In this lesson, you
will be able to explain:

e How digital technology helps people work from different locations

e How to identify the different career opportunities available for information
workers

e How to Identify the different career opportunities for IT professionals

e How to Identify the different career opportunities available for developers

Digital technology and the work place

Digital technology has changed the way people work. Today, work is no longer a
place where you have to go. Advanced digital technology allows people to work
from remote locations.

Digital technology and the work place can be accessed online at
http.//www.microsoft.com/digitalliteracy.
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Knowledge check

What allows people to meet on the Internet and send or display graphics or other
files?

o Video conferencing

o E-mail
o This is not possible

Video conferencing requires a high-speed Internet connection.

o True
o False

Answers —

#1 — Videoconferencing on the Internet allows people to see each other and talk, and

send or display files.

#2 — True. A high-speed Internet connection is required for videoconferencing.

405|Page



Career opportunities as information workers

Information
worker
careers

Graphic
artist

Technical
writer

Transcriber

With computer skills and knowledge you
can find a career as an information worker.
There are many occupations that fall under
this category of gathering and recording
information. The following list is just a start.

Computer graphics are in high demand
and require the latest in graphic editing
software. Graphic artists often work to
create graphics and animation for video
games and movies.

As a technical writer you will create
documents to help explain and
troubleshoot technical issues. You may be
working for a tech company writing
manuals for employees or as journalist,
writing about the latest devices and digital
advances.

——— There are millions of paper documents
' ' that need to be transferred to digital
content. Also known as a typist, this

occupation focuses on maintaining digital
records, reports and files.
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Receptionist Modern receptionists’ positions constantly
utilize digital technology and most jobs

require excellent computer skills these
days. Organization, employee and
customer files, and everything else that
maintains office efficiency is greatly
facilitated by computers.

Manager Computers have greatly aided managers
of all areas of business. For example,

computers can track inventories,

employee schedules and entire customer

bases in a click of a button. Integrating

computer skills with management skills is
a must in the modern workplace.

Desktop Using office software, desktop publishers

create newsletters, blogs, online magazines

publishers

and much more. They often utilize digital
editing to create incredible brochures.
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Knowledge check

Which of the following career opportunities create newsletters, blogs and online
magazines?

0 Desktop publisher
o Transcriber
o Technical writer

Graphic Artists create animations for video games and movies.

0 True
o False

Answers —
#1 — Desktop publishers create newsletters, blogs, online magazines, and more.

#2 — True. Companies that produce video games and movies employ graphic artists
to create animations.
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Career opportunities as IT professionals

Information Technology is a growing
field for those with technical expertise,
experience and qualifications. The
following describes some opportunities
that are in demand right now.

Network
administrator

Database
administrator

Web administrator

Network administrator

Companies depend on their computer networks operating correctly
and accurately. Network administrators make sure the network is
working at full capacity. They are also in charge of maintaining the list
of authorized users and generally keeping track of user access.

Database administrator

Databases are maintained by database administrators, who are
responsible for keeping company databases organized and useful for
storing information. They are also in charge of allowing or restricting
access to the database.

Web administrator

Web administrators maintain and manage websites on the Internet.
They can facilitate a website's initial creation or manage its
functionality. Often a web administrator runs the site of a client who
owns it and ensures it is secure, legal and updated.
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Knowledge check

Which IT professional is in charge of keeping information stored and organized?

o0 Network administrator
o Database administrator
o0 Web administrator

Which IT professional maintains and manage websites?

o0 Network administrator
o Database administrator
o0 Web administrator

Answers —

#1 — Database administrators are responsible for storing information and keeping
company databases organized.

#2 — Web administrators maintain and manage websites on the Internet for large and
small businesses.
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Career opportunities as a developer

A developer is someone who creates or
programs software applications. There
are many types of development careers

to choose from:

Programmer

Software
developer

Website designer

Game designer

Programmer

Programmers write code that is used to create various software. They
often also test and maintain software. Programmers will sometimes
work alone on small projects, or on teams for big projects.

Software developer

A software developer is in charge of integrating all the different
aspects and employees creating software. They coordinate
programmers and others on the team to make sure tasks are done
correctly and on time. They are crucial in streamlining the process of
software development.

Website designer

A Website designer is in charge of designing and maintaining a
company or organization’s website. They are responsible for
coordinating the budget, tracking visitors and making the website
functional, accurate and entertaining.

Game designer

Game designers conceive, design and create video games. They
create game design documents that will determine the look and play
of the game for programmers to work from. They also must bring
written and visual skills to convey the images and tone of the game.
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Knowledge check

Which of the following is a website designer responsible for?

o Tracking visitors
o Coordinating website budget
o All of the above

Who is in charge of integrating all the different aspects of creating software?

Programmer
Software developer
Website designer

0
0
0
0 Game designer

Answers —

#1 — All of the above. Website designers are responsible for coordinating budget,
tracking visitors and making websites functional, accurate and entertaining. All of the
above.

#2 — Software developers are in charge of integrating all the different aspects of
creating software programs.
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Congratulations

Congratulations on completing the lesson!
You should now be able to:
e Explain how digital technology helps people work from any location.
e Identify the different career opportunities available for information workers.

e Identify the different career opportunities available for IT professionals.
e Identify the different career opportunities available for developers.
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Glossary
A

Add-in
A component that provides added functions by allowing the Web browser to access and
execute files that are included in Web pages.

C

Camcorder
A digital video camera used to record video.

cD
A storage device used to store data in a digital format.

D

Digital camera

A camera that stores images digitally on a memory device, such as a flash memory card or a
mini hard disk.

Digital versatile disk (DVD)
A storage device used to store data in a digital format.

E

Electronic mail (e-mail)
The process of converting data into an unreadable and unusable form. Encryption is done to
prevent unauthorized access of data, especially during data transmission over the Internet.
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H

Home office
An arrangement that allows people to work from home.

Internet
A worldwide collection of public networks that are linked to each other for information
exchange.

Intranet
A special type of network used to communicate and share information within an
organization.

M

Mobile phone
A wireless device that has the capabilities of a traditional wired phone. A mobile phone
allows you to make a call from almost any location.

MPEG Audio Layer 3 (MP3)
A format developed by Moving Picture Experts Group to allow compression of audio and
video for digital distribution.

N

Network
A group of computers and associated devices that are connected to share resources and
exchange information.
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P

Personal digital assistant (PDA)
A handheld computer that is used as a personal organizer. A traditional PDA includes
features such as an address book, task list, and a calculator.

Pixels
The small units that make up a picture. The higher the number of pixels, the better the
quality of the picture.

R

Regional work centre
A remote office that is connected to the company’s head office by either the company’s
network or the Internet.

Resolution
Measure of the clarity and sharpness of a picture.

S

Speech recognition
A technology that allows you to communicate with a computer by using only your voice to
enter data and to issue commands.

Speech synthesis
A technology that allows the computer to speak to you. In speech synthesis, the computer
communicates to you by converting text to digital audio.

T

Telecommuting
An arrangement that allows people to work from home or from a remote office.
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U

USB cable
A cable that helps you connect digital devices to a computer without turning off the
computer.

W

Web site
A collection of one or more Web pages that are linked together and made available through
a Web server.

Wide Area Network (WAN)
A network that connects devices in geographically separated areas.

Windows audio wave (WAV)
An audio file format developed by Microsoft. WAV format is used to store audio files in a
digital format.

Windows media audio (WMA)
An audio file format developed by Microsoft. WMA helps to store digital audio files in a
compressed format. Role of computers
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