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Chapter 7  
 

 

 

7.0 INTRODUCTION 

 

You may have managed to avoid computers until now, but now that you're back in 

school, you see your twenty-something classmates using computers as readily and easily 

as they breathe air. You know that learning how to use a computer will help you with 

your studies and career; the question is, where do you start? 

 

Getting started with any project is easier when you break it into steps. The first step is 

figuring out what you need to know about computers. Second, you need to arrange 

regular access to a computer so you can learn and practice and apply for academic 

requirements.  

 

 

7.1 BASIC COMPUTING SKILLS 

 

Your life with computers will be much easier if you get a solid foundation in the basics 

first. The basics include being able to: 

 

7.1.1 Describe computer hardware, software and functions 

The ability to talk about computers is necessary whether you are buying one or asking for 

help solving computer problems. 

 

7.1.2 Perform basic computer operations 

These include using the keyboard and mouse; turning the computer off and on; opening 

software applications; opening, minimizing and closing windows; and managing files 

and folders. 

 

Once you are able to discuss computers and perform basic operations, you are ready to 

learn how to: 

 

7.1.3 Conduct library and Internet research 

At a minimum, you should be able to search the holdings of your school's library, using 

on-site computers. A complementary skill is the ability to effectively search the Internet 

using a browser such as Internet Explorer or Netscape. 

 

7.1.4 Create and edit reports and presentations 

For most assignments, knowing how to use a word-processor such as MSWord or 

WordPerfect is sufficient. For business courses such as Accounting, which require the 

display and management of financial data, you may want to use a spreadsheet program 

such as MSExcel. If you make presentations regularly, presentation software such as 

PowerPoint is useful for creating and presenting slides. 

 

7.1.5 Use your computer to communicate with others 

The communication tools of E-mail, discussion forums and chat rooms allow you to 

network, exchange information and even submit assignments. You need Internet access 

to use all of these applications. 
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Draft a Self-Directed Learning Plan, prioritising items you don't know and need to know. 

Consider the suggestions listed above, and survey computer-savvy classmates, teachers, 

friends and family to get further advice on the most useful computer skills for your 

specific purposes.  

 

 

7.2 DESCRIBE COMPUTER HARDWARE, SOFTWARE AND FUNCTIONS 
 

7.2.1 Computer software is a general term used to describe a collection of computer 

programs, procedures and documentation that perform some task on a computer system. 

The term includes application software such as word processors which perform 

productive tasks for users, system software such as operating systems, which interface 

with hardware to provide the necessary services for application software, and middleware 

which controls and co-ordinates distributed systems. 

 

Computer software is so called to contrast with computer hardware, which encompasses 

the physical interconnections and devices required to store and execute (or run) the 

software. In computers, software is loaded into RAM and executed in the central 

processing unit. At the lowest level, software consists of a machine language specific to 

an individual processor. A machine language consists of groups of binary values 

signifying processor instructions (object code), which change the state of the computer 

from its preceding state. Software is an ordered sequence of instructions for changing the 

state of the computer hardware in a particular sequence. It is usually written in high-level 

programming languages that are easier and more efficient for humans to use (closer to 

natural language) than machine language. High-level languages are compiled or 

interpreted into machine language object code. Software may also be written in an 

assembly language, essentially, a mnemonic representation of a machine language using 

a natural language alphabet. Assembly language must be assembled into object code via 

an assembler. 

 

 

7.2.2 Types 

Practical computer systems divide software systems into three major classes: system 

software, programming software and application software, although the distinction is 

arbitrary, and often blurred. 

 System software helps run the computer hardware and computer system. It 

includes operating systems, device drivers, diagnostic tools, servers, windowing 

systems, utilities and more. The purpose of systems software is to insulate the 

applications programmer as much as possible from the details of the particular 

computer complex being used, especially memory and other hardware features, 

and such as accessory devices as communications, printers, readers, displays, 

keyboards, etc. 

 Programming software usually provides tools to assist a programmer in writing 

computer programs and software using different programming languages in a 

more convenient way. The tools include text editors, compilers, interpreters, 

linkers, debuggers, and so on. An Integrated development environment (IDE) 

merges those tools into a software bundle, and a programmer may not need to 
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type multiple commands for compiling, interpreter, debugging, tracing, and etc., 

because the IDE usually has an advanced graphical user interface, or GUI. 

 Application software allows end users to accomplish one or more specific (non-

computer related) tasks. Typical applications include industrial automation, 

business software, educational software, medical software, databases, and 

computer games. Businesses are probably the biggest users of application 

software, but almost every field of human activity now uses some form of 

application software. 

 

 

7.3 PERFORM BASIC COMPUTER OPERATIONS 
 

7.3.1 Computer Terms 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Desktop PC 

 

 

 

 

 

Notebook PC, Laptop PC 

● monitor 

● screen 

● body of a computer 

● CD-ROM drive 

● key board 

● switch 

● floppy disk drive 

● mouse 

Printer 

Cable 
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7.3.2 Starting Up and Shutting Down 

 

Starting Up: 

 

 Switch on the computer. The location of the switch will differ with each 

computer. Symbol on switch  

 Select the user button and click on it. 

 Enter a password if necessary 

 When the desktop appears, open the file or folder you want. 

 You can also open Microsoft Word or whatever other application you need from 

the Start menu. 

 

Shutting Down: 

 

 To shut down the computer, first of all select Turn off comptuer from the Start 

menu. 

 Select Turn Off.    

 

 

 

 

 

7.3.3 Basic File and Folder Operations 

 

Opening A File: 

 

 To open a file or folder, double click on the icon. 

 Files in My Documents can be opened from the Start menu. 

 

Deleting A File: 

 

 Place files you no longer require into the Recycle Bin to delete them. The Recycle 

Bin is also a folder. 

 

 

● CD-ROM 

● floppy disk 

 

● USB flash memory 
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Emptying A Recycle Bin: 

 

 First, position the pointer over the Recycle Bin and right-click. Select Empty 

Recycle Bin. This will delete the files completely. 

 Check the contents carefully, then press the button. 

 

Changing Name of A File or Folder 

 

 Position pointer on file or folder and right-click. From the pull-down menu, select 

Rename. 

 Type in the new name. 

 

 
 

Looking At The Content Of A File or Folder 

 

 Position pointer on file or folder and right-click. Select Properties from the pull-

down menu. 

 Look at the properties. 

 

Creating A New Folder 

 

 Right-click on the mouse. From the pull-down menu, select New >>> Folder. 

 Type in name of the new folder. 

 A new folder is created. 

 

 

7.3.4 Basic Saving Operations 

 

Files created are saved on various media, the most common examples of which are hard 

disk (HD), floppy disk (FDD), CD, DVD and USB flash memory. Up to 1.44MB can be 

stored on a floppy disk. 

 

Large files such as audio and image files are now increasingly common, with many 

single files being several dozen MB in size, prompting greater use of CDs and DVDs 

rather than floppy disks. People are also now using USB flash memory, which makes 

very large files portable. Here you can learn about saving files on floppy disk, 

suitable for any model of computer or type of application software, and saving on 

USB flash memory. 
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7.4 Guidelines for Using the Internet 

For all that the Internet offers, you need to be careful in how you navigate and operate on 

the Internet. Communication on the Internet is fast, and a hasty hot-tempered word can 

literally go around the world in minutes, leaving an impression with thousands of people 

that you may regret -- and if those words get archived, they're around for a long time to 

haunt you. A seemingly innocent, to you, question posted to a place where it's not wanted 

can get you flamed, blacklisted, and truly damage your business. 

Taking a copyrighted piece of data and using it without permission and attribution can 

land you in legal trouble. A "great" piece of information that you didn't validate can turn 

out to be out-dated or just plain wrong. Warning: do your homework before you venture 

out.  

7.4.1 Netiquette 

Like any group or community, the Internet has some common practices, customs, 

conventions, and expectations. On the Internet these are called netiquette (net etiquette). 

If you follow netiquette you will get more and better responses to your requests for 

information. 

The Internet consists of thousands of individual networks which allow information to 

pass among them. Each network has its own policies and procedures. Practices and 

behaviors which are routinely allowed on one system may be controlled, or forbidden, on 

another network. It is the user's responsibility to abide by the policies and procedures of 

these other systems. The fact that you can perform a particular action does not mean that 

you should take that action -- examples are sending bulk email and hacking. 

If you fail to observe netiquette you can lose your access to the network. Most internet 

service providers have acceptable use policies (AUP) that outline the kinds of actions 

considered inappropriate on their system. Inappropriate conduct generally includes the 

placing of unlawful information on a system, the use of objectionable language in email 

or chat messages, the sending of broadcast messages to lists or individuals, and any other 

types of use which would cause congestion of the networks or otherwise interfere with 

the work of others. 

7.4.2 Some DOs and DON'Ts for conducting effective research on the Internet 
 

   No unsolicited email.  

Don't send bulk mail or announcements to people who haven't requested them. 

Respect other people's privacy. Realize that it costs the recipient to receive email, 

just like a fax. 

 

   Requests for information that appear in Internet mail and usenet interest groups must 

be appropriate and relevant to those groups.  

Post to no more than five interest groups, no matter how relevant. If people are 

interested, they'll alert others to your question. (Warning: even five groups can be 

too much if someone thinks that you are out of line in your posting.) 

 

   Keep it brief.  



Academic Skill for Computing                                                                                                                                                            Skills in Academic Learning for Computing  

 

UEL   7 

Try to keep your information request to two screens or less. Don't waste people's 

time and bandwidth. (While bandwidth may not be a big problem for most people 

living in the United States who pay a fixed fee for unlimited use of the Internet, 

please keep in mind that the Internet is global. In many parts of the world, people 

pay by the minute to use the phone. Therefore, long messages cost them more 

money.) 

 

   Share information and knowledge.  

Provide a summary to the interest group of the results of your research. 

Participate in relevant interest groups, even when you're not directly searching for 

information. You'll be more likely to get answers to your questions if you answer 

the questions of others. 

 

7.4.3 Flames, spam cancels, and blacklists 

These are some of the things that might happen to you if you ignore Netiquette. 

Flames/flaming 
Flames are incendiary reactions to someone's posting, often insulting or nasty in 

tone. A flame can occur if you post something that is irrelevant to a discussion 

group, or simply if someone doesn't like the way you say something. The rule is 

no matter how upset you are about what someone has written, don't knock off a 

quick answer and reply immediately. Sit on the answer for a day; re-read it to 

make sure that you want millions of people around the world to see you in that 

light; and, if you still feel strongly about the issue -- and someone else hasn't 

already made your point for you -- send the message directly to the person with 

whom you are upset, not back to the discussion group. 

 

Spam/spamming 
Spam is a number of things. One early definition is excessive multi-posting and 

cross-posting, i.e., too many copies, of the same (or slightly altered) message to 

newsgroups and mailing lists. With the growth of the web and private email 

accounts, the definition has evolved to unsolicited bulk-sent commercial email, or 

even just unsolicited email sent by someone wanting to pitch something (whether 

it be for commercial, non-profit, or issue-based purposes).  

There are a number of reasons that spamming the Net is considered bad. The most 

basic reason is financial. Unlike direct mail advertising through the postal service 

where the cost of the message is born by the advertiser, the cost of a message sent 

by email is born by the recipient, much like being forced to receive a collect 

phone call. Many people using the Internet pay for each message they receive -- 

the comment to just delete it or reply with REMOVE in the subject comes a bit 

late -- or for storage or for time spent on the system. Would you accept a collect 

call from a telemarketer? 

The SpamCop Foundation has published some statistics about the negative 

impacts of spam: 

 Spam substantially increases ISPs' costs, which are passed on to 

consumers. 

http://www.spamcon.org/about/index.shtml
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In 1997, America Online estimated that between 5% and 30% of its email 

server time at any given moment was exclusively dedicated to handling 

spam. 

http://content.techweb.com/wire/story/TWB19971218S0007 

Blacklists 

These are lists of spam and net abuse offenders that are widely circulated around 

the Net. The blacklists are intended to curb inappropriate advertising on interest 

groups by describing offenders and their offensive behavior, expecting that 

people who read the list will punish the offenders in one way or another. The 

guidelines for inclusion are broader than those that trigger a spam cancel because 

they are based on content rather than number of messages. They include: 

unsolicited commercial junk email (UCE)  

posting commercial messages to unrelated newsgroups and mailing lists  

advertising via irc or talk (live chat groups)  

posting commercial messages to relevant interest groups if excessive or unwanted 

You can avoid being put on a blacklist by following Netiquette and never sending 

unsolicited commercial email (UCE) to individuals or irrelevant messages to 

interest groups. If you find yourself on a blacklist, you can appeal to the owner of 

the blacklist and explain why you don't belong there. 

Spam has become such a great problem for Internet Service Providers (ISPs) that 

many have joined services that report spammers. If a domain appears on one of 

these lists, ISPs will not accept email from them. The Mail Abuse Prevention 

System (MAPS) is one of the primary anti-spam services. MAPS maintains a 

series of databases, including the Realtime Blackhole List (RBL), containing the 

Internet addresses of Internet sites that don't follow MAP's suggested email abuse 

policies. Microsoft and other large service providers use the MAPS lists to help 

decide whom to block from their systems. 

 

http://content.techweb.com/wire/story/TWB19971218S0007

