Teaching Notes

These teating notes were originaly developed for computer classes at Durbar High Schod in
Kathmandu, Nepal, using Windows 95 and Office 95. Since then they have been rewritten for
Office 97 and extended. Lesson dans have dso been developed for some topics to help Cambodan
teaders prepare their lessons.

We wrote the notes for our own use so that we have a ¢ea picture of what we will be teading.
They are nat redly students' notes, though we do encourage students to read them on the computer
after lesons andto pradise the exercises again.

We offer them fredy for use by non-profit organisations in the spirit of co-operation. The apyright

notice must be left intad on al the pages and modified versions of the documents must not be
redistributed.

We redise that they are nat perfed, so if you find any mistakes or think certain sedions could be
cleaer then we would appredate your feedbad via email to andy_price@hotmail .com

Happy teadting!

Andy & Ming
9th October 2002



Notes (1) — Basics

Types of computers:
mainframe (large)
mini computer (medium)
personal computer (PC) — desktop, ndebookand handheld

- o

—— systemunit

Here we refer to the PC which you wse.

keyboard

hardware:
system unit

monitor/ screen

keyboard/ keys

mouse/ mouse mat

spekers

hard drive (hard disk)

floppy drive (floppy disk/ floppy)

CD drive (CD)

motherboard

chips/ memory (RAM/ ROM)

Central Processng Unit (CPU/ processor / the brain of the compuiter)

Some things you can dowith aPC:

What you do What you use
Write ashort nate Notepad

Write aletter Word

Draw apicture Paint

Play avideo Media Player
Send an email Outlook Express

What you wse ae cdled ‘apdications’ or ‘software’ or ‘programs'.
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operating system
These gplicaions canna talk diredly to the hardware. Insteal they talk to an intermediate
cdled the ‘operating system’ (OS). This looks after things like opening documents, printing,
saving etc. The operating system on these PCs is Windows 95. Other examples are Unix,
Linux, Dos. When you switch onthe PC it first loads the operating system — withou it you
canna do anything!

keyboard
The keyboard is a Qwerty keyboard like on a typewriter. The letters are not in the order of A,
B, C, etc. Find the Tab, Caps Lock , Shift, Ctrl, Badk Space Enter, Home, End, Delete,
arrows, ?, !, $,“ and the numbers. You will | ean more &ou them in alater l[eson.

conneding adesktop computer

Maing Supply
— hower ____
Monitor caes
signal lead —?
mouse kead
System Unit -...__,._.'.---———Mouse
keyboard lead —
Keyboard
switching on the computer
| Mainz Supply |
Only neal to
switch onthe
| The monitar | — monitor if it was
been switched off
after shut down.

The svstem unit

Note that a small li ght will come on when the monitor and the system unit are switched on.
When the "Start' button appeas on the battom left hand corner the PC isready for use
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the desktop

| Staltl Bl 1726

The view on the screen after switching on the cmputer is cdled the “desktop’. It is like your
desk in red life—you can pu things where you like onit and it's where you doyour work! So
keep it tidy. Keep the Regycle bin to the bottom right corner of the desktop, away from the rest
of theicons, to avoid acadentaly draggng thingsinto it.

What you seeon the desktop:
icons - under Windows, many things are represented as snall pictures because they are
easier to reagnise and manipulate than words. Icons can represent documents, programs,
disk drives, or even the whole computer, e.g. My Computer, My Documents,etc.

taskbar - it is displayed along the bottom of the desktop by default. It can be dragged to
other positions but | suggest you leave it at the bottom. It has three main aress. the
start button, the system tray (to the right) and the open programs area in the middle.
Every program you open is iown as aredangular button onthe taskbar.

cursor - apointer which moves aroundthe screen.

cur sor
The arsor can change to a diff erent shape acording to the adion required:

a double-headed arr ow for resizing

an hour glasswhen the computer is busy

a hand or afour headed arr ow to move the thing it is pointing at
an | beam for inserting or manipulating text

a pointer (arr ow) for seleding things

a pointing finger for clicking hyperlinks
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mouse
The airsor is controlled by the mouse.

single click

ar —_ et naht | ___ right click
double click hutton | button

N

The mouse has two butons : left button and right button. Pradise holding the mouse gently
and resting your fingers on the buttons. The mouse only needs to be moved aroundgently and
over asmall areaof the mouse mat. Using the mouse try moving the arsor up and dovn and
aqossthe screen.

You wse the left button more than the right. The general pradice is to pasition the mouse
pointer to where you want it, hdd still andthen click. It isimportant to hdd still while you are
clicking or you would easily move to an oljed next to the one you want and click on that
instead.

single dick with the left button —this movement is used to seled an oljed or initiate
catain adions e.g. to save a document. The objed you sedleded will be shown as
highlighted. Click ontheicons onthe desktop for pradice

double dick with the left button — this movement initiates me adions e.g. open
My Computer on the desktop. Pradice doulde dicking on My Computer, Control Panel,
then Date/Time to open it.

Single dick and pressEnter will also dothe same job as doulde dicking.

right click- brings up a menu from which you then seled the option you want. PresSEsc to
get rid of the menu a click on any empty space A different menu pos up depending on
where you click — pradise right click onthe desktop, then right click onthe taskbar.

To demonstrate that three types of click can perform the same adion, eg. to open
My Computer, dothe foll owing exercise:

Single dick My Compuiter, then pressEnter.
Doube dick My Compuiter.
Right click My Computer to bring upamenu. Click onOpen.
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Start menu

Under Windows 95, the Start button is where it al starts! When you click (single left mouse
click) the Start button, it opens up the start menu. From here you can open programs and
documents, adjust the way your computer operates, find help, etc. When a menu item has an
arrow to theright of it, it means that there is another menuto view.

opening programs
The eaiest way to open aprogram isto finditsicon (and rame) on the Start menu and click on
it with the mouse. So to open Notepad + first click on the Start button, move airsor up to
Programs, aaossto Accesries, then acdossand up @ down to Notepad, and single dick it.

window
Programs (e.g. Notepad, Paint), folders (e.g. My Documents) and My Computer open in a
window.
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minimizebutton + reduces window to the taskbar.

maximizebutton + openswindow to the full size of the screen.

restore button + returns window to its previous sze and pasition.

close button + closes the window.

scroll bar = useto move the cntents of the window up and davn by clicking onthe arows.

resizing window = to change the size of the window:
1. Position cursor on the edge of the window till it changes to a doulde headed arrow.

2. Hold the mouse till .
3. Hold down the left mouse button and drag the elge of the window to the new size.

If you want to resize both sides of the window, then pasition the aursor at a corner and dag in
or out diagonally to the size you want

draggng + to re-pasition awindow:
1. Position cursor onthetitle bar. Cursor shoud be in the shape of apainter (arrow).

2. Hold down the left mouse button and drag the window to the new position.

task switching —changing from one window to ancther:
Several windows can be opened at the same time, but only one can be adive & atimei.e. you
can orly work in ore & atime. Thetitle bar of the adive window is blue. Click anywherein a
window to make it adive. To pradice : open two Notepads. Type your name on ore, then
switch to the other one and type your schod name.

Open windows are dso shown onthe taskbar. To make this window adive, click onits button
onthetaskbar. Thiswill bring the window to the front of the other. To pradice maximise the
window with your name on. On the taskbar the button for thiswindow will show as pressed in.
The window with your schod name onis now hidden and shows as greyed ou on the taskbar.
To make thiswindow adive, click onits button onthe taskbar. This will bring the window to
the front of the other.

tiling - arr anging gpen windows on the desktop
Sometimes you real to work ontwo o more windows at the same time. It is best to arrange
them side-by-side (verticdly) or one dowve the other (horizontally) so that you can easily switch
from oneto ancther. You can dothis:

- manually by dragging them with the mouse and resizing them

- automaticdly by right-clicking on an empty bit of the taskbar to bring up a menu and seleding
“tile horizontally (or vertically)”. Note only open windows are tiled. Windows minimised will
not be tiled. Open two Notepad windowsto pradise.
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folder structures
The hard disk of a computer is like aminiature filing cabinet with many drawers. If you want
to be aleto find something later, you must know which drawer you pu it in. The drawers of a
computer are cdled folders (or diredories) and ead folder can have sub folders, which can
also have subfolders! Eadc folder or sub folder must have aname. Documents that you creae
shoud be saved in a folder of your own name (e.g. Dara) which is itself a sub folder of
My Documents.

The eaiest way to open a document is to doubbe dick My Documents on the desktop. Then
doule dick the folder which contains the document. Find the document you want and doulbe
click itsicon.

Further reading. open PC-01\Notes\The Hierarchy of folders to see the structure for this
schod.

switching off the cmmputer
It isimportant you shut down the computer properly or it will eventually stop working.

Click the start button onthe desktop

Click shutdown onthe start menuto bring up a dialogue box

Seled the Shut Down ogion (if not aready seleded) in the dialogue box
Click Yes

When the light on the system unit goes off, switch dff at the mains
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If the computer is nat shut down properly it will run Scandisk when it starts up again.
Scandisk chedks for any damaged files and tries to fix them.

If thereis apower cut, switch dff at the mains 9 the cmputer will not switch on Ly itself when
the power comes badk on.

If thereis alightning storm close to the schod, shut down quickly and do nd use the computer
until the storm has pas<d.

Further Practice open PC-01\Sounds\Sounds and lean to pronource and spell .

revision
1. Namethetypes of computers.
2. Name some hardware.
What doyou wseto: a.) write aletter, b.) do some cdculations, c.) draw a picture?
What are Notepad, Excd and Paint?
Give another name for software?
How do herdware and software talk to eat cther?
What is the OS onyour computer?
Pradise switching onthe computer. How do you knav your power is on?
Name the diff erent parts of the desktop.
10 What controls the pointer on the desktop?
11.Which mouse button would you click if youwant ashort pop upmenu?
12. Show how youwould open Date/Timei.e. My Computer > Control panel > Date/Time.
13. Open the program Notepad.

14.Resize the Notepad window to abig square. Move it to the bottom right corner. Maximise
it. Restoreit. Minimiseit. Reopenit. Closeit.

15.How do you knav a program is opened when you cannd seethe window?

16. Step by step pradise tili ng two Paint windows sde by side

17. Step by step pradise tili ng two Notepad windows horizontally.

18.When there ae more than ore windows open onthe desktop, hav do you knawv whichis
adive?

19. Pradise shutting down the computer.

20. Pradise PC-01\Sounds\Soundk.
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