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At McGraw-Hill Higher Education, we publish instructional materials tar-
geted at the higher education market. In an effort to expand the tools of
higher learning, we publish texts, lab manuals, study guides, testing materi-
als, software, and multimedia products.

At McGraw-Hill/Irwin (a division of McGraw-Hill Higher Education), we

realize that technology has created and will continue to create new medi-
ums for professors and students to use in managing resources and commu-
nicating information to one another. We strive to provide the most flexible
and complete teaching and learning tools available as well as offer solutions
to the changing world of teaching and learning.

McGraw-Hill/lrwin is dedicated to providing the tools for today’s instructors and
students to successfully navigate the world of Information Technology.

Seminar Series—McGraw-Hill/Irwin's Technology Connection seminar
series offered across the country every year demonstrates the latest
technology products and encourages collaboration among teaching
professionals.

McGraw-Hill/Osborne—This division of The McGraw-Hill Companies is
known for its best-selling Internet titles, Internet & Web Yellow Pages and
the Internet Complete Reference. For more information, visit Osborne at
www.osborne.com.

Digital Solutions— McGraw-Hill/Irwin is committed to publishing digi-
tal solutions. Taking your course online doesn't have to be a solitary
adventure, nor does it have to be a difficult one. We offer several solu-
tions that will allow you to enjoy all the benefits of having your course
material online. For more information visit www.mhhe.com/solutions/
index.mhtml.

Packaging Options—For more information about our discount options,
contact your McGraw-Hill/Irwin sales representative at 1-800-338-3987
or visit our Web site at www.mhhe.com/it.
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INTRODUCTION

The 20th century not only brought us the
dawn of the Information Age, but continued to
bring us rapid changes in information tech-
nology. There is no indication that this rapid
rate of change will be slowing—it may even be
increasing. As we begin the 21st century, com-
puter literacy will undoubtedly become pre-
requisite in whatever career a student chooses.
The goal of Computing Essentials 2004 is to
provide students with the basis for under-
standing the concepts necessary for success in
the Information Age. Computing Essentials
also endeavors to instill in students an appre-
ciation for the effect of information technol-
ogy on people and our environment, and to
give students a basis for building the nec-
essary skill set to succeed in this new, 21st
century.

ABOUT THE AUTHORS

Tim and Linda O’Leary live in the American
Southwest and spend much of their time en-
gaging instructors and students in conversa-
tion about learning. In fact, they have been
talking about learning for over 25 years.
Something in those early conversations con-
vinced them to write a book, to bring their in-
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terest in the learning process to the printed
page. Today, they are as concerned as ever
about learning, about technology, and about
the challenges of presenting material in new
ways, in terms of both content and the method
of delivery.

A powerful and creative team, Tim com-
bines his years of classroom teaching experi-
ence with Linda’s background as a consultant
and corporate trainer. Tim has taught courses
at Stark Technical College in Canton, Ohio,
and at Rochester Institute of Technology in
upper New York state, and is currently a pro-
fessor at Arizona State University in Tempe,
Arizona. Tim and Linda have talked to and
taught students from 8 to 80, all of them with
a desire to learn something about computers
and the applications that make their lives eas-
ier, more interesting, and more productive.

Each new edition of an O’Leary text,
supplement, or learning aid has benefited
from these students and their instructors who
daily stand in front of them (or over their
shoulders). Computing Essentials 2004 is no
exception.

A WORD FROM THE AUTHORS

Times are changing, technology is changing,
and this text is changing too. Do you think the
students of today are different from yesterday?
Mine are and I'll wager that yours are as well.
On the positive side, I am amazed how much
effort students put toward things that interest
them and things they are convinced are rele-
vant to them. Their effort directed at learning
application programs and exploring the Web
seems at times limitless. On the other hand, it
is difficult to engage them in other equally im-
portant topics such as personal privacy and
technological advances.

I've changed the way I teach and this book
reflects that. T no longer lecture my students




about how important certain concepts like
microprocessors, input devices, and utility
programs are. Rather, I begin by engaging
their interest by presenting practical tips re-
lated to the key concepts, by demonstrating in-
teresting applications that are relevant to their
lives, and by focusing on outputs rather than
processes. Then, I discuss the concepts and
processes.

Motivation and relevance are the keys. This
text has several features specifically designed
to engage students and to demonstrate the rel-
evance of technology in their lives. These ele-
ments are combined with a thorough coverage
of the concepts and sound pedagogical devices.
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SELECTED FEATURES OF THIS EDITION

e Visual Chapter Openers Each chapter
begins with a two-page Visual Chapter
Opener with large graphics and brief text.
The graphics present the structure and or-
ganization of the chapter. The text relates
the graphics to topics that are covered in
the chapter and discusses their importance.
The objective of the visual chapter openers
is to engage students and provide relevancy
and motivation.

¢ On the Web Explorations Within nearly
every chapter, two or more On the Web
Explorations are presented as marginal ele-
ments. These explorations encourage stu-
dents to connect to carefully selected Web

sites that provide additional information on
key topics. The objective of the Web Explo-
rations is to encourage students to expand
their knowledge by using Web resources.

e Tips Within nearly every chapter, Tips are
provided that offer advice on a variety of
chapter-related issues such as how to effi-
ciently locate information on the Web, how
to speed up computer operations, and how
to protect against computer viruses. One
objective of the Tips is to provide students
with assistance on common technology-
related problems or issues. The other objec-
tive is to motivate students by showing the
relevance of concepts presented in the
chapter to their everyday lives.

* Concept Checks Every chapter contains
strategically placed Concept Check boxes.
Each box contains questions related to the
material just presented. The objective of
these Concept Checks is to provide students
the opportunity to test their retention of key
chapter concepts.

Concept Check

What are the five parts of an information system?

What is required of a competent end user?

* Making IT Work for You Based on stu-
dent surveys, 12 special interest topics have
been identified. These topics include down-
loading music from the Internet, creating
personal Web sites, and using the Internet
to place free long-distance telephone calls.
Each of these 12 special interest topics is
presented in a two-page Making IT Work
for You section within the relevant chapter.
The objective is to engage students by pre-
senting high-interest topics and to motivate
them to learn about related concepts in the
chapter.
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* Demonstration Videos Based on student
interest and chapter content, several Making
IT Work for You special interest topics have
been selected for special attention. I have
created seven short videos that bring these
selected topics to life. These videos are avail-
able on CD for classroom viewing and on
the Web for direct student viewing. One ob-
jective of this feature is to motivate students
by animating and extending the static,
printed, two-page Making IT Work for You
presentation in the textbook. The other ob-
jective is to provide instructors with a pre-
sentation tool for classroom demonstrations
that are integrated and further supported by
the textbook.

* A Look to the Future Each chapter con-
cludes with a brief discussion of a specific
recent technological advance related to ma-
terial presented in the chapter. The objec-
tive of this feature is to remind students
that technology is always changing and to
reinforce the importance of staying in-
formed of recent changes.

e Visual Chapter Summaries Each chap-
ter ends with a multipage visual chapter
summary. Like the chapter openers, the
summaries use graphics to present the
structure of the chapter and text to provide
specifics. Using a columnar arrangement,
major concepts are represented by graphics
followed by detailed text summaries. The
objective of the visual chapter summaries is
to provide a detailed summary of key con-
cepts and terms in an engaging and mean-
ingful way.

¢ Using Technology Every chapter has two
Web-related end-of-chapter exercises that
direct students to explore current popular
uses of technology. In most cases, the first
question requires the student to view one of
the Making IT Work for You Web-delivered
demonstrations and to respond to a series
of related questions. The other question re-
quires Web research. One objective of the
Using Technology feature is to provide sup-

port for instructors who would prefer their
students to view the Making IT Work for
You videos on the Web rather than in class.
The other objective is to provide a powerful
tool to engage and motivate students by
providing assignments related to technol-
ogy that directly relates to them.

Him

Expanding Your Knowledge Every
chapter has two Web-related end-of-chapter
exercises directing students to enhance
their depth of knowledge on specific tech-
nologies introduced in the chapter. In most
cases, the first question requires the stu-
dents to use their free Interactive Compan-
ion CD-ROM and to respond to a series of
related questions. The second question re-
quires Web research into carefully selected
topics. One objective of the Expanding Your
Knowledge feature is to provide support for
instructors who want their students to ef-
fectively use the free Interactive CD-ROM.
The other objective is to support instructors
who want their students to obtain greater
in-depth understanding of key technologies.

Preface
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¢ Building Your Portfolio Every chapter

has two Web-related end-of-chapter exer-
cises directing students to prepare and
to write a one-page paper on critical
technology-related issues. The first question
requires students to summarize and ana-
lyze select emerging technologies addressed
in the chapter. The second question focuses
on a critical chapter-related privacy, secu-
rity, and/or ethical issue. Students are re-
quired to consider, evaluate, and formulate
a position. One objective of the Building
Your Portfolio feature is to support instruc-
tors who want their students to develop
critical thinking and writing skills. Another
objective is to provide support for instruc-
tors who want their students to create writ-
ten document(s) recording their technology
knowledge. A third objective is to provide
support for instructors who want their stu-
dents to recognize, understand, and analyze
key privacy, security, and ethical issues re-
lating to technology.

¢ Engaging Students Having all these fea-

tures is one thing. Making the students
aware of them is another. Like almost all
textbooks, Chapter 1 of this textbook pro-
vides an overview and framework for the
following chapters. Unlike other textbooks,
this one also provides a discussion and
overview of each of the above features. One
objective of this approach is to support in-
structors who want to focus their students’
attention on any one or on a combination
of features. The other objective is to moti-
vate students by highlighting features that
are visually interesting and relevant to their
lives.

Preface




" Instructor’s Guide

RESOURCES FOR INSTRUCTORS

We understand that, in today’s teaching envi-
ronment, offering a textbook alone is not suffi-
cient to meet the needs of the many different
instructors who use our books. To teach effec-
tively, instructors must have a full comple-
ment of supplemental resources to assist them
in every facet of teaching from preparing for
class; to conducting and lecture; to assessing
students’ comprehension. Computing Essen-
tials 2004 offers a complete, fully integrated
supplements package, as described below.

Instructor’s Resource Kit

The Instructor’s Resource Kit contains an up-
dated CD-ROM containing the Instructor’s
Manual in both MS Word and PDF formats,
PowerPoint slides, and Brownstone’s Diploma
test generation software with accompanying
test item files for each chapter. The distinctive
features of each component of the Instructor’s
Resource Kit are described below.

¢ Instructor’s Manual The Instructor’s Man-
ual contains a schedule showing how much
time is required to cover the material in the
chapter, a list of the chapter competencies,
tips for covering difficult material, and an-
swers to the Concept Checks. Also included
are references to corresponding topics on
the Interactive Companion CD-ROM, an-
swers to all the exercises in the Chapter Re-
view section, and answers to the On the
Web Exercises. The manual also includes a
helpful introduction that explains the fea-
tures, benefits, and suggested uses of the
IM and an index of concepts and corre-
sponding competencies.

¢ PowerPoint Presentation The PowerPoint
presentation is designed to provide instruc-
tors with a comprehensive resource for use
during lecture. It includes a review of key

/

terms and definitions, figures from the text,
along with several new illustrations, antici-
pated student questions with answers, and
additional resources that can be accessed in
Internet-enabled classrooms. Also included
with the presentation are comprehensive
speaker’s notes.

e Testbank The Computing Essentials 2004
edition testbank contains over 3,000 ques-
tions categorized by level of learning (defin-
ition, concept, and application). This is the
same learning scheme that is introduced in
the text to provide a valuable testing and re-
inforcement tool. The test questions are
identified by text page number to assist you
in planning your exams, and rationales for
each answer are also included. Additional
test questions, which can be used as pretests
and posttests in class, can be found on the
Online Learning Center, accessible through
our Supersite (www.mhhe.com/it).

Making IT Work Video Series

Available on CD or the Web site, these videos
provide cutting-edge context to help students
learn the concepts presented in the text. This
series of brief video presentations features the
author and corresponds to specific Making IT
Work for You topics from the text, making it a
flexible tool for in-class and Web-delivered
demonstrations while engaging students by
presenting high-interest topics directly related
to the concepts presented in the text. The se-
ries includes videos on

e CD-R Drivers and Music from the Internet
e Creating a Personal Web Site

e Creating an Active Desktop

e [nstant Messaging

e Locating Jobs Online

o Using TV Tuner Cards and Video Clips

e Virus Protection

Xvii
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Interactive Companion CD-ROM

This free student CD-ROM, designed for use
in class, in the lab, or at home by students
and professors alike, includes a collection of
interactive tutorial labs on some of the most
popular topics in information technology. By
combining video, interactive exercises, anima-
tion, additional content, and actual “lab” tuto-
rials, we expand the reach and scope of the
textbook.

Digital Solutions to Help You Manage

Your Course
PageOut—PageOut is our Course Web
Site Development Center that offers a
syllabus page, URL, McGraw-Hill
Online Learning Center content, online
exercises and quizzes, gradebook,
discussion board, and an area for
student Web pages. For more
information, visit the PageOut Web site
(www.pageout.net).

Online Learning Centers—The Online
Learning Center that accompanies
Computing Essentials is accessible
through our Information Technology
Supersite (www.mhhe.com/it). This site
provides additional learning and
instructional tools developed using the
same three-level approach found in the
text and supplements. This offers a
consistent method for students to
enhance their comprehension of the
concepts presented in the text.

Online Courses Available—OLCs are
your perfect solutions for Internet-based
content. Simply put, these Centers are
“digital cartridges” that contain a book’s
pedagogy and supplements. As students
read the book, they can go online and
take self-grading quizzes or work
through interactive exercises. These also
provide students appropriate access to
lecture materials and other key
supplements.

Online Learning Centers can be delivered
through any of these platforms:

McGraw-Hill Learning Architecture
(TopClass)

Blackboard.com

ECollege.com (formally Real
Education)

WebCT (a product of Universal
Learning Technology)

0’Leary Series Applications Lab Manuals

Available separately, or packaged with Com-
puting Essentials, is the O'Leary Series com-
puter applications lab manuals for Microsoft
Office. The O’Leary Series offers a step-by-step
approach to developing computer applications
skills and is available in both brief and intro-
ductory levels. The introductory level manuals
are MOUS Certified and prepare students for
the Microsoft Office User Certification Exam.

Skills Assessment

SimNet eXPert (Simulated Network Assess-
ment Product)—SimNet provides a way for
you to test students’ software skills in a simu-
lated environment. SimNet is available for Mi-
crosoft Office 97, Microsoft Office 2000, and
Microsoft Office XP. SimNet provides flexibil-
ity for you in your course by offering

* Pretesting options

e Posttesting options

e Course placement testing

e Diagnostic capabilities to reinforce skills

e Proficiency testing to measure skills

e Web or LAN delivery of tests

e Computer-based training tutorials (new for
Office XP)

e MOUS preparation exams

e Learning verification reports

¢ Spanish version

For more information on skills assessment
software, please contact your local sales repre-
sentative, or visit us at www.mhhe.com/it.

PowerWeb for Concepts

PowerWeb is an exciting new online product
available for Computing Essentials 2004. A
nominally priced token grants students access
through our Web site to a wealth of resources
—all corresponding to the text. Features in-
clude an interactive glossary; current events
with quizzing, assessment, and measurement
options; Web survey; links to related text con-
tent; and WWW searching capability via North-
ern Lights, an academic search engine. Visit
PowerWeb at www.dushkin.com/ powerweb.

Instructor’s Guide




STUDENT’S GUIDE TO THE O’LEARY
LEARNING SYSTEM

Recently, at the end of the semester, some of

my students stopped by my office to say they
enjoyed the class and that they “learned some-
thing that they could actually
use.” High praise indeed for a
professor! Actually, I had
mixed feelings. Of course, it
felt good to learn that my
students enjoyed the course.
However, it hurt a bit that they
were surprised that they
learned something useful.

As you read the text, notice
the “Tips” scattered through-
out the book. These tips offer suggestions on a
variety of topics from the basics of cleaning a
monitor to how to make your computer run
faster and smoother. Also, notice the “Making
IT Work for You” sections that demonstrate
some specific computer applications you
might find interesting. For example, one
demonstrates how to capture and use televi-

Here's my promise to you:
In the following pages
you will find things that you
can actually use now as well
as that provide a foundation
for understanding future
technological advances.

sion video clips for electronic presentations
and another shows how to capture, save, and
play music from the Internet.

Many learning aids are built into the text to
ensure your success with the material and to
make the process of learning
rewarding. In the pages that
follow, we call your attention
to the key features in the text.
We also show you supplemen-
tal materials, such as the stu-
dent Online Learning Center,
that you should take advan-
tage of to ensure your success
in this course.




What makes Computing Essentials such a

powerful text?

Visual Chapter Openers INFORMATION TECHNOLOGY, THE

Each chapter begins with a two-page INTERNET, AND YOU
opening spread that provides the

Chapter Competencies and a brief
opening text. Graphics present the
structure and organization of the

Aftor you have read this chapter, you should be sble to:

Explain the five parts of an Information system: people, procedures, software, hardware, and data.

Dk from system
chapter visually, while the text 3]
- . Distinguish four kinds of ini i and sup
discusses the topics that are covered - T and describe hardware devioesfo nput,procassing, Sorage, and output

in the chapter and their importance.
The visual chapter openers engage
‘ students and provide relevancy and
’ motivation.

Describe document, worksheet, database, and presentation files.

(5]

Explain the Wireless and the Internet.

Key Terms

Throughout the text,
the most important
i terms are presented
\ in bold type and are
|

defined within the
text. You will also
find a list of key
terms at the end of
each Chapter and in An information system has five parts: people, procedures, software,
hardware, and data.
the glossary at the
end Of the bOOk whcn you think of a microcomputer, perhaps you think of just the equipment

itself. That is, you think of the monitor or the keyboard. Yet, there is more
to it than that. The way to think about a microcomputer is as part of an infor-
mation system. An information system has five parts: people, procedures, soft-
ware, hardware, and data. (See Figure 1-1.) F

= People: 1t is easy (o overlook people as one of the five parts of a microcom-
puter system. Yet this is what microcomputers are all about—making peo-
@ ple, end users like yourself, more productive,

INFORMATION SYSTEMS

Procedures: The rules or guidelines people follow when using software,
hardware, and data are procedures. Typically, these procedures are docu-
mented in manuals written by computer specialists. Software and hard-
ware manufacturers provide manuals with their products.

Software: A program consists of the step-by-step instructions that tell the
computer how to do its work. Software is another name for a program or
programs. The purpose of software is to convert data (unprocessed facts)
into information (processed facts).

Hardware: The equipment that processes the data to create information is
called hardware. It includes the keyboard, mouse, monitor, system unit,
and other devices/ Hardware is controlled by software,




Computing Essentials is full of pedagogy that works together to help you truly understand the basics

of computer concepts. On the following pages, you will see motivating, helpful features that engage
students visually and challenge them intellectually, without creating “information overload.”

The purpose of this book is to help you become
competent in computer-related skills, Computer
competency: This notion may not be familiar to
you, but it's easy to understand. Specifically, we
want to help you walk into a job and immediately
be valuable to an employer. in this chapter, we first
present an overview of what makes up an informa-
tion system: people, procedures, software, hard-
ware, and data. Competent end users need to
understand these basic parts and how connectivity
through the Internet and the Web expands the role
of information technology (IT) in our lives, In sub-
sequent chapters, we will describe these parts of
information systems in detail.

Fifteen years ago, most people had littie to do
with computers, at least directly. Of course, they
filled out computerized forms, took computerized
tests, and paid computerized bills. But the real
work with comnuters was handled by soecialists—
progri
operal

The
everyl
use a
are ca
* Mic

life

TIPS

——1CHAE -

- Tips
scientists calculate—all on mic
dents and businesspeople do ;

New forms of learning have
who are homebound, who w
who travel frequently may o
Web. A college course need
usual time of a quarter or a s¢ |

New ways to communicate, 1
similar interests, and to buy g

All kinds of people are using elet
tronic commerce, and the Intern
share ideas and products. Whal
can microcomputers enhance you s
Many interesting and practical
tion technology have recently sug
personal lives richer and more ¢
applications range from recordiy’

creating personalized Web sites.

Competent snd ocare naed

We all can benefit from a few tips of suggestions. Throughout this book vou'll
find numerous tips ranging from thefbasics of cleaning a monitor 1o how to ef-
ficiently locate information on the Web. Just a few of these tips are listed be-
low. For a more complete list go to Hup:// www.mhhe.com/oleary.

Inserting audio clips. Want to add some interest and a personal touch to your
You can, by an audio clip of your voice in a text document. See
page X.
slow Does your seem to be getting slower

and slower? Consider a few suggestions that might add a little zip to your current system.
See page X.

Cleaning your keyboard. is your keyboard looking tired and dirty? Are the keys
sticking? Consider a few cleaning suggestions. See page X.

Improving printed output. Are your printouts blurry or smeared? it could be time to
clean your printer. See page X.

Playlng music on your cemputer. Do you like to listen to music while working on your
computer? f you have a CD-ROM drive, you can use it to play your favorite CDs while you
work, See page X.

Improving your e-mail. your e-mail may be Review
some guidelines that will help ensure your message gets across. See page X.

Internet privacy. Are you concemed about your privacy while on the Web? Consider
some suggestions an protecting your identity online. See page X.

WEB EXPLORATIONS

There are numerous outstanding and in-

formative Web sites. Throughout this
Hotmail offers free e-mail service. book you will find several On the Web
Siss page X. Explorations directing you to some of
mm ms“w“:"‘;n' the best Web sites. Just a few of these are
Pretty Good Pri . listed at the right. For a complete list, go
encryplion programs. See page X. to http:// www.mhhe.com/oleary.
The Center for Democracy and
Technology monitors privacy issues
and legisiation. See page X.
Dragon Systams develops
continuous-speech systems.
See page X.

Tips appear within nearly every chapter and are provided
to offer advice on a variety of chapter-related issues
such as how to efficiently locate information on the Web,
how to speed up computer operations, and how to
protect against computer viruses. Tips provide students
with assistance on common technology-related problems
or issues, and motivate students by showing the relevance
of concepts presented in the chapter to their everyday lives.

On the Web Explorations

Two or more On the Web
Explorations appear within
nearly every chapter and
are presented as marginal
elements. These explo-
rations ask students to
connect to carefully selected
Web sites that provide
additional information on
key topics, encouraging
students to expand their
knowledge by using Web
resources.




How does Computing Essentials get you involved

in current technologies?

Making IT Work for You

Based on student surveys,
ten special interest topics are
presented in a two-page Mak-
ing IT Work for you
section within the chapter re-
lating to that topic. These

TV TUNER CARDS AND VIDEO CLIPS ]

Want to watch your favorite television program while you work? Perhagm you
would like to include 2 video clip from television in a class presentation. It's casy
wsing a TV tuner card.

Bow it Works ATV tuner card converts
analog signals: rom & television or VCR
Into digital signals that your computir
can process. Once the cand has been in-
stalled, you can view, caphure, and use
telovision video Cigs in & variety of ways.

topics include downloading
music from the Internet,
creating personal Web sites,
and using the Internet to
search for employment op-
portunities. This feature en-
gages students by presenting
high-interest topics that di-

@ Stze and move the inlevision
‘window and control bax
window.

# Salect the channel.

Viewing  You can vrew your tavorde TV shows. even while unning Other appiications such as Excel, by takng the steps shown here
© -+ cicxme Viconon e
deskiop.

rectly relate to concepts pre-
sented in the chapter.

® Click the Recard button 1o start

recording.

® Click ths Siop butten to stop.
ecording.

Demonstration Videos

Seven of the Making IT Work for You features
have been expanded into video presentations
available on the Web and on CD. The objective of
these videos is to motivate students by expanding
and animating the material in the book.

Caphwing  You can capture the video plitying in the TV window into a digital file by taking the steps shown here.

@  Specity where to save the video clip
on your computer by cicking the
Properties button.

African Safaris

+ Climb Mt.
& Kilimanjaro

* Hike Africa

« See Affrica by
Rail 4

TV tuner cards are relatively nevpensve and sasy 0 nstall Some Bctors lmibing thel perfr-
MANCe on your COmputer are the speed of yOur processor. the maunt of memory, and secondary
=rage tapxity

TV tuner cards are continually changing and same of the specifics presented in e Making (T
Work for You may have changed. See our Web S48 £t hit://wne. néihe.comvoleary for possitle
changes and 10 lsarm mare about this appkcaton of technology.




How does Computing Essentials keep you informed on

emerging technologies? How does Computing Essen
reinforce key concepts?

[ =
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Dufinse comsectivity

Wit o the Intemer ?

1

i Look fo the Fufure

Estabiishing Computer Compotency

Compuier compeleney s co

wncormed

with  under-

standing the rules and the power of micocomputers.

Compeicney bets you taks ol
vantage of increasingly pro-
ductive softwate, hardware,
g the connectivity revolu-
tion that are expaniding the
micracomputer's capabifities
The putpose of this bonk
ta help you be computer com-
petent ol anly in the peesent
But ako in the furure. Hining
competency  requires  your
having the knowledge and
understanding of the rules

A look to the Future

POWERFUL HARDWARE

Microcomputen are now much mare powerful than
they used 10 be. Indeed, the newer models have the

speed and power of mom-size computers of anly a fow

yean a0, However, despite
the rapid change of specific
equinment, their essential fea-
Tures Temain unchanged. Thus,
the competent end  user
should focus on these fea-
tures. Chiaplers 4 thugh &
explain whal you need to
kg about  hardware:  the
centil processing unit, n-
put/output devices, and sece
ondary storage. A Buyer’s
Guide eod an  Upgraders

Sales. Banks such as Wells
Ehime banking and clec-
jeven purchase tickets 10
events an the Interriet

& away with some jobs
#nd cashiers, for example
furities for other prophe
aple who are truly capable
£h0t the people who think
&30 simple they can just

U3 1UTUR

Each chapter concludes
with a brief discussion
of a specific recent
technological advance
related to chapter mater-
ial, reminding students

of the

importance of
and the power of the micro- 2 3
compuler. Thtis will ensbile you 1o benefit framt three staVIng 1in form ed X
impotiem  information  technology  developments: J

mare powerful software, more pawerful hardware, and
conncetivity 1o gutside Information resotirces. 1t will
sho help you remain computer competent and con-
e 1o besrm In the future.

Guide are preserited af the end
of this book far these eamsidering the purchase or up-
grude 0 § nvCrocompules systerm.

e they those who think
REHial disaster. 16 ather
s people who are not
£t manage it. The real -
CONNECTIVITY, THE INTERNET, AND THE WEB ake technology hetter
No longer are microcomputers and competent énd sthe technology with peo-
wsers bound by the surface of the dest. Now they can 1!
reach past the desk and tink with other computens 1o 100 will be i 3 very fmvor-

POWERFLIL. SOFTWARE share data, program, and informstion. The Internet Timany other peapie in -

] ¥ not only the hasics of
Ac My, the Interner, and the
VISUAL SUMMARY — | provplepind
TION TECHNOLO
TERNET, AND YOL o
F Visual Chapter Summaries
[ eeore | | - These appear in at least
[ 2 Pooplo ure the moxt important part of an infor and data Also
mathon sestem Peogle are touched hundreds of od to recogutze

two pages at the end of

each chapter. Like the

chapter openers, the

summaries use graphics

to present the structure

of the chapter and text to

| — provide specifics. Using

a columnar arrange-

ment, major concepts

are represented by

graphics followed by de-

tailed text summaries,

providing a detailed

summary of key con-

' e Mpy.ocF S cepts and terms in an en-

. e e b, By 5o gaging and meaningful
way.

tivwes daily by computen.
Som
oty <a

xamples of haw informanen wehnol-

ok Ior yoi

The wa to thik abaut & iristoermiputer b o re-
alixe that it 1 ove part of an information systom.
Five ports of an information system

1. Peaple are vby
systerat The pur
in 10 make pep
productive
Procedures axv rules ot guidelines 10 follow
when using software. hardware. and data
The are typreatly documenied i manus
written by Loy

=

the exsential part of the
w of fnformation svetonms
o entl users ke you, mars

v.

S
post poaeriul
e cotTpanis
Bown a» midrange

cr peolvasionats

-

Software (prograsw) proviles stop-bn-stop
Instructions o control the computes 10 con
vert dat into information

4. Hardware ¢
ment. 1t b o

Bt grons ing tepe
o, notebook, and
min (POAs), also
pesters and hand-

the physical oqulp

olled by soltware amd
precemes dat o creats information

5. Data cousiats of unprocessed] B chading
tel, tumbxers, images. and sound . Informa:
ton i dut that his been provessed by the t

PROCEDURES g

AW & wvstem
he cleciruni
Procedures are the niles or guidklines people i !
fotlone when nntng software. hardware, and data. iRSpmcentor and
These procedures ane usually doeumented in @, random access
mancals prosided by mamefaciurers with thete
ot

[y

Coanectivity In an additional part w foday's
Eifurmation systeme It alles computers 10
et and share information. To achleve com.
puter competency, end usees tecd 1 under-
vand information technology (4T)

trmtislatons Batween

storage devices

programe. Typical owedia include Doppy.
hard, v optical diska. Tue 1ypes of optical
disks arv compact disow (CDw) and digital
versatile (or video) discs (DVDs).




How does Computing Essentials allow you to
assess what you’ve learned in each chapter?

Chapter Review

Following the Visual Summary, the
chapter review includes material designed
to review and reinforce chapter content.
It includes a

Key Terms List

compat disc (D) (X)
cotuputer competency (X
omputer network  (X)

connectivity (X)) P X
__. data (X0 pulmiop computer  (X)

dutabase file  (X) penple (X}

database management vystem(X) personal digital assistant (PDA). (X)

denhtup © v (X) o file

digial vensatile (or video) dise (VD) (X) presentation graphics (X
digital video s 1X) Pritmary storsge  (X)
documen file  (X) printer (X)

end uer (X} §

Ooppy disk (X1

peocedures (X)
program  (X)

Cireke the lotter oe 111 In the cormeet answer

. The -
devices

comxint(s) of the cquipment. kevbownd. mouse. aronitor, systen wnit. amd il

— .
CHAPTER REVIEW
MULTIPLE CHOICE

Multiple Choice

a peaple P

b, procedures e information
e hardware

to help test your recall of information
presented in the chapter,

Matching

Match cach nunibered item with the most closely rebated lettered llem. Write your answers in the
spanes providod

2. The most important systen saftware peegram b the
X do application s .
. datab ’ et watem . infumation sy
3 ot might use st monitor manufacturing processes and
cenbly line apcrations
3 d. midrange computer
X Page—
4 holds data and progrn instructions for procossing data
& Memory d. asndb
b Primary sturage w o bandc
© RAM
& The ment comuman inpat devices are the
& heybourd, s
[s——— rrwrar ki

& appikcation 1. Guidchines for people 10 follow when nsing

e, hardware, and
saftware

b campuier 2 Conslsts of the s

byt tnstructions that iell the computer how
netwink s s work:

. connectivity 3. Datathat hus been processed tirough the computer,
database flies 4 Part of an information systern that allows computers (o conmect and

docvment Hies share information.

to test your recall of terminology pre-
sented in the chapter, and

Open-Ended

questions to help review your understand-
ing of the key concepts presented in
the chapter.

-~Fw o B

Thaeed ik 5. Software that crables the application software 10 imteruct with the
information computer hardware
ptadaa 6. End user software.
malotrame 7. High-capacity computers used by very lang, pal s,
computer 8. Cupable of great processing speeds and data st .
) micrmeomputens 9. The least powerfnl and most widely wsed type of computes
k. opsical disks 10, Contatmer that houses mast of the doctmnic components that maky
L curpot device WP & compuler system. ~
20 DAY emES 1L Translates data and programs Ut hmans can understand oo «
form that the compuiter can pocess,
W peocrures 12, Transdates processed infemation from the computer it a form
& P that bumans can woderstand.
P wecondury 13, Hokds data and program Instructions for processing data

MMotage deca 14, Holds duta sl programs evees after clecirical power (0 the mystern

q supercomputers has been tarmed off.

B otem software 15, Tuphcaly umedd to sttee programs and very barge data files

& mslom unit 16, Use laser technology and have the greutest capocin of all secondary
1. the Intormet storge

17, Crented by word processor to save docitmerits,
18, Typically creused by database matsgertwnt peogs

19, Communications system o

et ing hw
20, The langest network in the world.

OPEN-ENDED

On a separate sheet of paper, respond 0 cach guestion o statement

Explain the Fve parts of an information system. What part do people play in this system?

e

What is connectivity? Tow are the wireless revolution and conocctivity related? How are you a
part of this revolution?

@ Devcribe the differem types of computers. What bs the ot eommon fype? How b It used?

What b (he differvece betweess a maitliame amd o e ?

4. What is the difference beween inprt and ootper? What are the st common nput devices?

. What Is system software? What is the most important type of sysiem softwan? What Is the dif-
forenee between system software and application softwans What are the must comemon bask
applications?

-




