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Dedication

We dedicate this edition to Nicole and Katie—our inspiration.



New to Computing Essentials 2015

Every chapter’s“Why should I read this chapter”has been dramatically revised to engage students. Every Making
IT Work for You, Ethics, and Environment has been carefully revaluated, enhanced, and/or replaced and new
Privacy information has been added to each chapter. Additionally, this in-chapter content has been carefully coor-

dinated with an end-of-chapter section titled Discussion that provides thought-provoking questions designed for

in-class discussion or homework assignments. More specific new coverage includes the following.

Chapter 1

Chapter 2

Chapter 3

Chapter 4

Chapter 5

Chapter 6

Chapter 7

Chapter 8

Chapter 9

Revision of the traditional five-part information system to include the Internet
Expanded coverage of Windows 8, Office 2013, and mobile devices including smartphones
New coverage of technology’s potential impact on privacy

Expanded coverage of Web 3.0 and social networking
Revised Making IT Work for You: Online Entertainment
New privacy discussion related to social networking and privacy controls within Facebook

Expanded coverage of Office 2013, specialized applications, and apps
New privacy discussion related to the ability of some mobile phone apps to track a smartphone’s
precise location without the owner’s knowledge

Expanded coverage of Microsoft’s Windows 8, Windows 8 utilities, and Apple’s operating
systems including OS X Mavericks

Revised Making IT Work for You: Windows Task Manager for Windows 8

New privacy discussion relating to protecting sensitive information on a lost or stolen
smartphone

Expanded coverage of ultrabooks, mini tablets, and Thunderbolt

New section of mobile devices including expanded coverage of smartphones

New privacy discussion on cryptoprocessors, a specialty processor devoted exclusively to
protecting your privacy

New coverage of 3-D printers, UPC codes, MaxiCode, and QR codes
Expanded coverage of display resolutions, touch-sensitive displays, flat-panel monitors, and
ergonomic issues specifically related to portable computers including tablets and smartphones

New coverage of hybrid solid-state storage systems and cloud storage issues related to mainte-
nance, hardware upgrades, file-sharing collaboration, access speed, and file security

Revision of Making IT Work for You: Cloud Storage

New privacy discussion of how to securely remove sensitive information from the hard disk
before selling or recycling a computer

Expanded coverage of 4G networks

New coverage on fiber-optic connection services

New privacy discussion about relentless attacks on government and private networks to gain
unauthorized access and the resulting risk to sensitive personal information

Expanded coverage of social networking risks including “tagging” by friends without an indi-
vidual’s knowledge or consent

New content on identity theft, data collection at social networking sites, big data, and the unau-
thorized creation of detailed personal profiles



age and unprecedented changes in information technology. In

fact, the rate of change is clearly increasing. As we begin the
21st century, computer literacy is undoubtedly becoming a prerequi-
site in whatever career you choose.

"[-he 20th century brought us the dawn of the digital information

The goal of Computing Essentials is to provide you with the basis
for understanding the concepts necessary for success. Computing
Essentials also endeavors to instill an appreciation for the effect of
information technology on people, privacy, ethics, and our environ-
ment and to give you a basis for building the necessary skill set to
succeed in the 21st century.

Times are changing, technology is changing, and this text is chang-
ing too. As students of today, you are different from those of yes-
terday. You put much effort toward the things that interest you and
the things that are relevant to you. Your efforts directed at learning
application programs and exploring the web seem, at times, limit-
less. On the other hand, it is sometimes difficult to engage in other
equally important topics such as personal privacy and technological
advances.

At the beginning of each chapter, we carefully layout why and how
the chapter’s content is relevant to your life today and critical to your
future. Within each chapter, we present practical tips related to key
concepts through the demonstration of interesting applications that
are relevant to your lives. Topics presented focus first on outputs
rather than processes. Then, we discuss the concepts and processes.

Motivation and relevance are the keys. This text has several features
specifically designed to engage and demonstrate the relevance of
technology in your lives. These elements are combined with a thor-
ough coverage of the concepts and sound pedagogical devices.

meace‘

xiii




Visual Learning

VISUAL CHAPTER OPENERS

The Internet, the Web,
and Electronic Commerce

chapter 2

VISUAL SUMMARIES

Visual summaries appear at the
end of every chapter and sum-
marize major concepts covered
throughout the chapter. Like
the chapter openers, these sum-
maries use graphics to reinforce
key concepts in an engaging and
meaningful way.
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Why should | read this chapter?

Each chapter begins with a list of
chapter learning objectives and
provides a brief introduction
to what will be covered in the
chapter. Additionally, the newly
revised Why Should I Read
This? feature presents a visually

engaging and concise presenta-
tion of the chapter’s relevance to
the reader’s current and future
life in the digital world.

The Internet, the Web, and Electronic Commerce

VISUAL SUMMARY

INTERNET AND WEB _

INTERNETACCESS

To efficiently and effectively use computers, you need 1o be aware of resources available on the Internet and
web, 0 be able- locate informa-

COMMUNICATION

E-mail
Web wiltes are specisized utlty programs that  E-mai flectronic il the ransmsion of lctronic
. mescages There

e Internet, your computer seem-
of a giant computer that

Internet ingly be ension
Launched in 1960 with ARPANET,the Inernt con- _ branches all v the wold
ssts of the actual physical network.

Providers

Web Intemet service providers are connected to_ the
Introduced in 1991 at CERN, the web provides a mul-  In ac

+ Client-based -mail systems use e-mail lents
Plug-ins instaled on your computer

browser. i ekl il “Thisis
‘many of today's browsers;others mast be installed.

ail has three basic elements: header
Filters o uding acires sublect and pechapestachment],
Flters are uid by parents and organiztions b block i A S

nternet, providing & path for individuals to access
timedia interaco to Internet resources.Thre genera: — th In Vet Connection technologies inchude DSL. vtui siee mod 4 wrosioe ow o€ e
tions: the web.
creation and social nteraction), Web 30 (computer- dcoats@usc
generated information). Browsers o File Transfer Utilities ,em‘
Browsers provide access 1o web resources. Some i i il ey e b Griodin) nd
Common Uses related terms are loading) your computes.Three ypes are s -
‘The moat common uses of the Internet and the web + URLs—locations or addresses 10 web resources; Gt | TP fs v sioasolhont
Mo b i P oten atached to unsoiced ¢-mai. Spam locker
s oAl i acros te nern slso known 24 spam filers, are programs that identify
fiorc g links lnk) are comnections. s ; s jasasgiey
+ Searching:—access libraries and locl, nationsl e neractive, animated " Ay w
and international news. o sormadesie m-\;:n-mm-m i dseisbe
+ Education—eleaming or taking online courses,  {he appearance pages): JavaScipt (0 trigger internet Security Suite s s g
ko stk i inersciv st AJAX (1 cote quick » B o i wgodsaicp o g
computer games. ey g et i your privacy and security typicllyles than 160
on the nternet. dangerous
‘Mobile browsers run on portable devices.
50 cwerens THE INTERIET, THE WER, AND ELECTRONIC COMMERGE 81




Hands—On.

MAKING IT WORK FOR YOU

) @
Making | T work for you Special-interest topics are presented in the Making
IT Work for You section found within nearly every
FREE ANTIVIRUS PROGRAM o chapter. These topics include Installing a Free

Antivirus Program, Online Entertainment, Google

Docs, Skype, and Cloud Storage.

| Gotting Started First, make sure your computer does not have an antivirus or security suite running. If it does, be sure to
completely uninstall that program, even if the subscription is expired. Now, follow these steps to install AVG, a popular, free
antivirus program:

(1 29 and click the You will be asked to confirm that you want the free edition
and then redirected to a downoad site.

©~ Run the installaton fle and follow the prompts.

O soe G -

| ) # cnoose walt for files to

| Using VG Generally speaking, your antivirus program watches your system for malware and updates itself automaticaly.
| However, you can always download updates manually, set a schedule for full-system scans, and change basic settings for
| various components of the software.

| Aftr instalaton,verfy tha the software
s downioading updates by clicking

€3 click Scan now o run a full scan on your
computer.
~ €) » Justio the right o that, click the button
with the three white horizontal lines to

see the scan options where you can seta
‘schedule for automated scans.

() Click the back arrow o reach the main
‘screen, where you can click various
elements of the program to configure
them. For example, clicking Web
Browsing will allow you turn on a feature

that detects cookies that may be used to
track your online activity.
The web is continually changing, and some of the specifics presented in this Making IT Work for You may have changed.
To learn about other ways to make information technology work for you, visit our website at www.mhhe.com/ce2015 and select Student
Edition and then Making IT Work.




Reinforcing Key Concepts

CONCEPT CHECKS

r

Located at points throughout each

& concept check

. Define data. List four common types of files.
@ . Define connectivity and the wireless revolution.
. What is a network? Describe the Internet, web, and cloud computing.

R ——

chapter, the Concept Check cues you
to note which topics have been covered
and to self-test your understanding of

the material presented.

KEY TERMS
-
3-D printers (152) hea:ﬂg':r (157) picture element  (147) N
active dis| (148) hea (153) ixel (147)
acivedisplay area e - el L Throughout the text, the most important terms
manufacturing  (152) (HDTV) (150) platform scanner (144) . . . .
tio (148) immersive lotter (153) -
E:Pe‘}.f.,‘,‘:." o p u;‘ ) o O are presented in bold and are defined within the
r (144) jet printer (152) portable scanner  (144) . . .
TRecode i 040 | bt 040) printer _ (151) text. You will also find a list of key terms at the
;‘w (I(.?‘)‘) mp\ltdevl« (140) QRu:x:vn: (qs). .
s oyoimid S it end of each chapter and in the glossary at the end
syndrome (m'ls:e) wldzphony }:55:; %nhm (I:7))
cathode-ray Internet reader (145)
(CRT) (150) joystick (143) RFID (radio-frequency Of the bOOk’
clarity (147) keyboard (140) identification) tag  (145)
cloud printer (153) laptop keyboard (141) scanner (144)
combination key (141) laser printer (152) scanning devices (144)
contrast ratio (148) light-emitting shared
cordless mouse (142) (LED) (148) printer (152)
dance pad (143) liquid crystal Skype (154)
digital camera (146) (LCD) (148) softcopy (147)
whiteboard (150)  magneticcard reader (144)  speakers (153)
display screen (147) magnetic-ink character stylus (143)
scanner (144) ition (MICR) (145)  technical writer (159)
dot pitch  (148) MaxiCode (145) telephony (154)
dots per inch (dpi) (151) monitor (147) thermal printer (153)
duplex printing  (152) motion-sensing thumb keyboard (141)
e-book reader (148) device (143) toggle key (141)
e-books (148) mouse (142) touch pad (142) E\
e-ink da(r“sl)us) mouse pointer d(:viﬂ) hw‘dcme‘m (142) i
e-rea ce
( 57)(“8) (‘gﬂP) “2‘54) (142) Universal s k
ergonomics (1 multitouch screen (1 Product Code =
flat-panel monitor (148)  optical (UPC) (145) / | i p
flatbed scanner (144) recognition (OCR) (145) virtual keyboard (141) MULTIPLE CHOICE
controller (142) ical-mark iti virtual reality (VR) (157) Circle the S :
157) X
1. The keyboard, mouse, display, and system unit are:
a. hardware c. storage devices
b. output devices d. software
2. Programs that coordinate computer resources, provide an interface, and run appli-
cations are known as: E
a. application programs <. storage systems
b. operating systems d. utility programs 3
3. Abrowser is an example of a:
a. general-purpose application  ¢. system i
b. specialized program d. utility program
4. Although not as powerful as a supercomputer, this type of computer is capable of
great processing speeds and data storage.
a. mainframe c. laptop
CHAPTER REVIEW h— ok
5. The smallest type of personal computer:
a. mobile device c. laptop
b. midrange d. tablet
"o 6. RAM s a type of:
. . . a. computer ¢. network
Following the Visual Summary, the chapter review b. memory 4. secondary storage

7. Unlike memory, this type of storage holds data and programs even after electric

includes material designed to review and reinforce chapter e g s g e et et

@ a2 primary c. ROM
content. It includes a key terms list that reiterates the terms 7 :;.R.::,,,ﬁ.,ﬂ_.,d.,,m ,,.mi m.::':,,,m.,l Tl Ay
. . . . papers, and letters.

presented in the chapter, multiple-choice questions to help 2 dae ¢ proeniaion
test your understanding of information presented in the 8 L el b A o A g s d e

- . . a. cloud computing ¢ network
chapter, matching exercises to test your recall of terminol- b. high definiton d. sold-state storage

) . 10. The largest network in the world is [the]:
ogy presented in the chapter, and open-ended questions or & Facebook o supercomputer

statements to help review your understanding of the key

For an interactive multiple-choice practice test, visit our website at www.mhhe.com/
©e2015, select Student Edition and choose Chapter 1 and then Multiple Choice.

concepts presented in the chapter.




The Future of Information Technology

CAREERS IN IT

Some of the fastest-growing career opportunities are in

information technology. Each chapter highlights one of

the most promising careers in IT by presenting job titles,
responsibilities, educational requirements, and salary
ranges. Among the careers covered are webmaster, soft-
ware engineer, and database administrator. You will

learn how the material you are studying relates directly

fhey e crei plare o prevnt and prepase
part of that plan is to use storage
re that all company da

to a potential career path.

deg

o i ik i ol reqiee, s s il T
networking, security, and database administration are
dmiate. Disses recovery specialists should possess good com

Disaster recovery specialists can expect fo ean an annual sal-

ary of $70,000 to $103,000. Opportunities for advancement typs-

cally include upper-management positions. With so many types of

threats facing organizations, demand for these types of specialists

is expected to grow. To leam about other carvers.in information

technology, visit us at www.mhhe.com/ce2015 and select
and then

A LOOK TO THE FUTURE

A LOOK TO THE FUTURE

-

Each chapter concludes with a brief discussion of
a recent technological advancement related to the
chapter material, reinforcing the importance of

staying informed.

i — USING IT AT DVD DIRECT—A CASE STUDY

P 10 three movies at a time from  ksting posted 1
o G i i B S Ao A Wi, S i S i B . They e

three discs in

-
R { Beginning in Chapter 10 and continuing through
Chapter 13, Using IT at DVD Direct—A Case Study

of a fictitious organization provides an up-close look

B

Diect, which bogins.

at what you might expect to find on the job in the
real world. You will follow Alice, a recent college
graduate hired as a marketing analyst, as she navi-
gates her way through accounting, marketing, pro-
duction, human resources, and research, gathering

and processing data to help manage and accelerate
the growth of the three-year-old company.




Unique End-of-Chapter Discussion Materials

MAKING IT WORK FOR YOU

-

Making IT Work for You discussion questions are carefully

integrated with the chapter’s Making IT Work for You

topics. The questions facilitate in-class discussion or writ- DISCUSSION

ten assignments focusing on applying specific technolo- o G s bttt i

gies into a student’s day-to-day life. They are designed to ; —@ D Making IT Work for You: ONLINE ENTERTAINMENT

expand a student’s awareness of technology applications. ~ %ﬁggﬂwmm;mﬁr;ﬁﬁﬁ

the future? Why or why not? {

web? Would you Why or why
not? (c) Could ever see yourself canceling or *cutting the cord” from your current cable or satellte
service? Why or why not?

@ Privacy:
PRIVACY g e

Umwwwwmm“&?mmw {(b) Do you think that most peo-
' mmmmmrmmmmrwmmmmmmm7my
. _.. or why not? (c) Investigate and

website such as Facebook or Google-+.

Privacy discussion questions are carefully integrated
€ Ethics: FILTERING AND MONITORING

i . . s % 5 :amw;nwwmaur:oxmwwas mmzmomxng (@) Is it ethical for par-
facilitate in-class discussion or written assignments | e A AR 8 a1l s S SO s Bt iy
2 being filtered or monitoredd? Why or why not? (c) Do you feel that filtering or monitoring software

is the best way to protect children? Defend your position.

with the chapter’s marginal Privacy box. The questions

© Environment: E-MAIL

focusing on critical privacy issues. They are designed to
develop a student’s ability to think critically and com- :
4 Review the Environment box on page 37, and then respond to the following: (a) When it comes to.
icate effectivel 1 et o ey &mm&mmmmx i
municate effectively. ’ o o e

mmmwmmmwmuwmm&muw

‘paper mail you in here that you Could receive
mumwwmmwmumm“m

DISCUSSION

Respond to each of the following questions.

€2 Making IT Work for You: WINDOWS TASK MANAGER

working with a
onou7ﬂwlsmelkm|‘l’wm(mYbu Windows Task Manager on pages 96 and 97, and open
Task Manager using a Windows-based computer. Then respond to the following: (a) List the top

three processes in terms of memory usage. (b) List three processes that are using your CPU, even
it itis only for a second or two as you look at that dialog box. (c) Find one process that you do not . &
recognize. Using your favorite search engine, determine what the process does. Write down the ‘

rame ol roces, 1 et o e, ULl e o st | Ethics discussion questions are carefully integrated with
the chapter’s marginal Ethics boxes. The questions facili-
tate in-class discussion or written assignments focus-
ing on ethical issues relating to technology. They are
designed to develop a student’s ability to think critically

ETHICS

2] Privacy: OPERATING SYSTEM SECURITY

Did you know that your computer or mobile device can provide others access to your personal
information? Review the Privacy box on page 93, and respond to the following: (a) Have you ever
lost a personal computer or mobile device? If so, what personal information was stored on it? If not,
what personal information is stored on your current computer and/or mobile device? (b) Are you
mmmnwmwmnammmmmmlm«maumm

devices? If you are, discuss what that you are doing. If not, what could/should you
b!doing?anadﬁc (c) Investigate the privacy setting on your devices and describe them. (d)
Do you think computer manufacturers have a responsibility to provide better security and privacy
features? Why or why not.

and communicate effectively.

€D Ethics: VIRUS PROTECTION SCAMS

Everyone should be concerned about viruses infecting computer systems. Some report that this
fear is being used to manipulate users into purchasing new or upgraded antivirus programs. Some
ven report specific antivirus scams. Review the Ethics box on page 101, and then respond to the
following: (a) Have you ever been offered a free virus alert program? If so, describe the offer and
you accepted the offer. (b) Almost all legitimate antivirus software manufacturers issue
mmsm%mmmmmmwumwwwwmm7
Why or why not? (c) Is this an ethical issue for antivirus software manufacturers? If so, create some
ethical guidelines for antivirus software manufacturers to follow when issuing virus alerts. (d)Whlt
can users do to protect against and against unethical
antivirus programs? Be specific and defend your suggestions.

ENVIRONMENT

ra

Environment discussion questions are carefully inte-
grated with the chapter’s marginal Environment boxes.
The questions facilitate in-class discussion or written

© Environment: S POWER MANAGEMENT

Did you know that Review
box on page 90, and then respond to the following: (a)lnvnmw-yudoopeminqsymmswp
the environment? (b) Do you leave your desktop or laptop computer on all day? Do you use sleep
or hibemnate modes? Explain the reasons behind your decision. (c) Find the power management
options for your operating system. List a few options that you would consider adjusting in order to
reduce your computer's energy consumption.

assignments focusing on environmental issues relating
to technology. They are designed to develop a student’s

ability to think critically and communicate effectively.




sSupport Materials

The Instructor’s Manual offers lecture outlines with teaching notes and figure ref-
erences. It provides definitions of key terms and solutions to the end-of-chapter
material, including multiple-choice, matching, and open-ended questions.

The PowerPoint slides are designed to provide instructors with a comprehensive
resource for lecture use. The slides include a review of key terms and topics, as
well as artwork taken from the text to further explain concepts covered in each
chapter.

The testbank contains over 2,200 questions categorized by level of learning (defi-
nition, concept, and application). This is the same learning scheme that is intro-
duced in the text to provide a valuable testing and reinforcement tool. Text page
references have been provided for all questions, including a level-of-difficulty rat-
ing. The testbank is offered in Word files, as well as in EZ Test format.

The instructor support materials can be downloaded at www.mhhe.com /ce2015.
Students can access materials by going to www.mhhe.com/ce2015 and selecting

Student Edition. Students can find a host of additional resources on the website,
including animations of key concepts and in-depth coverage of select topics.




XX

O’LEARY SERIES

The O’Leary Application Series for Microsoft® Office is available separately or
packaged with Computing Essentials. The O’Leary Application Series offers a step-
by-step case approach to learning computer applications.

SIMNET ONLINE TRAINING AND ASSESSMENT
FOR OFFICE APPLICATIONS

-
®SIMnet

Keep IT SiMple!

SIMnet™ Online provides a way for you to test students” software skills in a simu-
lated environment. SIMnet provides flexibility for you in your applications course
by offering:

® Pretesting options

¢ DPosttesting options

e Course placement testing

* Diagnostic capabilities to reinforce skills

e Web delivery of tests

* Learning verification reports

For more information on skills assessment software, please contact your local
sales representative, or visit us at www.simnetkeepitsimple.com.
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