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Computer: Definition, Application
A computer is a device or set of device, which work under the control of a stored problem (which can be changed), automatically accepting and processing data to produce information.
So a computer is:

Automatic – it carries out instructions with minimum human intervention.

Reprogrammable – It stores instructions (the program). These can be changed and another task performed. 
A data processor – It carries out operations on data (number of words) made up of a combination of digits or produce information.

A computer is an automatic problem solving machine, which main purpose to input data, to process data and to give specified output of processing data.

A computer is a machine that manipulates data according to a set of instructions.
Overview of a Computer System

Hardware + Software + Data = Solution
Computer Elements
A computer is a combination of five elements –

1. Hardware

2. Software

3. People

4. Procedures
5. Data/Information

Application of Computer

In the business world it is common to use computers in various levels. Management personnel use it in decision making. Office workers in all departments are using computer to automate task like – prepare documents, store/retrieve specific information, generate reports, engineering design and exchange information with other computers. Manufacture and production department personnel performs task varying from preparing work-schedule, pay-slips, to automate assembly of product, society is using computers widely for better achievement in many areas and thus it’s application of it is quite limitless.
Computer is used:
· Personal Productivity

· Information Management

· Office Management

· Communication

· Presentation

· Education
· Medical Science
· Lunching Mess ail
· Lunching  Space Ship
· Mills and Factories
· Mobile Technology
· Vehicles (Car, Ship, Airplane, etc.)
· Making Movie, TV Add, etc. 
· Publishing and Designing (Newspaper, Book Cover page, etc.)
· Engineering (Electrical, Mechanical, Civil) 
· Robot Technology 

Do Computers make mistakes?

Computer mistakes generally fall into one of four categories.
1. Hardware Errors, which are genuine mistakes, Exp.: Electrical current can wipe primary memory.

2. Input Errors or mistakes in entering data.

3. Software Errors or mistakes in programming the computer.

4. Output Errors or mistakes in interpreting outputs. 
(2, 3, and 4 are human errors.) 
Why Computer is essential?

Cheap – Cost effective. Cost – performance ratios are improving all the time, i.e. computer continue to fall in price (at least in real terms) at the same time as their capabilities improve.
Reliable – The Computer itself has no make mistakes. (Humans do!)

Quick – Information can be speedily produced which is up to date and therefore useful.
Process – Capable of processing large volumes of data.

Operations – Useful for routine operations, e.g. payroll.

Tasks – Useful for an enormous range of tasks, given the appropriate programs and hardware.
Advantages of Computer

· Iterative operation

· Speed Accuracy

· Reliability
· Cost

· Storage Capacity

Disadvantages of Computer

Dependency – What happens if the system fails? There is a need for adequate back-up facilities (stand-by equipment, etc.) and contingency plans have to be made to cope with any problems.
Security and Control – Another problem is that of ensuring proper control over the use of the computer.

· An organization must protect itself against

· The malicious abuse of equipment;

· Fraud;

· Errors and accidental mistakes.

· Security and control procedures must be built into computer systems to ensure accuracy and reliability.

Fear and Resentment – People, rightly or wrongly, are worried about computers and their impact on jobs and work practices. Careful planning, consultation and retraining/redeployment will help to promote the need for, and introduction of, new computer system.

Classification of Computer: Depending on Processing Data
Types of Computer:

Physically Computer is three types:

1. Analog Computer

2. Digital Computer

3. Hybrid Computer

Analog Computer:

An Analog Computer manipulating data represented by continuous changes of current reading to measure of a control system and is usually used for process control.

Digital Computer:


A Digital Computer manipulates data by counting binary digits. That type of device can perform arithmetic and logical operations.
Hybrid Computer:


A Hybrid Computer is the device which has the features of both analog and digital system.
Classification of Computer: Depending on Capacity, Capability and Size
1. Super Computer 




Size – Large



User – 1000+



Memory – Unlimited

2. Mainframe Computer 



Size – Medium


User – 100-500


Memory – Almost Unlimited

3. Mini Computer 



Size – Large



User – 80+



Memory – Almost Unlimited

4. Micro or Personal Computer (Desktop, Laptop, Note Book, Palmtop)


Size – Small



User – Single



Memory – Limited

Super Computer:


A supercomputer can handle gigantic amounts of scientific computation. It’s maintained in a special room or supercomputer, a state-of-the-art, extremely powerful computer capable of manipulating massive amounts of data in a relatively short time. Supercomputers are very expensive and are employed for specialized scientific and engineering applications that must handle very large databases or do a great amount of computation, among them meteorology, animated graphics, fluid dynamic calculations, nuclear energy research and weapon simulation, and petroleum exploration. There are two approaches to the design of supercomputers. One, called massively parallel processing (MPP), is to chain together thousands of commercially available microprocessors utilizing parallel processing techniques. A variant of this, called a Beowulf cluster, or cluster computing, employs large numbers of personal [image: image7.png]My Compter shorteutto
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computers interconnected by a local area network and running programs written for parallel processing. The other approach, called vector processing, is to develop specialized hardware to solve complex calculations. This technique was employed in the Earth Simulator, a Japanese supercomputer introduced in 2002 that utilizes 640 nodes composed of 5104 specialized processors to execute 35.6 trillion mathematical operations per second; it is used to analyze earthquake and weather patterns and climate change, including global warming. Currently the fastest supercomputer is the Blue Gene/L, completed at Lawrence Livermore National Laboratory in 2005 and upgraded in 2007; it utilizes 212,992 processors to execute potentially as many 596 trillion mathematical operations per second. The computer is used to do nuclear weapons safety and reliability analyses. A prototype of Blue Gene/L demonstrated in 2003 was air-cooled, as opposed to many high-performance machines that use water and refrigeration, and used no more power than the average home. In 2003 scientists at Virginia Tech assembled a relatively low-cost supercomputer using 1,100 dual-processor Apple Macintoshes; it was ranked at the time as the third fastest machine in the world. [wikipedia]
Mainframe Computer:
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Mainframes (often colloquially referred to as Big Iron[1]) are computers used mainly by large organizations for critical applications, typically bulk data processing such as census, industry and consumer statistics, enterprise resource planning, and financial transaction processing.

The term probably had originated from the early mainframes, as they were housed in enormous, room-sized metal boxes or frames.[2] Later the term was used to distinguish high-end commercial machines from less powerful units.

Today in practice, the term usually refers[citation needed] to computers compatible with the IBM System/360 line, first introduced in 1965. (IBM System z10 is the latest incarnation.) Otherwise, large systems that are not based on the System/360 but are used for similar tasks are usually referred to as servers or even supercomputers. However, "server", "supercomputer" and "mainframe" are not synonymous (see client-server).

Some non-System/360-compatible systems derived from or compatible with older (pre-Web) server technology may also be considered mainframes. These include the Burroughs large systems, the UNIVAC 1100/2200 series systems, and the pre-System/360 IBM 700/7000 series. Most large-scale computer system architectures were firmly established in the 1960s and most large computers were based on architecture established during that era up until the advent of Web servers in the 1990s. (Interestingly, the first Web server running anywhere outside Switzerland ran on an IBM mainframe at Stanford University as early as 1990. See History of the World Wide Web for details.)

There were several minicomputer operating systems and architectures that arose in the 1970s and 1980s, but minicomputers are generally not considered mainframes. (UNIX arose as a minicomputer operating system; UNIX has scaled up over the years to acquire some mainframe characteristics.)

Many defining characteristics of "mainframe" were established in the 1960s, but those characteristics continue to expand and evolve to the present day. [webopedia]
Minicomputer:
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A minicomputer (colloquially, mini) is a class of multi-user computers that lies in the middle range of the computing spectrum, in between the largest multi-user systems (mainframe computers) and the smallest single-user systems (microcomputers or personal computers). The class at one time formed a distinct group with its own hardware and operating systems, but the contemporary term for this class of system is midrange computer, such as the higher-end SPARC, POWER and Itanium -based systems from Sun Microsystems, IBM and Hewlett-Packard.

Microcomputer:
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The microcomputer is the type of computer that you will most likely be dealing with as a user. You may already be familiar with the microcomputer, also known as a Personal Computer (PC). Fully functional microcomputers cost between $1,000 and about $20,000. They vary in size from small portables, such as palmtop (handheld) computers, notebook computer, and laptop computers that you can easily carry around, to powerful desktop workstations, such as those used by engineers and scientists.

A microcomputer is generally used by only one person at a time but can often support more; it uses a chip as its CPU. This chip is referred to as the microprocessor. 

Desktop Computer:
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A desktop computer is a personal computer (PC) in a form intended for regular use at a single location, as opposed to a mobile laptop or portable computer. Prior to the wide spread of microprocessors, a computer that could fit on a desk was considered remarkably small. Desktop computers come in a variety of types ranging from large vertical tower cases to small form factor models that can be tucked behind an LCD monitor. "Desktop" can also indicate a horizontally-oriented computer case usually intended to have the display screen placed on top to save space on the desk top. Most modern desktop computers have separate screens and keyboards. Tower cases are desktop cases in the former sense, though not in the latter. Cases intended for home theater PC systems are usually considered to be desktop cases in both senses, regardless of orientation and placement. [wikipedia]

A computer designed to fit comfortably on top of a desk, typically with the monitor sitting on top of the computer. Desktop model computers are broad and low, whereas tower model computers are narrow and tall. Because of their shape, desktop model computers are generally limited to three internal mass storage devices. Desktop models designed to be very small are sometimes referred to as slimline models.[webopedia]

Laptop Computer:
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A laptop is a personal computer designed for mobile use and small and light enough to sit on one's lap while in use.[1] A laptop integrates most of the typical components of a desktop computer, including a display, a keyboard, a pointing device (a touchpad, also known as a trackpad, and/or a pointing stick), speakers, and often including a battery, into a single small and light unit. The rechargeable battery (if present) is charged from an AC adapter and typically stores enough energy to run the laptop for two to three hours in its initial state, depending on the configuration and power management of the computer.
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Laptops are usually shaped like a large notebook with thicknesses between 0.7–1.5 inches (18–38 mm) and dimensions ranging from 10x8 inches (27x22cm, 13" display) to 15x11 inches (39x28cm, 17" display) and up. Modern laptops weigh 3 to 12 pounds (1.4 to 5.4 kg); older laptops were usually heavier. Most laptops are designed in the flip form factor to protect the screen and the keyboard when closed. Modern tablet laptops have a complex joint between the keyboard housing and the display, permitting the display panel to swivel and then lie flat on the keyboard housing. They usually have a touchscreen display and some include handwriting recognition or graphics drawing capability.

Laptops were originally considered to be "a small niche market" and were thought suitable mostly for "specialized field applications" such as "the military, the Internal Revenue Service, accountants and sales representatives". But today, there are already more laptops than desktops in businesses, and laptops are becoming obligatory for student use and more popular for general use. In 2008 more laptops than desktops were sold in the US and it has been predicted[who?] that the same milestone will be reached in the worldwide market as soon as late 2009. [wikipedia]

Notebook Computer:
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Netbooks are laptops that are light-weight, economical, energy-efficient and especially suited for wireless communication and Internet access. Hence the name netbook (as "the device excels in web-based computing performance") rather than notebook which pertains to size. 
Especially suited for web browsing and e-mailing, netbooks "rely heavily on the Internet for remote access to web-based applications" and are targeted increasingly at cloud computing users who rely on servers and require a less powerful client computer. While the devices range in size from below 5 inches to over 12, most are between 7 and 11 inches and weigh between 2 and 3 pounds. 
Netbooks normally use light-weight operating systems including Linux and Windows XP rather than more resource-intensive operating systems like Windows Vista, as they have less processing power than traditional laptops. [wikipedia]

An extremely lightweight personal computer. Notebook computers typically weigh less than 6 pounds and are small enough to fit easily in a briefcase. Aside from size and portability, the principal difference between a notebook computer and a personal computer is the display screen. Notebook computers use a variety of techniques, known as flat-panel technologies, to produce a lightweight and non-bulky display screen. 

The quality of notebook display screens varies considerably. Many notebook display screens are limited to VGA resolution. Active-matrix screens produce very sharp images, but they do not refresh as rapidly as full-size monitors. 

In terms of computing power, modern notebook computers are nearly equivalent to personal computers. They have the same CPUs, memory capacity, and disk drives. However, all this power in a small package is expensive. 

Notebook computers come with battery packs that enable you to run them without plugging them in. However, the batteries need to be recharged every few hours. [webopedia]

Palmtop Computer:
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A small computer that literally fits in your palm. Compared to full-size computers, palmtops are severely limited, but they are practical for certain functions such as phone books and calendars. Palmtops that use a pen rather than a keyboard for input are often called hand-held computers or PDAs. 
Because of their small size, most palmtop computers do not include disk drives. However, many contain PCMCIA slots in which you can insert disk drives, modems, memory, and other devices. 

Palmtops are also called PDAs, hand-held computers and pocket computers. [webopedia]

Basic Units of Computer: 

There are three basic units of computer –

1. Input Unit

2. System Unit

3. Output Unit

	Input Unit
	System Unit or Processing Unit
	Output Unit

	Keyboard
	Processor – CPU (Central Processing Unit)
Two typical components of a CPU are the following: 

· The arithmetic logic unit (ALU), which performs arithmetic and logical operations. 

· The control unit (CU), which extracts instructions from memory and decodes and executes them, calling on the ALU when necessary.
	Monitor

	Mouse
	Motherboard / Main board
	Printer

	Joystick
	RAM – Random Access Memory
	Headphone

	Microphone
	HDD – Hard Disk Drive (Internal/External)
	Sound box

	Scanner
	Power Supply Unit
	Plotter

	Light Pen
	Sound Card

	Web / Digital Camera
	AGP / VGA Card

	Disk Drive (Floppy, CD, DVD)
	LAN Card

	Removable Drive (Pen Drive, MP3, MP4, etc.) 
	Modem (Modulator and Demodulator)

	
	TV Card (Internal / External)

	
	Capture Card


Input Unit or Input Device:


Input unit or device used to collect data and input it into computer system in computer-usable form. The keyboard and mouse are the most common input devices.
System Unit or Input Device:
System unit, also known as a base unit, is the main body of a desktop computer, typically consisting of a plastic enclosure containing the motherboard, power supply, cooling fans, internal disk drives, and the memory modules and expansion cards that are plugged into the motherboard, such as video and network cards. [wikipedia]

Output Unit or Output Device:


Output unit or device provides a means for the user to view information produced by the computer system. Output is either in hardcopy form, such printouts from a printer, or softcopy form, such as display on a monitor, a TV-like screen that can be color or monochrome.
Memory:
Memory is internal storage areas in the computer. The term memory identifies data storage that comes in the form of chips, and the word storage is used for memory that exists on tapes or disks. Moreover, the term memory is usually used as shorthand for physical memory, which refers to the actual chips capable of holding data. Some computers also use virtual memory, which expands physical memory onto a hard disk. 

Every computer comes with a certain amount of physical memory, usually referred to as main memory or RAM. You can think of main memory as an array of boxes, each of which can hold a single byte of information. A computer that has 1 megabyte of memory, therefore, can hold about 1 million bytes (or characters) of information. 

Classification of Memory:

There are two types of memory is used in computer –

· Main Memory / Primary Memory / Internal Memory
· Auxiliary Memory / Secondary Memory / External Memory
Main Memory:

Which memory is directly related with CPU is called Main memory. Presently, ROM and RAM are used as main memory in micro computer.

Types of Main Memory – 
· Magnetic Core Memory
· Thin Film Memory
· Semiconductor Memory (RAM – DRAM and SRAM, ROM, PROM, EPROM, EEPROM)
· Magnetic Bubble Memory
· Charge Coupled Memory
ROM (read-only memory): Computers almost always contain a small amount of read-only memory that holds instructions for starting up the computer. 
RAM (random-access memory) / Firmware: This is the same as main memory. When used by itself, the term RAM refers to read and write memory; that is, you can both write data into RAM and read data from RAM. This is in contrast to ROM, which permits you only to read data. Most RAM is volatile, which means that it requires a steady flow of electricity to maintain its contents. As soon as the power is turned off, whatever data was in RAM is lost. 
PROM (programmable read-only memory): A PROM is a memory chip on which you can store a program. But once the PROM has been used, you cannot wipe it clean and use it to store something else. Like ROMs, PROMs are non-volatile. 
EPROM (erasable programmable read-only memory): An EPROM is a special type of PROM that can be erased by exposing it to ultraviolet light. 
EEPROM (electrically erasable programmable read-only memory): An EEPROM is a special type of PROM that can be erased by exposing it to an electrical charge. 

External Memory:

External memory or Secondary memory is permanent storage, which is nonvolatile. The capacity of storage device is measured in bytes, kilobytes, megabytes, gigabytes and terabytes etc.
Because RAM exists through electricity, when you turn off the power to your computer, data in RAM disappears. Therefore, before you turn off the microcomputer off, you must save your work onto a storage device that stories data magnetically (permanently) – such as a diskette or a hard disk – rather than electrically. When store on a secondary storage device, your data will remain intact even when the computer is turned off.
In addition to data, computer software must be stored in a computer usable form. A copy of software instructions must be retrieved from a permanent storage device and place into RAM before processing can begin.
Types of Secondary Memory – 
· Magnetic Disk (HDD, FDD)
· Optical Disk
· Magnetic Tape Drive
Disk: Disk is a storage data device. A disk is used to store data.
Memory Unit

0, 1 
= 
BIT or Binary Digit

8 BIT
=
1 Byte

1024 Byte 
=
1 Kilobyte (KB)
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1024 KB 
=
1 Megabyte (MB)

1024 KB =1 Megabyte (MB)
1024 MB
= 
1 Gigabyte (GB)

1024 GB
=
1 Terabyte (TB)

1024 TB
=
1 Petabyte (PB)


210 Byte 
=
1 Kilobyte (KB)

210 KB 
=
1 Megabyte (MB)

1024 KB =1 Megabyte (MB)

210 MB
= 
1 Gigabyte (GB)

210 GB
=
1 Terabyte (TB)

210 TB
=
1 Petabyte (PB)

Capacity of various storage devices:
HDD
FDD
Pen Drive
CD
DVD
RAM
40 GB
1.44 MB
128 MB
700 MB
4.7 GB
128 MB

60 GB

256 MB

Continue…
256 MB
80 GB

512 MB


512 MB
120 GB

2 GB


1 GB
160 GB

4 GB


2 GB
200 GB

8 GB


Continue…
1 TB

60 GB
2 TB

Continue…
Continue…
Hardware, Software and Firmware
Hardware: Hardware refers to the physical equipment of a computer system, such as – Input Device (Keyboard, Mouse etc.), System Device (Processor, Motherboard, RAM, Power Unit etc.), Output Device (Monitor, Printer etc.)

Software: Software refers to computer programs (a set of instructions) that contribute to the operations of a computer (hardware). As hardware is not self-sufficient, software has to provide the techniques and procedures to complete any task. Different types of software are available to solve various problems.
Firmware: Programs that are built in the factory; these are special instructions for computer operations, such as those that start the computer or put characters on the screen and it is cannot be written on or erased by the computer user.
Difference between Hardware and Software:


The physical components of a computer are called hardware. Physical components may be electronic, electrical, magnetic, mechanical or optical. Examples of hardware are microprocessors and other ICs, hard disks, floppy disks optical disks, cathode ray tube(CRT), keyboard, printer, plotter, etc.


A sequence of instructions given to a computer to perform a particular task is called a program. A set of programs written for a computer is called software. The software required to execute user’s program is known as system software. The term software includes both system software and user’s programs. The system software includes operating system, assembler, compiler, interpreter, debugging programs, text editors, etc. The operating system is a collecting of programs which controls the overall operation of a computer. 
                          [image: image1.jpg]
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Classification of Software
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Starting Session of Microsoft Windows:
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For additional help on any Conrol Panel item, search for it in Help and Support.

B MWorking with System Date and Time:

© Open Control Panel

© Double Click on Date and Time
© Change Options as you choice
@ Click Ok

or

© Double Click on Date and Time from Notification Bar—___138
© Change Options as you choice |
B @ Click Ok

Working with Display Properties

To Change Desktop Wallpaper

Open Control Panel or Right Click on Desktop
Double Click on Display or Properties

Click Desktop

“«o

s0< >
s s [adoshpes N NOOAG @A S L-A-S=2@dF
Fage 17 Sec 5 17/17  At22'  Iné  Col3 FeC TR B O Engish(Us  GX

B e a
‘ <





[image: image26.png]My Documents MobiData EDGE

®

My Computer _Nero
Startsmart

L

My Network _ Motepad

Qe
i

t

Guard

Lment

= Settings

8

i @ v onssaoon

o .

§

2

£

=

istart [ QLServerenterpri.. | B2 MorosoftMansgeme... | () Suggeston o Databa... | (2 Defntion of Computz rifp SHeAn

e s @)E] sundsy

10/25/2009

i MobiData EDGE Moder | 73 ystems managemen,



[image: image27.png]Flo Edt View Favortes Took

Qo - © - (B Do i ros |-

Help

Address |3 GriNatok

Video Tasks

B eyl

) Copy altemsto D

File and Folder Tasks

2 ke a e Folder

@ Publsh ths Flder tothe
e

7 shr tis okdr

Other Places

< song (&)
My Computer
&y etk Places

Details
Natok
File Folder

Date Modfied: Sunday, August
09, 2009, 1142 PM

DE

Maradona, PG

Folder Options

General| Vien | Fi Types | Ofine Fies

Foldr views
“You can apply the view [such as Details or Tiles] that
9ot re sing for s flder o a flders.

I

‘Apply o Al Folders Feset AllFolders

Advanced seflings:

5 Files and Folders
‘Automalicaly saich or network folders and piters
Display e ice infomaion nfoder tps
Display simple foder view in Evplrer's Folders st
[ Display the contents of system folders
Displaythe ful ph i the ackess bar
[ Display the full path in the tile bar
[ Do ot cache thumbnails
5 Hidden fes and olders
© Do ot show hidden fles and folders
@ Show hidden fles and folders
[ Hide extensions for known file types v

Restare Defauls

T2 Defntion o Conputs

PR (€3 s




[image: image28.png][

My Documents  Cyberlink
PowerDVD

)

My Computer HobiData EDGE.

e
g B

7

” n

Internet  Shartcutt
Explorer  xampp-cankr

)

Norton
Antiirus

New Bricase

Unused
Deskia,

ward
Pracessor

start @ MotionPlanet 5H (H)

73 htffimages techire.

Mouse Properties

Hardw

cheme

)
(

Custo

H
king In B

Busy

T [Defintion f Compute... i HobiData EDGE Modem 300AM
e @] seturday
28 bt stac .. | 73 i popaaca 5 s




[image: image29.png][

My Documents  Cyberlink
PowerDVD

n Power Options Properties

)

My Computer HobiData EDGE.

e B

New Bricase

Unused
Deskia,

ward
Pracessor

'start [ @ osfiwion of conpute... | 2 Documentz - ierosc... | 4 Documents - irosc

B ControlPanel

[T
N [[] tisam

e @5 sy
[ 1o




[image: image30.jpg]


[image: image31.png]et Program Access and Defauls Nero

Windows Catalog Adobe After Effects 6.5

Windows Update Mirosoft Visual Studio NET 2003

New Office Document HIML Help Workshop

‘Open offics Document Micrasoft NET Framework SDK v1.1

Herasoft Ulead Photo Explorer 5.0

Folder Guard Mirosoft 5QL Server 7.0

Accessibilty

y Rafi

Gomes » Commurications »

MobiData EDGE Moder » Entertainment »

[ . MySQFrank »|| @ sysmToss ,
PHPTiad » | acress Book
E-mail
Mierasoft ffice Outl] @ Stertup e
Internet Explorer [ Command Prompt

anpp

s B Notepad
ook Express Y et

[39] mrosotctc v
Remote Assstance @) Pogram Compatiity Ward
Windows Hedia lyer & syhvonize

[ persr—

Windows essenger Tour Windows 4P

indows Media Playe

b

®
Windows Movi Haker £ Windows Exlrer
3

Macromedia » wordpad

EasyRecovery Professonal ,
Microsoft Office ,
Cbertink PonerDVD ,
Folder Guard ,
Adobe ImageReady C5

Acobe Photoshop C5

Stok Software Phag-n ,
adobe ustator C35

Ulead DYD MavieFactory § ,
Ulead Phatalmpact 10 TEYE ,

Ulead Systems. »





[image: image32.png]L
e

My Documents  CyberLink
PowerDVD

&
2l

My Computer _MobiData
EDGE Modem

ol
(3)

My Network Ko
Startsmart

\

@i
=

RecydeBn  Notepad

o
B

Internet  Shortautto
Explorer  xampp-cont.

)

Norton
Antiirus

New Erefcase

Unused
Deskia,

ward
Pracessor

5 start T Definition of Compute.

"2 Printers and Faxes

Add Printer Wizard

Install Printer Software

Clich

I5F Thisdiveris dghaly sig

@ i and st .

.

£ 3
(3 l) )

EE]
Friday
11/20/2009



[image: image33.png]Document - WordPad

Fle Edt Vew Insert Format Help

Dl SR 4 2B B

el v [0 ] [westem v/ Bsu

_E T T T 2 T 3 T )

Date and Time

Avalable formals:

5/24/2008
5/24/08
/2408
05/24/2008
08/05/24
20080524
24May08

May 24, 2008
Saturday, 24 May, 2008

For Help, press F1 WM




[image: image34.png]WM





Desktop:

The on-screen work area on which windows, icons, menus, and dialog boxes appear.
Active Desktop:


Active Desktop makes it possible for you to customize your desktop, launch programs, switch between files, and keep up with the latest world news by integrating the Web and your desktop. With Active Desktop, you can turn Web aliments into desktop elements and update them at any time.
Icons:


Icons represent the parts of the computer you work with – printers, fonts, documents files, folders disk drivers, and programs and so on. Software designers try to make the icons look like what they represent.
Wallpaper:


Wallpaper is a picture or an image that you can display on your desktop. You can use .bmp, .jpeg, .gif, etc. image for your desktop Wallpaper. 
Start Button/Menu:

Clicking Start displays a menu that lets you easily access the most useful items on your computer, such as – My Computer, My Documents, Control Panel, Programs, Search, Internet, Switch Off Computer, etc.
NetMeeting:


NetMeeting you can hold digital conversations with family, friends, and business associates around the world without spending a fortune. NetMeeting also makes it possible for you to work with a group of people from within any Windows – based program by drawing on a shared white board, sending text messages, and transferring files. With the correct hardware installed on your computer, you can also have live, face-to-face meetings. Note: Use Internet to find out more about NetMeeting.

To Start a Program (Calculator):

· Click Start Menu
· Point to All Programs or Programs

· Point to Accessories

· Click Calculator
· Then Work with Calculator
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When you first Log On to Windows, you will not look at any icons on Desktop without Recycle Bin icon. You have to set the necessary icons, such as – My Computer, My Documents, Internet Explorer, etc. To set My Computer, My Documents icons on Desktop follow below process – 
[image: image3.png]Recycle B
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To Insert My Computer, My Documents, My Network Place and Internet Explorer Icon:
Process 1:
· Right Click on Desktop

· Click Properties

· Click Desktop Tab

· Click Customize Desktop…
· [image: image39.png]DZDDDD
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Check ON of My Computer, My Document, My Network Place and Internet Explorer 

· Click Ok

· Click Ok

Process 2:

· Right Click on Task Bar
· Click Properties

· Click Start Menu Tab

· Select Classic Start Menu
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Click Ok

Enjoy with Desktop (if Icons available):

Process 1:

· Right Click on Desktop

· Click Refresh


[The computer will be refreshed.]

Process 2:

· Right Click on Desktop
· Point to Arrange Icons By

· Click Type


[The Desktop Icons will be arranged by their type.]

Process 3:

· Right Click on Desktop

· Point to Arrange Icons By


· Click Size

[The Desktop Icons will be arranged by their size.]

Process 4:

· Right Click on Desktop

· Point to Arrange Icons By


· Click Modified


[The Desktop Icons will be arranged by their modified date.]

Process 5:

· Right Click on Desktop

· Point to Arrange Icons By


· Click Name

[The Desktop Icons will be arranged by their name.]

Process 6:

· Right Click on Desktop

· Point to Arrange Icons By


· Click Auto Arrange

[The Desktop Icons will be arranged automatically if check mark is off. Check mark off and align to grid off you can arrange icons as your own choice.]

Process 7:

· Right Click on Desktop

· Point to Arrange Icons By


· Click Align to Grid

[With check mark ON you can arrange icons as grid point and OFF as your own choice.]

Process 8:

· Right Click on Desktop

· Point to Arrange Icons By


· Click Show Desktop Icons


[If check mark is ON the desktop icons will be hidden. To show icons you have to ON check mark and to do it, apply same process.]

Process 9:

· Right Click on Desktop

· Point to Arrange Icons By


· Click Lock Web Items on Desktop

[The web (Internet) items (icons) will be locked if check mark is ON. And to unlock web items you have to OFF ‘Lock Web Items on Desktop’.]
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Process 10:

· Right Click on Desktop

· Point to Arrange Icons By


· Click Run Desktop Cleanup Wizard
· Click Next

· Select which Icons you want to Clean

· Click Next

· Click Finish


[With Desktop Cleanup Wizard you can clean icons that you want.]
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To Create a Folder on Desktop:
· Right Click on Desktop

· Point to New

· Click Folder

· Type a Name

· Press Enter

To Create Shortcut:

· Right Click on Desktop

· Point to New

· Click Shortcut

· Click Browse…
· Select which Item you want as Shortcut

· Click Ok

To Create Briefcase:
· Right Click on Desktop

· Point to New
· Click Briefcase

· Right Click on Briefcase

· Click Rename
· Type a Name

· Press Enter

To Create Compressed (zipped) Folder:

· Right Click on Desktop
· Point to New

· Click Compressed (zipped) Folder

· Type a Name without remove extension (.zip) if it is available  
· Press Enter

Folder: You can think Folder is a bag, where you can store your files.

Briefcase: Briefcase is also a Folder, but this is Synchronize. If you point to mouse pointer on a folder you can look at the size of folder and items name, but if you point to mouse pointer on a briefcase you can’t look at the briefcase size and its items name.
Compressed (zipped) Folder: Compressed (zipped) Folder will compress your files size.

To Shut Down or Turn Off Computer: 
Process 1:
· Close All Programs
· Click Start Menu

· Click Turn Off Computer or Shut Down

· Click Turn Off
Process 2:

· Close All Programs
· Press Alt + F4
· Press Right Arrow (if Stand By is active)

· Press Enter



Process 3:
· Close All Programs
· Press Windows Key (
· Press U (double)

Process 4:

· Close All Programs
· Press ‘Power Switch’ from System

Process 5:
· Close All Programs
· Press ‘Power Key’ from Keyboard
My Computer:


My Computer shows you the contents of your floppy disk, hard disk, CD-ROM drive, and network drives. You can also search for and open files and folders, and gain access to options in Control Panel to modify your computer's settings.

To Open My Computer: 
Process 1:

· Right Click on My Computer

· Click Open or Explore

Process 2:

· Double Click on My Computer



Process 3:

· Windows key ( + E

Process 4:

· Click Start Menu

· Click My Computer

Process 5:

· Click My Computer

· Press Enter

Introduction - Layout Window of My Computer:
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Windows Explorer:
You might need to be logged on as an administrator or a member of the Administrators group in order to perform some tasks.
Windows Explorer displays the hierarchical structure of files, folders, and drives (driver: An area of storage that is formatted with a file system and has a drive letter. The storage can be a floppy disk, a CD, a hard disk, or another type of disk. You can view the contents of a drive by clicking its icon in Windows Explorer or My Computer.) on your computer. It also shows any network drives that have been mapped to drive letters on your computer. Using Windows Explorer, you can copy, move, rename, and search for files and folders. For example, you can open a folder that contains a file you want to copy or move, and then drag (drag: To move an item on the screen by selecting the item and then pressing and holding down the mouse button while moving the mouse. For example, you can move a window to another location on the screen by dragging its title bar) the file to another folder or drive. 
There are other places in Windows where you can view and work with files and folders. My Documents is a convenient place to store documents, graphics, or other files you want to access quickly. You can also view My Network Places, which lists other computers that are connected to your local area network (LAN) (local area network (LAN): A communication network connecting a group of computers, printers, and other devices located within a relatively limited area(for example, a building). A LAN allows any connected device to interact with any other on the network). When you delete files or folders from your hard disk, Windows places them in the Recycle Bin, where you can retrieve them, until you empty the Recycle Bin. Files or folders deleted from a floppy disk or a network drive are permanently deleted and are not sent to the Recycle Bin. 

My Documents:
My Documents is your personal folder. It contains two specialized personal folders, My Pictures and My Music. You can make your personal folders available to each person with a user account on this computer, or you can make them private so that only you can access the files within them.

Windows creates personal folders for every user on the computer. When there is more than one person using the computer, each personal folder is identified by the user's name. For example, if John and Jane use the same computer, there will be two sets of personal folders: John's Documents, Music, and Pictures, and Jane's Documents, Music, and Pictures. When John is logged on to the computer, his personal folders appear as My Documents, My Pictures, and My Music, and Jane's appear as Jane's Documents, Jane's Pictures, and Jane's Music. 

Windows also provides a Shared Documents folder for files you want to share with other users. Like My Documents, the Shared Documents folder contains a Shared Pictures and Shared Music folder. These folders are for pictures and music you want to share with other people who use your computer.

You can use Windows Explorer to access your personal folders or the Shared Documents, Music, and Pictures folders. To open Windows Explorer, click Start, point to All Programs, point to Accessories, and then click Windows Explorer.
***** Enjoy with WordPad *****

To Start WordPad:

· Click Start Menu

· Point to Programs

· Point to Accessories

· Click WordPad
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To write in WordPad:

· After Open WordPad

· Type Something (as – A quick brown fox jumps over the lazy dog.)

To Save a Document:

· Type Something

· Click File Menu

· Click Save

· Select your Location from ‘Save in: Box’

· Type a Name into ‘File name: Box’

· Click Save Button
· Shortcut for Save – Ctrl + S

To Open a New Document:

· Click File Menu

· Click New

· Select ‘Rich Text Format’ / ‘Word Document’

· Click Ok

· Shortcut for New Document – Ctrl + N

Cut Command:

· Type Something

· Then Select It [Word or Sentence]

· Click Edit Menu

· Click Cut

· Shortcut for Cut – Ctrl + X
Copy Command:

· Type Something

· Then Select It [Word or Sentence]

· Click Edit Menu

· Click Copy

· Shortcut for Copy – Ctrl + C
To Clear / Delete Text or Object:

· Select Text

· Click Edit Menu

· Click Clear
· Shortcut for Clear – Delete Key

To Select All Text:

· Click Edit Menu

· Click Select All
· Shortcut for Select All – Ctrl + A

To Find Text:

· Click Edit Menu

· Click Find

· Type Word (which word you would like to find) into Find what: Box

· Click Find Button

· After finish find

· Click Close Button

· Shortcut for Find – Ctrl + F
To Replace / Replace All Text:

· Click Edit Menu

· Click Replace

· Type Word (which word you like to change) into Find what: Box

· Type Word (which word you like to replace) into Replace with: Box

· Click Replace / Replace All Button

· After finish replace

· Click Ok

· Click Close 

To View / Hide (Toolbar/Format Bar/Ruler/Status Bar):

· Click View Menu

· Click Toolbar/Format bar/Ruler/Status bar

To Format Text:

· Type Text

· Select Text

· Click Format Menu

· Click Font

· Then Change Options (Font; Font Style; Size; Color)

· Click Ok

Undo Command:

· Do Actions

· Click Edit Menu

· Click Undo

· Shortcut for Undo – Ctrl + Z
Redo Command:

· After Undo

· Click Edit Menu

· Click Redo
· Shortcut for Redo – Ctrl + Y

To Change Font, Font Style, Font Size and Font Color:

· Select Text

· Click Format Menu

· Click Font

· Then Change Font, Size, Style, Color

· Click Ok

To Insert Object:

· Set Cursor

· Click Insert Menu

· Click Object

· Select Bitmap Image or Other Graphics Program (Photoshop, Illustrator) which is installed on your System

· Click Ok

· Then Paint 

· Click Outside of Program
To Insert Date Time:

· Set Cursor

· Click Insert Menu

· Click Date and Time…

· Select a Format from ‘Available formats: List’

· Click Ok.

To Page Setup:

· Click File Menu

· Click Page Setup…

· Change options ‘Like: Paper, Margins’

· Click Ok.

To Print Preview:

· Write Something in WordPad

· Click File Menu

· Click Print Preview

· (To Close Print Preview Window Click ‘Close’ Button.)


To Print Document:

· Click File Menu

· Click Print

· (Change Options)

· Click Ok.

· Shortcut for Print – Ctrl + P

To Exit Document:

· Click ‘Close’ Button from Title Bar

or

· Click File Menu

· Click Exit

Let’s Enjoy With Control Panel:

** Control Panel:

Control Panel is full of specialized tools that are used to change the way Windows looks and behaves.
Some of these tools help you adjust settings that make your computer more fun to use. For example, use Mouse to replace standard mouse pointers with animated icons that move on your screen, or use Sounds and Audio Devices to replace standard system sounds with sounds you choose. Other tools help you set up Windows so that your computer is easier to use. For example, if you are left-handed, you can use Mouse to switch the mouse buttons so that the button on the right performs the primary functions of selecting and dragging.

To Start Control Panel:
· Click Start Menu
· Click Control Panel

If your computer is set up in Classic view

· Click Start Menu

· Point to Settings

· Click Control Panel


Note: When you first open Control Panel, you will see some of the most commonly used Control Panel items organized by category. To find out more information about an item in Control Panel while in Category view, hold your mouse pointer over the icon or category name and read the text that appears. To open one of these items, click its icon or category name. Some of these items will open to a list of tasks you can perform, as well as a selection of individual Control Panel items. For example, when you click Appearance and Themes, you will see a list of tasks such as Choose a screen saver along with individual Control Panel items.

If you open Control Panel and do not see the item you want, click Switch to Classic View. To open an item, double-click its icon. To find out more about an item in Control Panel while in Classic Control Panel view, hold your mouse pointer over the icon and read the text that appears.

For additional help on any Control Panel item, search for it in Help and Support.

Working with Display:
Use Display in Control Panel to select a desktop theme, customize your desktop (Desktop – The on-screen work area on which windows, icons, menus, and dialog boxes appear), and modify display settings. 
Select a theme to define the overall appearance of your desktop. A theme determines your background, screen saver, Window fonts, colors and three-dimensional effects in windows and dialog boxes, the look of icons and mouse pointers, and sounds. You can customize a theme by changing individual elements. 
You can customize your desktop in other ways as well, such as adding Web content to your background or selecting icons that you want to display on the desktop.

You can also specify color settings, change your screen resolution (Screen Resolution – The settings that determines the amount of information that appears on your screen, measured in pixels. Low resolution, such as 640 * 480, makes items on the screen appear large, although the screen area is small. High resolution, such as 1024 * 768, makes the overall screen area large, although individual items appear small.), and set the refresh rate for your monitor. If you are using multiple monitors, you can specify individual settings for each.

To Set a Solid Color for Desktop Background:

· Open Control Panel
· Open Display
· Click Desktop Tab
· Select None from Background List
· Click Color Arrow

· Select Color

· Click Ok

Or

· Right Click on Desktop

· Click Properties
To Set Wallpaper for Desktop Background:

· Open Control Panel
· Open Display
· Click Desktop Tab
· Select Wallpaper

· Click Ok

Or
· Right Click on Desktop

· Click Properties

To Set Screen Saver – 1:

· Right Click on Desktop

· Click Properties

· Click Screen Sever ‘Tab Button’

· Click Screen Sever ‘Drop down Arrow’

· Select an Item (3D Flower Box)
· Click Settings (Optional)

· Change Options as you like (Optional)

· Select Wait Time (as you choice)

· Click Ok

To Set Screen Saver – 2:
· Right Click on Desktop

· Click Properties

· Click Screen Sever ‘Tab Button’

· Click Screen Sever ‘Drop down Arrow’

· Select 3D Text

· Click Settings

· Type your Own Text into Custom Text box

· Change others Settings (as you like)

· Set Wait Time

· Click Ok


To Change Appearance:

· Right Click on Desktop

· Click Properties

· Click Appearance ‘Tab Button’

· Click Windows & Buttons ‘Arrow’

· Select as you choice

· Click Color Scheme ‘Arrow’

· Select as you choice

· Click Ok

· Then View the Change of My Computer Window


To Change Screen Resolution:

· Right Click on Desktop

· Click Properties

· Click Settings ‘Tab Button’

· Change Screen Resolution by Slider

· Click Ok

To Change Color Quality:

· Right Click on Desktop

· Click Properties

· Click Color Quality ‘Arrow’

· Select as you choice [highest is best]

· Click Ok

Working with System Date and Time:

With Date and Time options you can change your system date and time.
To Change System Date and Time:
· Open Control Panel

· Double Click on Date and Time
· Then Change Date and Time as you choice
· Click Ok

Or 
· Double Click on Date and Time from Notification Bar
· Then Change Date and Time as you choice

· Click Ok

Working with Folder Options:
With Folder Options, you can specify how your folders function and how content is displayed.

For example, you can indicate that you want your folders to display hyperlinks to common tasks, other storage locations, and detailed file information. You can also choose to open items with either a single or a double click.

You can change the program that opens a file type. You can also change the items that appear on your desktop. 
To Open Folder Options:
· Open Control Panel
· Open Folder Options

Or

· Open My Computer

· Click Tools Menu

· Click Folder Options
To Open Items by Single Click:
· Open Folder Options

· Click General Tab

· Select ‘Single-click to open an item’
· Click Ok

· Then you can open an Item by Single Click 
To Open Items by Double Click:
· Open Folder Options

· Click General Tab

· Select ‘Double-click to open an item’

· Click Ok

· Then you can open an Item by Single Click 

To Open Folder in Its Own Window:
· Open Folder Options
· Click General Tab

· Select ‘Open each folder in its own window’
· Click Ok

· Then to View the Change
· Open My Computer or My Documents

· Open a Drive

· Open a Folder

· I think you understand the changes 
To Open Folder in the Same Window:

· Open Folder Options

· Click General Tab

· Select ‘Open each folder in the same window’

· Click Ok

· Then to View the Change

· Open My Computer or My Documents

· Open a Drive

· Open a Folder

· I think you understand the changes

To Hide a File or a Folder:
· Right Click on the Folder or File

· Click Properties

· Select Hidden

· Click Ok

· Open Folder Options

· Click View Tab

· Select ‘Do not show hidden files and folders
· Click Ok

To Show Hidden Files or Folders:

· Right Click on the Folder or File

· Click Properties

· Deselect Hidden

· Click Ok

· Open Folder Options

· Click View Tab

· Select ‘Show hidden files and folders

· Click Ok

To Show Known Extension Name of a File:

· Open Folder Options
· Click View Tab

· Deselect ‘Hide extension for known file types’

· Click Ok

Working with Fonts:

At the time of typing we use many fonts, such as – Times New Roman, Arial, Arial Black, Monotype Corsiva etc. which exist in Fonts folder in Control Panel. So if you want to working with new font, you have to keep the fonts into Fonts folder in Control Panel.
To Keep Your Necessary Font into Fonts:
· Collect the Fonts any way, from – Internet, or Fonts CD
· Select the Font or Fonts
· Copy the Font or Fonts

· Open Control Panel

· Open Fonts Folder
· Paste the Font or Fonts
Working with Mouse:
Use the mouse to interact with items on your screen as you would use your hands to interact with objects in the physical world. You can move objects, open them, change them, or throw them away, among other things.

While your mouse should just work when you start up your computer, you can make some changes to its functionality and to the look and behavior of your mouse pointer. For example, you can switch the role of the buttons on your mouse, or adjust the speed of double-clicking. For the mouse pointer, you can change its appearance, improve its visibility, or set it to be hidden when you are typing.

To Adjust Double Click Speed:
· Open Control Panel

· Open Mouse

· Change ‘Double-click speed’
To Change Mouse Pointer:
· Open Control Panel

· Open Mouse

· Click Pointers Tab

· Click Browse Button
· Select a Pointer

· Click Ok


To Set Default Pointer:
· Open Control Panel

· Open Mouse

· Click Pointer Tab

· Click Use Default

Working with Power Options:
Using Power Options in Control Panel, you can reduce the power consumption of any number of your computer devices or of your entire system. You do this by choosing a power scheme, which is a collection of settings that manages the power usage by your computer. You can create your own power schemes or use the ones provided with Windows.

You can also adjust the individual settings in a power scheme. For example, depending on your hardware, you can:

· Turn off your monitor and hard disks automatically to save power. 

· Put the computer on standby when it is idle. While on standby, your entire computer switches to a low-power state where devices, such as the monitor and hard disks, turn off and your computer uses less power. When you want to use the computer again, it comes out of standby quickly, and your desktop is restored exactly as you left it. Standby is particularly useful for conserving battery power in portable computers. Because Standby does not save your desktop state to disk, a power failure while on Standby can cause you to lose unsaved information. 

· Put your computer in hibernation. Hibernate feature saves everything in memory on disk, turns off your monitor and hard disk, and then turns off your computer. When you restart your computer, your desktop is restored exactly as you left it. It takes longer to bring your computer out of hibernation than out of standby. 

Typically, you turn off your monitor or hard disk for a short period to conserve power. If you plan to be away from your computer for a while, you put your computer on standby, which puts your entire system in a low-power state.

Put your computer in hibernation when you will be away from the computer for an extended time or overnight. When you restart the computer, your desktop is restored exactly as you left it.

To use Windows Power Options, you must have a computer that is set up by the manufacturer to support these features. For more information, see the documentation that came with your computer.

To Turn Off Monitor:
· Open Control Panel
· Open Power Options

· Click ‘Turn off monitor’ Down Arrow
· Select Time as your choice

· Click Ok

To Turn Off Hard Disk:

· Open Control Panel

· Open Power Options

· Click ‘Turn off hard disk’ Down Arrow

· Select Time as your choice

· Click Ok

Working with Printers and Faxes:

Printers and Faxes options will help you to add your current installed printer and fax.

To Add Printer:

· Open Control Panel

· Click Add Printer from Task Pane [left side of window]

· Click Next

· Click Next

· Wait …

· Click Next

· Click Next

· Select Manufacture from Manufacture List (Canon, Lexmark, etc.)

· Select Printer from Printers List
· Select Yes for Default Printer

· Click Next

· Select No

· Click Next

· Click Finish


Working with Regional and Language Options:

Regional and Language Options will help you to change currency symbol, date and time setting, language, etc.
To Add Currency Symbol as TK (TK10000):
· Open Control Panel

· Open Regional and Language Options

· Select Regional Options Tab

· Click Customize …
· Select Currency Tab

· Remove Currency Symbol $

· Type TK

· Click Apply

· Click Ok 
To Add Currency Symbol Position (10000TK):

· Open Control Panel

· Open Regional and Language Options

· Select Regional Options Tab

· Click Customize …

· Select Currency Tab
· Click ‘Positive currency format’ down arrow
· Select 1.1TK
· Click Ok 

To Add Currency Symbol as /= (10000/=):

· Open Control Panel

· Open Regional and Language Options

· Select Regional Options Tab

· Click Customize …

· Select Currency Tab

· Remove Currency Symbol TK
· Type /=

· Click Apply

· Click ‘Positive currency format’ down arrow

· Select 1.1/=
· Click Ok 

To Change Short Date Format:

· Open Control Panel

· Open Regional and Language Options

· Select Regional Options Tab
· Click Customize

· Select Date Tab

· Click ‘Short date format’ down arrow
· Select Your Choice

· Click Ok

To Change Date Separator (/, -, .):

· Open Control Panel

· Open Regional and Language Options

· Select Regional Options Tab

· Click Customize

· Select Date Tab

· Click ‘Date separator’ down arrow

· Select Your Choice

· Click Ok
To Change Long Date Format:

· Open Control Panel

· Open Regional and Language Options

· Select Regional Options Tab

· Click Customize

· Select Date Tab

· Click ‘Long date format’ down arrow

· Select Your Choice

· Click Ok
To Change Language:

· Open Control Panel

· Open Regional and Language Options

· Select Language Tab

· Click Details Button

· Click Add … Button

· Click ‘Input language’ down arrow

· Select the Language

· Click Ok

· Click ‘Default input language’ down arrow

· Select the Language

· Click Ok

· Click Ok 
Working with Security Center:
Windows Security Center:
Windows Security Center checks the status of your computer for the three security essentials listed below. If a problem is detected with any of the three essentials (for example, if your antivirus program is out of date), the Security Center sends you an alert and provides recommendations for how to better protect your computer.

· Firewall: A firewall helps protect your computer by preventing unauthorized users from gaining access to it through a network or the Internet. Windows checks to see if your computer is protected by a software firewall. 

· Virus protection software: Antivirus software can help protect your computer against viruses and other security threats. Windows checks to see if your computer is using a full, up-to-date antivirus program. 

· Automatic Updates: With Automatic Updates, Windows can routinely check for the latest important updates for your computer and install them automatically. 

The Security Center can also help you:

· Find out about the latest viruses or other security threats. 

· Get customer support from Microsoft for a security-related issue. 

What is Windows Firewall?

A firewall helps to keep your computer more secure. It restricts information that comes to your computer from other computers, giving you more control over the data on your computer and providing a line of defense against people or programs (including viruses and worms) that try to connect to your computer without invitation.

You can think of a firewall as a barrier that checks information (often called traffic) coming from the Internet or a network and then either turns it away or allows it to pass through to your computer, depending on your firewall settings. See the following illustration:
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In Microsoft Windows XP Service Pack 2 (SP2), Windows Firewall is turned on by default. (However, some computer manufacturers and network administrators might turn it off.) You do not have to use Windows Firewall—you can install and run any firewall that you choose. Evaluate the features of other firewalls and then decide which firewall best meets your needs. If you choose to install and run another firewall, turn off Windows Firewall.

How does it work?

When someone on the Internet or a network tries to connect to your computer, we call that attempt an "unsolicited request." When your computer gets an unsolicited request, Windows Firewall blocks the connection. If you run a program such as an instant messaging program or a multiplayer network game that needs to receive information from the Internet or a network, the firewall asks if you want to block or unblock (allow) the connection. If you choose to unblock the connection, Windows Firewall creates an exception so that the firewall won't bother you when that program needs to receive information in the future.

For example, if you are exchanging instant messages with someone who wants to send you a file (a photo, for example), Windows Firewall will ask you if you want to unblock the connection and allow the photo to reach your computer. Or, if you want to play a multiplayer network game with friends over the Internet, you can add the game as an exception so that the firewall will allow the game information to reach your computer.

Although you can turn off Windows Firewall for specific Internet and network connections, doing this increases the risk that the security of your computer might be compromised.

What Windows Firewall does and does not do:
	It does:
	It does not:

	Help block computer viruses and worms from reaching your computer.
	Detect or disable computer viruses and worms if they are already on your computer. For that reason, you should also install antivirus software and keep it updated to help prevent viruses, worms, and other security threats from damaging your computer or using your computer to spread viruses to others.

	Ask for your permission to block or unblock certain connection requests.
	Stop you from opening e-mail with dangerous attachments. Don't open e-mail attachments from senders that you don't know. Even if you know and trust the source of the e-mail you should still be cautious. If someone you know sends you an e-mail attachment, look at the subject line carefully before opening it. If the subject line is gibberish or does not make any sense to you, check with the sender before opening it.

	Create a record (a security log), if you want one, that records successful and unsuccessful attempts to connect to your computer. This can be useful as a troubleshooting tool. If you want Windows Firewall to create a security log, see Enable security logging options.
	Block spam or unsolicited e-mail from appearing in your inbox. However, some e-mail programs can help you do this. Check the documentation for your e-mail program to learn more.


Firewall:
A combination of hardware and software that provides a security system, usually to prevent unauthorized access from outside to an internal network or intranet. A firewall prevents direct communication between network and external computers by routing communication through a proxy server outside of the network. The proxy server determines whether it is safe to let a file pass through to the network. A firewall is also called a security-edge gateway.
Automatic Updates:
With Automatic Updates, Windows routinely checks for updates that can help protect your computer against the latest viruses and other security threats. These high-priority updates are available through the Windows Update Web site and include security updates, critical updates, or service packs.

When you turn on Automatic Updates, you don't have to search for updates online or worry that critical fixes might be missing. Windows automatically downloads and installs them for you, using a schedule that you determine. If you prefer to download and install updates yourself, you can also set up Automatic Updates to notify you whenever any high-priority updates become available.

Antivirus software:
We strongly recommend that you help protect your computer from viruses by installing and using an antivirus program. The Internet is full of fun places and vast amounts of information, but also some dangers. Your computer can be damaged by a computer virus sent through e-mail or through a program downloaded from the Web. If you do not use antivirus software, you run the risk of passing viruses along to other computers as well. If you administer a network without virus protection software, all of the computers on your network might be vulnerable. 

What are viruses, worms, and Trojan horses?
Virus:
A virus is a program that can copy itself and infect various parts of your computer, such as documents, programs, and parts of your operating system. Most viruses attach themselves to a file or part of your hard disk and then copy themselves to other places within the operating system. Some viruses contain code that inflicts extra damage by deleting files or lowering your security settings, inviting further attacks. 

Worm:
A worm is a program that makes copies of itself and can spread outside your operating system; it can copy itself from one computer to another by using e-mail or another transport mechanism. Worms can damage computer data and security in much the same ways as viruses, but are different from viruses in that they copy themselves from system to system. 

Trojan horse:
A Trojan horse is a harmless-looking program designed to trick you into thinking it is something you want, but which performs harmful acts when it runs. It is typically received through downloads from the Internet. Trojan horses do not spread by themselves like viruses and worms. Most virus protection programs only detect a limited number of Trojan horses. A good way to help protect your computer from Trojan horses is to visit only Web sites you trust, and avoid downloading things unless you trust the source as well. 

How do antivirus programs help protect your computer?
Antivirus programs scan e-mail and other files on your computer for viruses, worms, and Trojan horses. If a virus, worm, or Trojan horse is found, the antivirus program either quarantines it or deletes it entirely before it damages your computer and files.

Some companies that make antivirus programs provide regular updates for viruses. Many antivirus programs have an automatic update capability. When your antivirus software is updated, new viruses are added to a list of viruses to check for, protecting your computer from new attacks. If your antivirus updates are not automatic, we recommend that you check for updates on a frequent basis because new viruses are identified every day. If the antivirus program you are using requires a subscription, we strongly recommended that you keep the subscription current to receive regular updates. If your list of viruses is out of date, your computer is vulnerable to new threats.

Where can you get an antivirus program?
There are many antivirus programs on the market. For a partial list of programs that are designed to work with Windows XP, visit the Windows Catalog on the Microsoft Web site (http://www.microsoft.com/).

To Turn ON Windows Firewall:
· Open Control Panel

· Open Security Center

· Open Windows Firewall
· Select On (recommended)
· Click Ok

To Turn OFF Windows Firewall:

· Open Control Panel

· Open Security Center

· Open Windows Firewall

· Select Off (not recommended)
· Click Ok


To Turn ON Automatic Updates:
· Open Control Panel

· Open Security Center

· Open Automatic Updates

· Select Automatic

· Click Ok 
Working with Sounds and Audio:

With Sounds and Audio Devices in Control Panel, you can assign sounds to some system events. Some examples of system events are a computer program performing a task or having a problem performing a task, minimizing or maximizing a program window, or trying to copy a file to a floppy disk without a disk in the floppy disk drive.

Sounds range from a simple beep to a brief piece of music. You can assign these sounds to system events according to your preferences. For example, you can assign a specific sound that Windows plays every time you get a new e-mail message. You can also save all of your sound assignments as a sound scheme. Later, you can assign a completely different set of sounds to system events, save this scheme under a new name, and switch between the old and new schemes without losing your settings.


To Change the System Sound Volume:
· Open Control Panel

· Open Sounds and Audio Devices
· Select Volume Tab, 
· Under Device volume, drag the slider right or 
left to increase or to decrease the system volume.
· Click Ok
To Display the Volume Control- 
Icon in the Notification Area:
· Open Control Panel
· Open Sounds and Audio Devices

· Select Volume Tab

· Select ‘Place volume icon in the taskbar’ 
· Click Ok
To Adjust Speaker Volume:

· Open Control Panel
· Open Sounds and Audio Devices

· Select Volume tab

· Click Speaker Volume 

· Move the slider controls to the right or left to increase or decrease the volume for each available speaker
· To move each slider control at the same time while saving their relative positions, select the Move all slide indicators at the same time check box
· To return the speaker volume to the default positions, click Restore Defaults. 

To Assign Sounds to Program Events
· Open Control Panel

· Open Sounds and Audio Devices 

· Select Sounds tab

· In the Program events list, click the program event to which you want to assign a sound 

· In the Sounds box, click the sound you want to play whenever the selected program event occurs
· If the sound you want to use is not listed, click Browse to search for it 

To Create a Sound Scheme:
· Open Control Panel

· Open Sounds and Audio Devices 

· Select Sounds Tab
· In the Program events list, assign a sound for each event you want to save in a new sound scheme
· Click Save As 

· Type a Name
· Click Ok
The new scheme is displayed in the Sound scheme box

Working with System:


System option is used to see information about your computer system, and change settings for hardware, performance, and automatic updates.


To See System Configuration:
· Open Control Panel

· Open System

· Click General Tab
· See Configuration

To Change Computer Name:
· Open Control Panel

· Open System

· Click Computer Name Tab

· Click ‘Change’ Button
· Type a Computer Name 
· Click Ok
· Click Yes

· Click Ok

[Computer will restart.]

To Change Virtual Memory:
· Open Control Panel

· Open System

· Click Advanced Tab

· Click ‘Settings’ under Performance

· Click Advanced Tab
· Click Change under Virtual memory

· Change Initial and Maximum size [Maximum size will double than Initial size]
· Click Ok

· Click Ok

· Click Ok


To Set Visual Effects [if your computer is slow]:
· Open Control Panel

· Open System

· Click Advanced Tab

· Click ‘Settings’ under Performance

· Click Adjust for Best Appearance
· Click Ok

· Click Ok

To Set Visual Effects [if your computer is slow]:

· Open Control Panel

· Open System

· Click Advanced Tab

· Click ‘Settings’ under Performance

· Click Adjust for Best Performance
· Click Ok

· Click Ok

Working with Taskbar and Start Menu:


Taskbar and Start Menu options are used to customize the Start Menu and the Taskbar, such as the types of items to be displayed and how they should appear.

To Lock or Unlock the Taskbar:
· Open Control Panel

· Open Taskbar and Start Menu
· Select ‘Lock the taskbar’ Check Box for Lock or

Deselect ‘Lock the taskbar’ Check Box for Unlock
· Click Ok

To Auto-Hide the Taskbar:

· Open Control Panel

· Open Taskbar and Start Menu

· Select ‘Auto-hide the taskbar’ Check Box for Hide or

Deselect ‘Auto-hide the taskbar’ Check Box for Unhide

· Click Ok

To Show or Hide the Clock to Notification Area:
· Open Control Panel

· Open Taskbar and Start Menu

· Select ‘Show the clock’ Check Box for Show or

Deselect ‘Show the clock’ Check Box for Hide
· Click Ok

To Set Number of Programs on Start Menu
· Open Control Panel

· Open Taskbar and Start Menu

· Click Start Menu Tab

· Select ‘Start Menu’ Radio Button

· Click Customized

· Increase or Decrease Number for ‘Number of programs on Start menu’
· Click Ok

· Click Ok

To Clear My Recent Document Programs List:
· Click Customized

· Open Control Panel

· Open Taskbar and Start Menu

· Click Start Menu Tab

· Click Customized
· Click ‘Clear’ Button [Wait some times. Clear button will inactive.]

· Click Ok
· Click Ok

System Development Program


Programming Language Translator (Compiler, Interpreter, Assembler)


Programming Editor and Tools


CASE – Computer Aided Software Engineering





System Support Program 


System Driver (AGP, LAN, Modem, Sound, Printer, Scanner etc.)


System Utility (Anti Virus, Repair, Recovery etc.)


System Performance


System Security 





System Management Program


Operating System


Windows (98, 2000, 2002 XP, Vista, 7)


Linux


Unix


MS-DOS


Database Management


Network Management





or





Application Software





System Software





Software





Normal Application Program (All Users)


Office Suit – Microsoft Office, Lotus Smart etc. 


Web Browser – Internet Explorer, Netscape Navigator, Opera etc.


E-mail – Eudora, Internet Mail etc.


Desktop Publishing – Photoshop, Illustrator, QuarkXPress, Corel Draw, Page Maker etc.


Multimedia – Premiere, Media Studio, Video Studio, IFilmEdit etc.


3D Animation – 3D Studio Max, Maya, Poser etc.


Etc.   





Specific Application Program


(Specific Users)


Accounting Software, Sales Management, Electronic Commerce, Inventory Control, Ticket Reserving, Engineering, Medical etc.  





Multi


Tasking





Single


Tasking





Icon





Start Menu


Clicking Start displays a menu that lets you easily access the most useful items on your computer.





Task bar


Task bar is contained programs which are running.





Notification bar/System Tray


Notification bar contained startup programs.





Desktop





Restore button





Minimize button





Address bar





Standard bar





Menu bar





Title bar





Close button





Task Pane





CD Drive





DVD-RAM Drive





Floppy Disk Drive





Modem Drive





Hard Disk Drive





The � HYPERLINK "http://en.wikipedia.org/wiki/Columbia_(supercomputer)" \o "Columbia (supercomputer)" �Columbia Supercomputer�, located at the � HYPERLINK "http://en.wikipedia.org/wiki/NASA_Ames_Research_Center" \o "NASA Ames Research Center" �NASA Ames Research Center�.








***** Basics of Computer *****


Bhuiyan Computers Limited


Computer Club








Magnetic Core Memory





Hard Disk Drive





Note: To open Taskbar and Start Menu quickly – 


Right Click on Taskbar


Click Properties





Ruler





Toolbar / Standard bar





Menu bar





Cursor





Status Bar





Format Bar





Title bar





Past Command:


After Cut / Copy


Set your Cursor


Click Edit Menu


Click Past


Shortcut for Copy – Ctrl + V





Undo means, to go to back steps of actions.





Redo means, to go to forward steps of actions.





If you get this dialog box, click ‘Yes’ if you want to save the document, click ‘No’ if you don’t want to save the document, and click ‘Cancel’ if you don’t want to save and exit the document.





An IBM 704 mainframe





An IBM Thinkpad R51 laptop





To Work with Calculator:


Click 5


Click +


Click 5


Click =


Then View Result










