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uctlon 3

Before You Read

1. Can you identify three main parts of computer?
2. Please explain how a computer does three types of work .

First Impression

A computer consists of three main parts: a keyboard, a monitor, and the
computer unit. A computer does three types of work: input, processing,
and output.

Some Parts

The work is done by hardware, and sets of instructions, called software,
or computer programs.
Hardware

1. Keyboard and Mouse

The keyboard and the mouse are the computer’s main input devices. In-
put devices are equipment that translates data and programs that humans
can understand into a form that the computer can process. The most com-

mon input devices for microcomputers are the keyboard and the mouse.

The keyboard on a computer looks like a typewriter keyboard, but it has
additional specialized keys. A standard keyboard for an IBM PC computer
has about 104 keys. The keys include letters, numbers, punctuation
marks and some special characters.

A mouse is a device that typically rolls on the desktop. It directs the in-
sertion point, or cursor, on the display screen. A mouse has one or more
buttons for selecting commands. It is also used to draw pictures. So the
keyboard and the mouse are the computer’ s main input devices.

2. Microprocessor

The microprocessor, sometimes called the CPU (central processing unit) ,

process v. Ab¥

instruction n. f§4

device n. %
data n. ¥

additional adj. BFMAY
standard adj. FRUERY
punctuation n. Fp
n. $H
insertion n. A

n. Y645
display n. B/

desktop

cursor
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is the most important of your computer’ s internal “organs”. It is in this
place that all calculations and processing of data are carried out. It is
considered the brain of the computer. The CPU is contained on a tiny in-
tegrated circuit or “microchip” that carries a large number of small elec-
tronic circuits.

There are three main areas in the CPU:; the control unit; the arithmetic
and logic unit (ALU); and the main storage or “memory” .

The control unit takes instructions in a certain order (rather like a set of
traffic lights at a crossroads) and controls the movement of data inside the

computer.

The arithmetic and logic unit (ALU) performs mathematical functions and
logical decisions, such as deciding whether one number is greater than

another.

The main storage or “memory” allows data to be stored for processing pur-
poses, and holds the results. It also stores programs. It is something like
our own memory. If you are asked to add three numbers without using pen
and paper, you would first have to put the numbers into your head, or
memory, and then add them. So it is the same with computers. In order
to perform any calculations or process, the computer must first have in its
memory the data that is required.

A microchip conm:ining the control unit and the ALU is called a micropro-
cespor.

3. Memory

Memory, also known as primary storage, holds data and program instruc-
tions for processing the data. It is also holds the processed information be-
fore it is output. Memory is sometimes referred to as temporary storage be-
cause it will be lost if the electrical power to the computer is cut off. Data
and instructions are held in memory only as long as the electrical power to
the computer is on. Memory is located in the system unit on tiny memory

chips.

microprocessor n.
Wisb AR

internal  adj. AFBEY
calculation n. 3%
integrated circuit n.
SR A EE B

microchip n. & H
logic adj. ZIHY

primary storage n.
TS
temporary adj. I

locate v. ¥ F
chip n. K
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4. Disk
Disk for computers come in two main types, floppy and hard. floppy adj. K
a. Floppy disk diskette n. K&
Floppy disks (also called simply “diskettes”) hold data or programs in magnetize v. (EREL
the form of magnetized spots on plastic platters. The size which is most plater n. &k
common and widely used is 3.5 inch diskettes. On each side, a disk is circular adj. FF1TH
divided into circular regions called tracks. A 3.5 ~ inch floppy disk has | track n. B{iE
80 tracks per side. Each track on each side of a disk is further divided segment n. &
into segments called sectors. sector n. BX

When you want the computer to read information from a floppy disk or
write information on it, you insert the disk in your floppy disk drive. This
mechanism reads data from the disk. That is, the magnetized spots on the
disk are converted to electronic signals and transmitted to primary storage
inside the computer. The disk drive can also write data. That is, it can
take the electronic information processed by the computer and record it
magnetically onto the disk.

b. Hard disk

A hard disk is usually fixed inside the computer unit and can hold vast
quantities of information —10G, 30G or more (G: giga). The storage
capacity of a hard-disk unit is as many times as that of a floppy disk.

A hard disk contains one or more metallic disks encased within a disk
drive. Like floppy disks, hard disks hold data or programs in the form of
magnetized spots. They also read and write data in much the same way as
floppy disks do.

c. Optical disk

Unlike floppy and hard disks, optical disks hold data and programs by
changing the reflecting surface of the disk. Some types of optical disks
can read and write data and some can be written to only once. The best
known type of optical disk, however, can only be read from. These are
called CD-ROM for compact disk-read only memory.

Floppy and optical disks are inserted into and removed from their disk dr-

mechanism n.
PmEE
convert V. ﬁ:&
transmit v. f&%

vast adj. KEK
giga n. (BI4)101Z
capacity n. &R

metallic adj. &R K
encase V.,

£ BAREN

optical disk n. Jt#&

remove v. gtﬂ
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ives and are stored separately. The hard disk, on the contrast, typically

is not removable.

5. RAM "

Computers contain a certain amount of short-term memory, called random
access memory, or RAM. It holds the program and data that CPU is pres-
ently processing. It is temporary storage because as soon as you turn off
the computer or restart it by pressing Ctrl-Alt-Del, the contents of RAM

disappear.

RAM storage is often expressed in megabytes. Compatible computers these
days have 256 megabyte (256MB) of RAM.

6. Monitor and Printer

Monitor and printer are the computer’ s output devices, which translate
the processed information from the CPU into a form that humans can un-
derstand .

The monitor is the computer’ s main output device. It resembles a televi-
sion screen. The quality of monitors has been improved a lot. Many moni-

tors now offer clear images and vivid colors.

The printer is another output device that produces printed paper output.
Some printer can also print in color.

7. Motherboard

Motherboard is the main circuit board which contains the primary compo-
nents of a computer system. This board contains the processor, main
memory, support circuitry, and bus controller and connector.

Software

Software is another name for programs. Programs are the instructions that
tell the computer how to process data into the form you want. In most
cases, the words “software” and “programs” are interchangeable.

There are two kinds of software, applications software and systems
software. Applications software may be custom written or come in the pac-

random access memory n.

FEYLAF A

megabyte n. JEFH

resemble v. Z&{El

motherboard n. EiR
component n. W
support circuitry ST RFHLBE
bus controller 548 % 8%
connector n. EEHEM

application n. BA
system n. R4t
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kaged foom. It does “End-User” work, while the systems software does
“Background” work. In another word, you can think of applications soft-
ware as the kind you use and the systems software as the kind the comput-

€r use.

1. Appilications software
Application software, which may be packaged or custom-made, performs
useful work on general-purpose tasks such as word processing and cost es-

(1) Packaged software are programs prewritten by professional program-
mers that are typically offered for sale on a diskette.

(2) Custom-made software are programs written for special company com-
puters to perform whatever tasks the organization wants.

2. Systems software

Systems software, which enables the applications software to interact with
the computer, includes programs that help the computer manage its own
intemal resources.

The most important systems sofiware program is the operating system,
which interacts between the applications software and the computer. The
operating system handles such details as running programs, storing data
and programs and processing data. Some of the most popular microcom-
puter operating systems are DOS, Windows, Unix and so on.

custom adj. BE XK
packaged adj. H3H
end-user n. BRARHP
background n. 5 &

cost estimating

BATHE

interact v. X H
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Lesson One

Before You Read

1. How to start word for windows?
2. What is the function of each bar or button?

Starting Word for Windows

To start Word, follow these steps:

1. Open the start menu by clicking the Start button.
2. On the Start menu, click Programs.

3. On the next menu, click Microsoft Word.

Understanding the Word Screen

Formatting toolbar Restore/Maximize button

Title bar Menu bar Standard toolbar

Close button

Minimize button

Insertion point

Work area

i e ewetie W o Seatuslbar

Horizontal scroll bar  Taskbar

Vertical scroll bar

Title Bar
The document name and Microsoft Word appear in the title bar. Docu-

click v. B
menu n. 8

title bar n. FREARE
formatting toolbar n.
AT AR

standard toolbar n.
HRATAR

restore v. K&

v. KA
minimize v. B/Mk
status bar n. ARFAR
horizontal scroll bar n.
KFESh%&

task bar n. {E&H#
vertical scroll bar n.

EHRFFK

maximize
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ment 1 is a temporary name Word uses until you assign a new one.
Menu bar

The nine menus i)mvide access to all Word options. Click a menu to dis-
play a list of related commands, and then click the command you want.

Standard and formatting toolbars

These and other toolbars contain buttons that provide quick access to a va-
riety of Word commands and features. If you are not sure what a specific
button does, move the mouse pointer over it to display its name.

Click this button to close Word.
Restore/Maximize button

Click this button to enlarge Word to full-screen or shrink Word to a par-

tial-screen window.
Minimize button

Click this button to temporarily hide Word. Then, click the Microsoft
Word button on the taskbar at the bottom of your screen to re-display
Word.

Vertical/Horizontal scroll bars
You click on the scroll bars to move around in your document.
Work area (Document)

Your document displays here for text entry and editing. (You enter text
and graphics here. )

insertion point

The blinking insertion point (also called a cursor) shows you where the
next character you type appear.

Mouse pointer

In the document, the mouse pointer appears as an I-beam. The pointer
changes shape depending on where you point in the window.

Document view buttons

Click to see your document :in different ways. Normal view is the best for

assign v. HE

related adj. FHXEMR

full-screen n. 25
shrink v. #5/p

text n. XA
graphics * n. EE

blink v. A%




