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Chapter One

In this chapter, some concepts associated
with computer, software and the Internet
are discussed. No matter whether you are
familiar with a computer or not, you can
learn some basics on computer. There
are three parts in this chapter and each
part will be further explicated in its
following chapters.

Orientation

PartA Getting Started with Your Computer System
a. Computer Equipment
b. Windows Basics
c. Mouse and Keyboard
Part B Getting Started with Your Software
a. Start Software
b. Window Controls
Part C Getting Started with the Internet
a. The Internet
b. Web Browsers
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Learning Goals

After studying this part, you should be able to:

‘i identify the basic components of a desktop computer system;

‘B identify the major components of the Windows desktop;

‘Y gain some basic skills in using mouse and keyboard.

Keywords and Technical Terms

digital information (3{ %15 &)
hardware (f§14)

system unit (R4t #.7T)

storage device ({71 #%)

monitor ({75 3%)

keyboard (¥ 4#%)

peripheral equipment (¥ % %)
program (F£/7°)

computer system (i H L& %)

software (%X 1)

Central Processing Unit (CPU, 13t 4bHE2%)
hard disk (f#i#)

mouse (fi A7)

speaker (# 75 2%)

input and output (I/O, FiAf%iH)

operating system (¥:1F & %t)

boot process (7| F1LFE) icon (F¥r)

Start button (JF 4% 4H) Task bar ({£554%)

Quick Start (TR J3 5) notification area (i %1[X)
pointer (f5%1) functional key (I HEH)
home row key (FE#ES#E)

Part A Getting Started with Your Computer System

We are living in an information age dependent upon digital
information. Digital information is electronic information, the result of
computer processing. Every type of jobs relies upon getting information,
using it, managing it, and relaying it to others. Computers enable the efficient
processing and storage of information. Then, what does a common computer
system for daily use look like?

a. Computer Equipment

A computer system refers to a computer and all of its equipment, which
is usually divided into two parts: hardware and software. A desktop
computer system is the most widely used, and its name indicates that such a
computer is designed for stationary use on a desk or table. Figure 1-1 shows
the basic hardware components of a desktop computer system.

A computer system is made up of separate components and all of these

3 F 13 & ( digital
information ) Bf &, F
fr e, Rt S st
R,

LA 4 (computer
system ) 48+ FALA
o BT, &
ERA Ao PR
Aoy, H—RT,

Ryt T RIAMFAR



Chapter One Orientation

components are usually connected by cables. The main component is called
the system unit. For a typical desktop computer system, it is usually a
rectangular case that sits on or underneath a desk. In the system unit, there is
a Central Processing Unit (CPU) which is the core of the whole system. And
all the work of information processing for the computer system is held in the
CPU. In addition, some storage devices, such as hard disks, are included in
the system unit. The storage devices keep the necessary information waiting
to be processed by the CPU. Other components, such as the monitor, the
mouse, the keyboard and the speakers, are connected to the system unit.
Equipment like speakers, printers, keyboards, scanners, etc., is called

3

periphersl equipment, sometimes abbrevrated as “peripherals”. The
peripherals are used to provide necessary input and output for the CPU.

Without peripheral equipment for input and output, the computer will not be

IMonitorI

able to do anything you find useful.

Storage
devices

Printer

System unit

) % %% 70 (system
unit ), & F #4164 %
@it AR G, %3
HEFALTEE
LIFT —AKFH
A,

%in 7 3. ATEPAL.
4t & Ao 42 B AL EF 3
AR A B RE
( peripheral equipment ).

Figure 1-1 Basic Hardware Components of a Desktop Computer System

b. Windows Basics

Computer systems cannot help users do anything unless they have some
type of software (program) to do this. Among all the software users need, the
most important and basic software is the operating system which is
responsible for the management and coordination of activities and the sharing
of the limited resources of computers.

Windows produced by the Microsoft Corporation is an example of
operating systems and maybe is the most widely used one in the world. For a
computer system with Windows, if the boot process can be successfully
completed in a short time, the Windows desktop will-be displayed on the
screen. The Windows desktop is the base of operations for using a computer.

As shown in Figure 1-2, Windows displays on-screen controls designed
to be manipulated by a mouse. Users can easily start programs or applications,
copy and move files from one place to another, and drag and drop files and

programs where they want them on the computers.

A PR MAE TR
A E Aok mh b R
4% % % (operating
system ), € i &
22 Fe th3f 3 ALY
AT A EH IR
PRI 4 3 3F .

%% 7 Windows #9
A%, £A P
TG, 4o R3] Fid
A2 fE 42 0 8] A AR
R AR e
&k I Windows % & .

3
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The Windows desktop is usually divided into several areas. The main
part displays small pictures called icons that represent software, files and
folders containing documents, graphics and other data. The Start button is
used to display the Start menu, which lists all the programs installed on a
computer. When working with computers, users will frequently use the Start
button in the lower-left corner of the screen to display the Start menu that
provides options for accessing software, finding data, configuring hardware
and finding answers to their questions about using Windows. The Task bar
contains the Start button, the Quick Start bar and the Notification area.
The Quick Start bar is always visible, making it-a good place for icons that
represent the programs users frequently use. The Notification area displays
the current time and the status of programs, devices and Internet
connections.

Figure 1-2 Components of the Windows Desktop

c. Mouse and Keyboard

A mouse is the major device used to manipulate the controls displayed
on the Windows desktop. Nowadays, most mice usually have two buttons: a
primary button (usually the left button) and a secondary button. Many mice
also have a wheel between the two buttons, which allows users to scroll
smoothly through screens of information. When users move the mouse with
their hands, a pointer on the screen will move in the same direction. (The
pointer’s appearance may change depending on where it is positioned on your
screen.) When users want to select an item, they point to the item and then
click (press and release) the primary button.

Pointing and clicking with a mouse is the main way to interact with the
computer. The following list (Table 1-1) shows some basic mouse actions.

Windows % @ il &
S AETRER, T4
EXBF—sfhAH
B 4% (icon) #41 H
B, KA. L4
Fo Xk (B2
. BA AR
% ).

B, X 3% RARAR
T SR
R4, % BATEB
4k 2 18) 38 A R
AF R P EAE & B
Z 8 FF RS,



Chapter One Orientation

Table 1-1 Some Basic Mouse Actions

Action How to Result

Click Press the left mouse button once and then immediately release it Select an object

Double-click Press the left mouse button twice in rapid succession without moving the body of the

Activate an object
mouse

Right-click Press the right mouse button once, and then immediately release it Display a shortcut menu

Drag Hold the left mouse button down while you move the mouse Move an object

When users work with Windows, the keyboard also helps them to
communicate with the computer. Like the keyboard on a typewriter, the
compute,keyboard has keys for letters and numbers, but it also has special
keys. If users want to use it to manipulate the controls of Windows, they need
to press some special keys such as Alt, Shift and functional keys (F1 to F12).
If they want to provide some textual information to the computer, an insertion
point that looks like a flashing vertical bar indicates where the text users’
typing will appear. Users can change the location of the insertion point by
using the mouse or the arrow keys of the keyboard.

When using the keyboard for typing, users should always keep the home | £ A4 &MAR, A
row fingers touching home row keys even in a difficult reach. When starting | £ S ARIEAEF 545
typing, move the right finger to the right key and strike it quickly and then | Z3&A22| 4247, PP
return the finger to the original position. Keep fingers curved and hands in | /& A4 2 EH A,
line with the keyboard. Don’t let wrists touch the keyboard frame. Figure 1-3 | A 4847 5 F 45 2+ &

shows the fingers chart. . X %A 1-3.
Fingers Chart
E RT YU
W p FG HI L o
$ c vB M L P

Q
A
z

space bar space bar

Left Hand Home Right Hand Home

Row Keys are: Row Keys are:
ASDF JKILj

Figure 1-3  Fingers Chart on Keyboarding

Summary

AHNAT REHEN RGN EAN K. Windows EHEMFEHICE, AR REN
HAERT k. EHEIRESGS, RERTREMIENRENZL, HrhREEZNHg%
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REhRAEEES (CPU). Windows fE AT HIERAE RS0 M P LA THEHLI 26, Windows
SRR At T & FfEhloceR, MR RN DRE. EAEH R RAE R %, BERER
HAE WA EEARRAE, ER AR, EORFFIEMK TR,

Questions/Exercises

Blank-filling Exercises

1. A complete computer system usually includes two parts: hardware and

2. In the system unit of a computer, the is the core of all the computer system.

3. The equipment used to provide necessary input-and output for CPU is called

4. Windows produced by the Microsoft Corporation is an example of and maybe is
the most widely used one in the world.

5. The Windows desktop uses small pictures called that represent software, files and
folders containing documents, graphics and other data.

6. When you move the mouse with your hand, a(n) on your screen will move in the
same direction. '

7. Generally on the top of the standard computer keyboard is the including F1 to F12.

8. According to Figure 1-3, when using the keyboard for typing, you should always keep eight fingers
touching and two thumbs on the space bar.

Laboratory Exercises

1. Please find out the components of a desktop computer and describe their functions.

2. Find out the power switch of your computer and turn on your computer. Please notice the process
before the Windows desktop shows on the screen if your computer has been equipped with some
Windows operating system.

3. Practice the operation of mouse and keyboard on the your computer.

-
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Learning Goals

After studying this part, you should be able to:

“% understand the idea of computer software or program;
“%  know how to start and exit a software program;

“B identify the major controls of a software window.

Keywords and Technical Terms

application software (N # 1) word processor (<AL F#%)

system sbftware (G 14) shortcut (P4 75 )
Title bar (bR A~) Menu bar (GZ#.£%)
Status bar CIRZA£2)

Part B Getting Started with Your Software

The component like a monitor is a physical entity, and we usually call
those physical entities that can be seen or touched as hardware. The computer
hardware is the basic part of a complete computer system. However, a
computer system with only hardware is useless, and plenty of software is
necessary. It is the computer software that makes the computer powerful. In a
computer system, the hardware and the software are interconnected. Without
software, the hardware of a computer would have no function. However,
without the creation of hardware to perform tasks directed by software via the
CPU, software would be useless. Computer software is a program that enables
a computer to perform a specific task, as opposed to the physical components
of the system (hardware). This includes application software, such as a word
processor, and system software, such as an operiting system.

a. Start Software

You can choose many ways to’start your software like Microsoft Word,
but the most common way is to use the Start button. Click the Start button to
display the Start menu, and in the All programs where there lists all software
installed on your computer, you can choose Microsoft Word and click it. Wait
a few seconds for your computer to display the main screen for Microsoft
Word (Figure 1-4). In addition, if your software has a shortcut on the Window
desktop, you can double click the icon representing the software and it can
work for you.

i H AR R A
M 4 b F 240 %
Ao, BA R, B
A b R ARAEATAE
AL AP R AR
HERF G OHRM
KR, ey R AR
145+ AR A
feiR ke T B,

B B 4 AT B
o B A AT R
& PAFF ik R it
FaE A dm b
RAEGZ S B AT,
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(2] Microscht Office Access 2003 v
138 Microsoft Office bacet 2003
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L BRI Uckxx v EERE 5
M E RV AA Aa e

&
{Sesne Frovpash

Change selting

Pait

13 Microsoft Office PowerPaint 2007 |+ Bt

%3{; i e B o e B )

£Z Microsoft Office Publisher 2007
9] Microsott Office Weed 2003
= Microsett Office Werd 2007
1] Microsaft GreNote 2010
D Microscht Outiook 210
(B Microzoft Poweromt 2010
(B Microsaht Publisher 2010
Whcroton Office 2010 1001
L Microsoft Office Tooks

:
5
;

« 0wy

Figure 1-4  Start Microsoft Word through the Start Button

b. Window Controls

No matter what way you use to launch the software that has been
installed on your computer, it appears in a rectangular area called a “window™
which typically includes a Title bar, a Menu bar, and various controls as
shown in Figure 1-5.

& vignature e +
[ Date & Time

G R A AL E By
B SR BB
JE AL 4B B a
ZNEI,

wen o Lyt Belevences Mamings ¢ R
- 1 EN } Styperion - N o I = 4
1B P ™ el ol % =8 9 (& F 4 4
) Bant Pag — = — A Sovkman — = — — =
. Tatle  Puture o Shapes SowtAt Thet Soeemaet | Nescer Fooles  Page Tet  Quek Worght Doy
%7 Page Bies) . At » c T Smts veterence . «  Mumier+ | Bowe Pstts . "
Pages Tables fhstrations. Links Heacer & Bocter Toa
T =387 - - . L » \ S ’
[ v 5ol e i 0 T T Veep N S T T i Bl oAl s

Quick Access Toolbar Title Bar

Insertion Pointer
(cursor)

Status Bar

View Buttons

Figure 1-5 Window Controls of Microsoft Word

The Title bar is at the top of the window and contains the filename of the | & f 4k 69 % o £

open file, the program name and the program window sizing buttons. The
large workplace is where you complete your work with the software.
According to the different software you are running, the appearance of the

2O RS
CKREEREFE
#E, TAFEA

2



Chapter One Orientation

workplace will be a little different. An area at the bottom of the program | # #| 8 €11k T &
window is called Status bar. The Status bar contains information about the | #8 5 #9484 .
open file or the current task on which you are working.

Summary

A AT 4E Windows BAE RS0 F il i3 4k 49 )7 RATARAER) Windows 8 R -
TESLT 1 “TFER” Hebll— “Frafem” of, ol DU B e e H BN P S0, SERUR
e FEh, R CARONE T S E AR R, AT A ST R AR SE AR
. %F Windows FHIFTHRMARFEHE N, KEEHLSEMEE. LR, EATEXAR
AR, TR P A

Questions/Exercises

Blank-filling Exercises

1. A computer system with only hardware is useless, it is that makes the computer
system powerful and versatile.

2. Computer software is generally grouped into two categories: system software, such as Microsoft
Windows, and like Microsoft Word.

3. To start your software under Windows, the most common way is to use on the
lower left corner of the Windows desktop.

4. In Microsoft Windows, each software or program appears in a window on the top of which is

showing the filename of the open file, the program name and the program window

sizing buttons.

5. An area at the bottom of the program window is called which contains information

about the open file or the current task on which you are working.

Laboratory Exercises

1. Please try to start the Windows Paint through the Start button. Try to start the Internet Explorer
through the Internet Explorer icon on the Windows desktop.

2. Identify the windows of the software you start according to the above exercise and notice the
differences between the two types of software.
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Learning Goals

After studying this part, you should be able to:
‘% know the power of the Internet;

“%  know how to use a browser or a search engine to find out specific information on the Web.

Keywords and Technical Terms

Internet ([RI%F )

World Wide Web (WWW, Ji4EM, fEiFR Web)~
E-mail(F T HE{F)

Web page (/4 171)

Uniform Resource Locator (URL, 4t — %1 a%)

Web site ([43k)

[l

Part C Getting Started with the Internet

a. The Internet

Today, whether you want to find the latest financial news, browse
through library catalogs, exchange information with colleagues, or join in a
lively political debate, you can seek help from the Internet.

The Internet links computer networks all over the world so that users can
share resources and communicate with each other. It is always available for
you to use, 24 hours a day, 7 days a week, 365 days a year. You do not have
to wait for it to open or wait for someone to make it available. it is just there,
whenever you need it and for whatever you need.

The availability and accessibility to information via the Internet has
transformed the world into a global village. With little time consumption,
major tasks can be performed through the Internet using very little resources.
The spread of the Internet around the globe has created job opportunities and
expanded the work circle. The Internet has revolutionized the way business is

done, thanks to innovations such as online shopping, Internet banking and E-

commerce. The Internet has also introduced tremendous flexibility in the
education sector. Through E-learning, you can attain a degree without
physically appearing in a classroom.

b. Web Browsers
The most widely used part of the Internet is the World Wide Web

(simply the Web). Before the Web, information retrieval on the Internet was
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text-based and required that users know basic UNIX commands. The Web has
gained Internet popularity largely because of its ease of use (point-and-click
graphical interface) and multimedia capabilities, as well as its convenient
access to other types of Internet services (such as E-mail).

All the Web information is accessible from Web sites located on various
computers. The information is displayed as a series of screens called Web
pages. To use the Web is to use some tools to visit the Web site for what you
want. Acbrowser is just a tool that lets you type in a unique Web page address
called a Uniform Resource Locator (URL) and jump from the page to other
Web pages by using links. For Windows users, the most common browser is
Internet piplorer (IE). Figure 1-6 shows the Window of Internet Explorer.
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Figure 1-6  The Window of Internet Explorer

If you are looking for information but do not know the Web site where it
might be located, you can use a search engine to find it out. The most famous
search engine is Google. You only need to type “www.google.com™ into the
address box of your Web browser like IE and then press the Enter key on your
keyboard; your browser will display the home page of Google (Figure 1-7).
Type what you want Google to search for into the-blank search box and then
press the Enter key, and Google will display a list of Web pages that relates to
what you want.
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Figure 1-7 Home Page of Google
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