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The computer

By the end of this unit you should be able to:
e Define the computer

e Identify types of computers

e Discuss the advantages and disadvantages of computer usage

Unit at a glance

e A computer is defined as an electronic
machine or device that accepts and
processes data to produce information.

e A computer system consists of
hardware, software, procedures, data
and people.

e Computers are classified according to
size and the number of users they can
support. Classes of computers include:

« Mainframes.

« Minicomputers.

* Microcomputers, including laptops,
desktops, palmtops and other
devices.

e Advantages of computer usage include
speed, accuracy, storage and reliability.

Can you imagine a world without computers?
Many persons now consider them an
essential part of their lives. Computers

have transformed the way businesses
operate and they are used, for example, in
document preparation and data storage as
well as in the preparation of business plans,
financial calculations and communications
among employees. Computers are in many
homes and several household devices, e.g.
microwave ovens, DVD players and washing
machines, are now computer controlled.

The main reasons for the ever wider use
of computers are their speed, accuracy,
reliability and versatility. A computer can
carry out calculations in a fraction of the
time it takes the average person; it never gets
tired or bored and can be programmed to
perform a wide variety of tasks. A computer
is accurate. It will do exactly the task it was
instructed to do as many times as it was
instructed. However, the use of computers
has created new challenges: some persons
may lose their jobs or need to learn new
skills when computers are introduced in the
workplace. Some businesses cannot operate
if the computer system breaks down or there
is a power outage.

Definition of the computer

A computer may be defined as an electronic
device that accepts data as input, processes
the data into information, stores and allows
the retrieval of the processed data, and
outputs those results in a form that is usable
by humans or other computers.

The computer performs four basic operations:

e It accepts data (input).

e It manipulates the data (processing).

e It produces information or results (output).
e [t stores the data and results (storage).

These operations are executed under the
direction of stored programs. A program is a
sequential set of instructions that enable the
computer to perform a specific task.
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A typical computer

The names and purposes of the devices that
make up a typical computer are as follows.

The computer case

The computer case is also called the systems
unit. It contains the most important part of
the system, the central processing unit (also
called the CPU) or ‘brain’ of the computer.
You cannot see the CPU unless you open the
systems unit. The systems unit also contains
other parts, many of which can be seen only
when the case is opened. The floppy disk
drive and compact disk (CD) drive may be
seen from the outside. Some cases lie flat on
the desk, usually under the monitor. Others,
called tower cases, stand upright, either on
the desk or on the floor.

The monitor

The monitor is a device that displays text
and images generated by the computer. It is
sometimes called a visual display unit or
VDU. The screen is the display area of the
monitor. At the front of the monitor, below
the screen, you will most likely find buttons
to control the size, brightness and contrast of
the on-screen display.

The keyboard

You use the keyboard to enter information
and instructions into a computer by pressing
various labelled keys. Most keyboards

have 101 keys. Multimedia keyboards have
additional keys that control sound, visual
display, Internet connections, and so on.
Keyboards were designed to be similar to
typewriters and have a similar layout.

The mouse

The mouse is a handheld device that allows
vou to make selections and move items

on the computer’s screen by clicking on
different parts. You will probably guess that
it got its name because it resembles that
small animal.

&

Monitor CD-ROM drive

— S W)\ Mouse

Figure 1.1 Parts of a typical microcomputer

DID YOU KNOW?
The first computers invented did not
have any mouse, monitor or keyboard.
Input and output were done using
cards with holes punched in them.

My glossary

From here on you will be required to
create a glossary of the terms used in the
textbook. Copy the terms and write definitions
for each in your notebook.

Central processing unit ~ Multimedia keyboard

Computer Program
Keyboard Screen

Monitor Systems unit
Mouse Visual display unit

To do

Discuss three benefits and three challenges with
using computers in business situations.

Types of computers

Computer systems may be classified
according to size. The four basic classes are
microcomputers, minicomputers, mainframe
computers and supercomputers.

As workstations increase in capacity and
mainframes decrease in size, the differences
between the classes of computers have
become less significant.



Microcomputers

Microcomputers, also called personal
computers (PCs) are designed to be used by
one person. There are many different sizes of
personal computers. New smaller units are
often more powerful than larger ones.

Figure 1.2 Microcomputers: A desktop, B mini-tower,
C tower, D laptop/notebook, E palmtop
and F personal digital assistants (PDAs)

e A palmtop was an early hand-sized
computer. They have mostly been
superseded by tablet computers, which
are more powerful and offer many more
features.

e A personal digital assistant (PDA) is a
small handheld device about the size of
a pocket calculator. A PDA is used for
managing schedules and storing contact
information. Mobile smartphones now
offer the features of a PDA plus many
more, including email, Internet, audio
recording, photographs and video.

e A laptop or notebook combines the
screen, keyboard, pointing device,
processor, memory and hard drive in a
lightweight battery-powered case often
no larger than an average textbook.
Persons who need to take work home, or
who travel in their work or have limited
workspace often choose to use laptops.

e A desktop is a personal computer
(PC) that is designed to be set up in
a permanent location. This type of
computer is most commonly found in
homes, schools and offices.

The computer

e A workstation is a desktop computer,
but with a more powerful processor,
extra memory and greater capabilities.
Workstations are used by millions of
office workers all over the world. They
are used for software development and
engineering design, and are popular with
users such as scientists, engineers and
movie animators, who require most of the
features of a PC but need the power of a
larger computer.

e A PC may also be used as a server. A
server is a computer that is designed to
control a computer network. They are
therefore constructed with powerful
processors, extensive memory and large
storage capacity.

Minicomputers

Minicomputers, sometimes called mid-range
computers, are more powerful than
microcomputers and can support a number
of users performing different tasks. They
were originally developed to perform specific
tasks such as engineering calculations.

Figure 1.3 Minicomputer

Mainframe computers

Mainframe computers are large systems
that can handle numerous users, store large
amounts of data and process transactions
at a very high rate. They are used in large
organisations where many people must
access the same data, often simultaneously.
Each user accesses the mainframe through
a terminal that consists of a monitor and at
least one input device. Mainframes usually

3
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E

Hardware

Procedures

Figure 1.4 Mainframe computer

require a specialised environment including

separate air conditioning and electrical power.
Figure 1.6 Components of a computer system

Supercomputers C - t
Supercomputers are the largest, most Omponen Sola CUmpu er
powerful category of computers and SyStem

consequently the most expensive. These
systems are able to process hundreds of
millions of instructions per second. They

are used for jobs requiring long, complex
calculations, for example navigation satellites,
weather forecasting and genetic engineering.

A computer system is a combination of
hardware, software, procedures, data
and people that create a functional unit
(Figure 1.6).

Hardware

The term hardware refers to all the tangible
parts of the computer, that is, all the parts
that you can see or touch. These include the
computer case, monitor, mouse, keyboard
and disk drives.

Software
Figure 1.5 Supercomputer The computer must have organised sets of
instructions or pregrams to make it work.
’l ‘Q (s Programs are also called software. You cannot

see or touch software. You can only see and
touch the packaging in which it comes.

1 Identify the main properties of each class of
computer.
2 State at least one situation in which each People

type of personal computer is used. People are the users of the computer.
Although some computers operate without

l a human manipulating them, people are
hél still the users of the output of the computer.
g ossar Additionally, it is people who design, build,

Write definitions of the following terms. program andamaintainithe compateraysiomn.

Mainframe Personal digital assistant Data

Microcomputer Server Dat sstaof . i b
Mid-range computer  Terminal ata consists of raw Iacts such as numbers,

Personal computer Wotksistich letters, special characters or symbols. These
convey little meaning individually. However,




when they are combined and processed they
appear in context and convey meaning to
people.

Data is organised into files within the
computer. Each file is a set of data that has
been given a name. This course is designed
to teach you how to create documents. A
document file is created, modified and used
by people. A document usually contains text
or words and figures, but may also include
graphs, pictures, sounds or video.

Computers manipulate and store data
in the form of coded electrical impulses
called bits. A bit is an on or off signal which
passes through the computer’s circuitry, with
the number 1 representing on and the number
0 representing off. Every piece of software or
data can be broken down into a series of on or
off signals (also called its binary code).

A byte is the group of zeros and ones
that represent one character such as a letter,
number or symbol. A byte is made up of
8 bits.

e Approximately a thousand bytes is a
kilobyte (KB).

e Approximately a million bytes is a
megabyte (MB).

e Approximately a billion bytes is a
gigabyte (GB).

Procedures

Procedures are the instructions that tell a
user how to operate and use the information
system.

When you bring together hardware,
software, data, procedures and users, you
get a complete computer system.

To do

Write down a definition of a computer.
Identify the five components of a computer
System.

3 Differentiate between hardware and
software.

N =

The computer

My glossary ||

Write definitions of the following terms.

Bit File

Byte Hardware
Character Software
Data Text
Document

Classifying devices

Hardware devices may be classified as being
input, output, processing or storage. A few
devices can perform more than one function.

Input devices

Some of the devices allow you to send
messages into the computer system. These
are called input devices. Input devices
include the keyboard and the mouse.

Output devices

Some devices allow messages to be sent out
of the system, either directly to the user or
to another computer. These are the output
devices. Output devices include the monitor,
printer and speakers.

Storage devices

Some devices are used to store information
even after the computer is turned off. These
storage devices include a hard-disk drive
(also called hard drive), floppy-disk drive
and recordable CD drive. The storage devices
are usually located within the systems

unit or computer case. However, some
storage devices may be located outside the
systems unit.

Processing devices

The ‘brain’ of the computer is called the
central processing unit or processor or CPU.
It processes or works on the information in
the computer. The CPU consists of three
interrelated parts:
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e The arithmetic logic unit that performs
all of the calculations necessary for the
computer to operate.

e The control unit which directs the flow of
data through the CPU and to and from the
other devices.

e The memory unit that holds all of the
data and instructions that the computer
uses to operate.

The memory unit consists of two types of
memory:

e Read-only memory (ROM) that is
permanent and is not normally changed
by the user.

¢ Random access memory (RAM) that can
be changed instantly. RAM is erased
whenever the computer is switched off.

Peripheral devices

Input, output and storage devices are also

called peripheral devices. Peripheral devices
are all connected to the computer’s central
processing unit.

To do

1 Explain the term ‘peripheral devices'.
2 Explain the way in which data is represented
in the computer.

My glossary |

Write definitions of the following terms.

Input Storage
Qutput RAM
Peripheral device ROM
Processing

1 a Define a computer. (1 mark)

b State the five components of a

computer system. (5 marks)
c List four advantages of using a

computer. (4 marks)
d Define each of the following:

(i) Microcomputer (2 marks)

(ii) Minicomputer (2 marks)

(iii) Mainframe (2 marks)
e Explain the difference between

input and output. (2 marks)
f Explain how data is represented

in the computer. (2 marks)

2 Khelly is starting up a hairdressing salon and
wants fo investin the best possible computer
for her business. She is not sure what she
should buy, so she has come to you for help.
She shows you the picture shown in Figure 1.7.
a (i) Name the parts of the computer

labelled A to D in Figure 1.7.
(4 marks)

L TS
s — R b—D

Figure 1.7

(ii)  What are three devices that are
contained within the systems unit?

(3 marks)
b (i) Whatdo the letters CPU mean?
(1 mark)
(ii) What are the components of
the CPU? (3 marks)

(iii) What is the role of the CPU? (3 marks)
c Khelly does not know about the different
types of personal computers she can
purchase. Describe three PCs she can
obtain instead of a desktop. (6 marks)



Unit at a glance

e Input devices are used to enter
information such as letters, numbers,
sounds or pictures into a computer. There
are many input devices, including:

* Keyboard.

= Mouse.

« Light pen.

» Microphone.

« Document scanner.
» Character reader.
¢ Bar-code reader.

In Unit 1 you were introduced to some input
devices, including the keyboard and the
mouse. Do you remember the definition of
an input device? What are some of the input
devices about which vou have learned?

In addition to the input devices we have
already discussed, several devices have been
developed to make input easier, faster and
more accurate, particularly in the business
environment. We will now examine a few of
these.

Pointing devices

As yvou learned in Unit 1, the mouse is

a handheld device that is used to select
itermns on the computer screen. There are
several variations to the mouse, including
the trackpoint, touchpad, trackerball and
joystick. These are collectively referred to as
pointing devices (Figure 2.1).

Input devices

‘ By the end of this unit you should be able to:

e Explain the use of the various input devices

Figure 2.1

Pointing devices: A joystick; B trackerball;
C trackpoint; D touchpad,; E mouse

A trackpoint is more commonly found on
a portable computer. It is a device about the
size of a pencil eraser that is fixed between
the keys on the keyboard. The cursor is
controlled by moving the trackpoint with a
fingertip. The buttons are found adjacent to
the keyboard, close to the trackpoint.

The touchpad is a flat device that can
sense where on its surface it is touched. You
control the screen pointer by gliding your
fingers along the surface of the touchpad.

The trackerball or trackball is an
inverted mouse, with the ball facing
upwards. The ball is rotated by the fingers
or palm of the hand to control the movement
of the screen pointer.
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The joystick is a device that allows
the user to control the screen pointer by
manipulating an upright rod. The joystick is
used to control video games. It is also used
in simulation systems, such as flight training
programs that create a virtual aircraft on the
computer.

Keyboards

You read about the keyboard in Unit 1.
There are many different variations of the
keyboard. Multimedia keyboards have
additional keys that control sound, visual
display, Internet connections, and so on.
Internet keyboards have special keys

that open and use features of the browser
program used to access the Internet.

You may have noticed a flat screen on the
cash register in fast-food outlets. This is a
Concept keyboard (Figure 2.2). It consists of
a grid of buttons that have been programmed
with a set of instructions and is then covered
with an overlay sheet. The concept overlays
in fast-food outlets carry a picture or
description of the available meals and make
ordering easier and quicker. This sort of
keyboard is also used for small children, or
for persons who may have physical difficulty
using a conventional keyboard.

Figure 2.2 A concept keyboard

Light pen

A light pen is an input device that is used to
select objects on a display screen (Figure 2.3).

The user points it at the screen to move the
pointer and choose objects. A light-sensitive
device detects the pixel or picture element
on the screen at which the pen is pointing.
The user is then able to select the object in
a similar way to using a mouse. Some video
games use a ‘gun’ that is really a simple
light pen that is capable of operating from a
greater distance.

Figure 2.3 Light pen

The light pen is very useful for designers
and artists because they can create freehand
drawings directly on the monitor screen.

Digital cameras

Figure 2.4 Digital camera

Digital cameras have mostly replaced
cameras that use film (Figure 2.4). A digital
camera operates independently of the
computer. It allows you to take pictures
and to store digital photographic images.
Some digital cameras can also capture



sound and video. The images and sounds
are stored on a memory chip or disk that
can be transferred to your computer.
Digital cameras are often used when
producing advertising and sales material.
Digital cameras are used extensively in the
production of websites for e-commerce (the
use of the Internet to conduct business).

e

N

Figure 2.5 PCcamera, or webcam

A PC camera or webcam is a digital
camera connected to the computer (Figure
2.5). The computer is its power source.
Video, with sounds and still images
captured by a PC camera, are sent directly
to the computer where they can be edited
and stored. Webcams are used to see
and speak with persons via the Internet.
Some business people use PC cameras for
videoconferencing, conducting meetings
with persons who are a long way away.

DID YOU KNOW?

How a digital camera works

Input devices

Graphics tablet

A graphics tablet or digitising pad allows
the user to draw on a flat pad (also called the
tablet) using a stylus or special pen (Figure
2.6). Some models display the drawings

on the tablet itself while others send the
drawings to the computer screen. This
device is popular with artists, architects and
designers.

Figure 2.6 Graphics tablet

Scanner

A scanner is a device that converts existing
images or documents to a digital image on
the computer. A scanner bounces a beam
of light off the document and records the
reflected light as a series of binary digits

or a bitmap. You can then take that image
and use it in a paint program, send it out
as a fax or print it. With optical character

A digital camera uses no film. Instead it uses a sensor that converts light into electrical
charges. The image sensor is a silicon chip with a grid containing hundreds of thousands
or millions of photosensitive diodes called photosites. Each photosite captures a single

picture element or pixel of the image.

When you press the shutter release button of a digital camera, the shutter opens
briefly. Each pixel on the image sensor records the brightness of the light that falls on
it by accumulating an electrical charge. The more light that hits a pixel, the higher the
charge it records. When the shutter closes to end the exposure, the charge from each
pixel is measured and converted into a digital number that is stored on a memory card
or a disk. The series of numbers can then be used to reconstruct the image by setting the

colour and brightness of matching pixels on the screen or printed page.

A
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recognition (OCR) software you can convert
printed documents such as letters or
newspaper articles to text that can be used
in your word processor.

Figure 2.7 Scanner

Optical mark reader

UNIVERSITY

Anew way b think

Barcode Label Hess

MULTIPLE CHOICE TEST ANSWER SHEET

FAMILY NAE INTIALE STUNENT NUMSER:

Hnnnnnmnm

Figure 2.8 An OMR form

An optical mark reader (OMR) reads into
the computer marks made by pencil on a
printed form. OMR systems read pre-printed
forms such as applications, questionnaires
and multiple-choice examination papers
(Figure 2.8). Data can be input quickly and
easily without the need for manual typing,

10

but marks must be placed precisely where
indicated and must be dark enough to be
read by the scanner.

Bar-code reader

A bar-code is a series of printed vertical lines
of differing widths that represent numbers.
The bars are read by an optical scanner and
software is used to identify the product for
sales pricing and controlling stock (Figure
2.9). These codes are printed on nearly every
package that is sold. Shops use bar-codes
because they are cheap to produce, very
durable and make it easier to know when

to order stock. They make the payment
process faster and reduce the risk of errors, so
customer satisfaction is increased. Bar-codes
are used to identify books in some libraries
that have an electronic lending system.

File  gdit Range

First the bars
must be linked
to the data you
want to capture
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The bar-code
can then be
printed out,
using either an
inkjet printer
(as here) or
using a laser
printer

The bar-code may
then be read with
a scanner

&

Figure 2.9 How bar-codes work



Magnetic ink character
reader

Magnetic ink character recognition (MICR)
is the reading of characters that are printed
with magnetic ink (Figure 2.10). The device
for recognising the characters is called a
magnetic ink reader. This system is used

for numbering cheques and identifying the
account on which the cheque will be drawn.
MICR is used because the characters are
very difficult to forge or damage. Also, the
data can be read electronically, making input
faster and more accurate.

e -
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Figure 2.10 Magnetic ink character reader and cheque

Magnetic strip

A magnetic strip is a short piece of magnetic
tape that is attached to a plastic card, such
as a credit card (Figure 2.11). Other cards
that use this technology are debit or cash-
point cards, telephone calling cards, club
membership cards and personal identity
cards. The strip contains the personal
details of the card owner as well as account
information. The card is read when it is
inserted or swiped in a special reader.
Magnetic strips are convenient and easy

to use. However, the data can be lost or
corrupted if the cards are bent or exposed to
magnetic fields.

Input devices

Figure 2.11 Magnetic strip

Touch screen

A touch screen or active picture technology
uses a special type of visual display unit
that has a grid of light beams or fine wires
across the screen on which options are
displayed. The computer senses where the
screen is touched, recognising which words
or icons have been selected. Touch-screen
displays are generally utilised on computers
that the public use, e.g. on automated
banking machines and check-in machines in
airports (Figure 2.12).

Quick Check-In

Figure 2.12 Touch-screen check in

Direct voice input

Direct voice input or voice recognition is the
control of a computer by voice. The speaker
uses a microphone and related software that
converts sound waves to a digital code. There

1L
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is a wide variation in human speech patterns

so direct voice input is usually confined to vﬂ?@ \d@

a limited number of commands. However,

the technology is constantly being improved, Identify the use and benefits of each input
so that newer systems are more versatile. device.

Uses include security systems, for example

to control entry to a building, and in mobhile

phones. Voice recognition means that the
user can make calls while driving (although MZ glossarz I
safety organisations still advise against this).

Voice recognition can also be used with a Write definitions of the following terms.
word-processing program to enter text. Active picture Magnetic strip
technology Multimedia keyboard
Bar-code Optical character
* Concept keyboard recognition
The CLUl(Lk bl"OWn ]Cox. L Digita Ipca mira Optical n%ark reader
“ Digitising pad PC camera
Direct voice input Scanner
E-commerce Stylus
Graphics tablet Touch screen
Joystick Touchpad
Keyboard Trackball
Magnetic ink character Trackpoint
recognition Voice recognition

1 a Define the term ‘input’. (1 mark) c Explain the difference between
b Name the most suitable input optical character recognition and

device to be used in each of the magnetic ink character recognition.

following situations: (2 marks)

(i) For sending a copy of an existing d Describe three pointing devices
photograph via the Internet to a other than the mouse. (3 marks)
friend living abroad. e (i) Whatis active picture

(ii) When correcting a multiple-choice technology? (2 marks)
examination answer sheet. (ii) Describe two situations in which

(iii) When conducting a meeting via this technology is used. (4 marks)

the Internet.
(iv) To speed up the bill preparation
process at a grocery store. (8 marks)

12



Unit at a glance

e Qutput devices are the parts that allow
you to obtain information from the
computer in the form of text, images or
sounds. Output devices include:

Monitors.

Printers.

Speakers.

Multimedia projectors.

In Unit 1 you learned that the monitor

is an output device. Output devices are
instruments that produce data from the
computer in a form that can be used by a
human or another computer.

After the monitor, the printer is the most
commonly used output device. The printer is
a device that takes the information on your
screen and transfers it to paper or a
hard copy. There are two basic classes of
printer — impact and non-impact.

Impact printers

Impact printers use a printhead containing
a number of metal pins which strike an
inked ribbon placed between the printhead
and the paper.

The general features of impact printers are:

e They create the characters by striking the
paper.

. Output devices

By the end of this unit you should be able to:
e Explain the use of the various output devices

e They print on most types of paper.
e Multiple (carbon) copies may be printed
at once.

The disadvantages of impact printers are:

e Some users find them noisy.

® Their speed is relatively slow.

e They do not print transparencies
(documents printed on clear plastic film).

There are several types of impact printers
including daisy-wheel and line printers.
However, most of these are no longer used.
Dot-matrix printers are impact printers that
‘draw’ a character from a series of dots. They
are cheap and durable, but very noisy. Print
speed, at 30-550 characters per second, is
very fast, but the quality is low compared to
other types of printer (Figure 3.1).

ABCDEFGHIJELFMNOPORSTUULIEY S
abcdefghi jklmnopagrstuvee=sys
123456789871 . .5 3

Figure 3.1 A dot matrix printout

Dot-matrix printers are suitable when
the quality of the finished document is
not very important. They are still used for
the preparation of bills and invoices in
places such as hospitals and stores where
carbon copies are needed. Some years ago
these printers were the most popular, but
people now choose laser and inkjet printers,
which are capable of higher printing
speeds, superior quality and good colour at
affordable prices.

13
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Non-impact printers

Non-impact printers are much quieter than
impact printers as their printing heads do
not strike the paper. The general features of
non-impact printers are:

e Higher character-per-second print speed.

e As the name suggests, no contact between
the print head and the paper.

e Can print transparencies.

e Can print on most types of paper in black-
and-white and colour.

The main types of non-impact printer are
laser printers, inkjet printers and thermal
printers (Figure 3.2).

Figure 3.2 A laser, B inkjet and C thermal printers

e Laser printers are relatively expensive,
but the price of them is coming down.
These printers use a laser beam and dry
powdered ink to produce the print on the
paper. A laser printer can produce about
400 pages of letter-sized paper per minute
with high print quality, including full-
colour photo-quality prints.

1y

e Inkjet printers are cheaper than laser
printers, but they are slower and produce
lower-quality prints. Inkjet printers are
actually a non-impact variation of dot-
matrix printers. A matrix of fine jets is
used to squirt ink at the paper. Inkjet
printers operate quietly at fairly high
speeds, and the print is of an appropriate
quality for most home and business
purposes.

e Thermal printers use special heat-
sensitive paper. Characters are formed by
heated needles being placed in contact
with the thermal paper, forming darkened
dots. A thermal printer is quiet and
relatively fast. However, there are several
disadvantages including the high cost of
paper, no choice of print colours and low
durability of the prints. Some calculators
that print on rolls of paper and some cash
registers use thermal printing. Thermal
printers are also used in automated teller
machines, credit-card machines and
prepaid phone card dispensers.

Another form of thermal printing is

dye sublimation. These printers use

heat to transfer the ink from coloured
ribbons into a gas that cools into a
glass-like substance on the paper. Dye
sublimation printers produce the highest-
quality graphics, with bright images of
photographic standard. These are among
the most expensive printers on the market
and are used by businesses such as
advertising agencies and photo studios.

e Plotters are used to produce high-quality,
accurate, large-sized drawings. They are
normally used for computer-aided design
(CAD) and computer-aided manufacture
(CAM) applications such as printing plans
for houses or automobile designs.

Multimedia projector

A multimedia projector takes the image
from a computer screen and projects it onto a
larger screen or wall so that it can be seen by
a large audience. Multimedia projectors are



usually equipped with a remote-controller
device that gives the computer instructions,
such as moving from one display page to
another.

Figure 3.3 Multimedia projector

Modem

A modem (a contraction of the words
‘modulator-demodulator’) is a device used
to allow computers to communicate with
each other using telephone lines. Some
modems are installed in the system unit.
Other modems are external devices. The
modem changes a signal from the digital
format which computers use, to an analogue
format that can be transmitted along the
telephone line. The modem on the receiving
computer converts the analogue signal back
to digital form. Therefore, a modem serves a
combination of input and output functions.

Figure 3.4 Internal and external modems

Qutput devices

Speakers

A speaker produces output in the form

of sound. Some computers have built-in
speakers. However, external speakers such
as the ones shown in Figure 3.5 are also
commonly used.

Figure 3.5 Computer speakers

A speech synthesiser is a device that
takes data from a computer and outputs it as
spoken words, often by combining a series
of phonemes or short sound elements. The
speech synthesiser ‘reads’, or sounds out,
any text that is displayed on the screen. This
feature is useful for the visually impaired
and for persons learning a new language.
Speech synthesisers can be in the form of
a card that is inserted into the computer, a
box that is attached by cables, or a program
that uses the computer’s in-built sound card
(Figure 3.6).

Figure 3.6 A speech synthesiser
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To do

Identify the use and benefits of each output
device.

Mz glossarz |

Write definitions of the following terms.

Dot-matrix printer Multimedia projector

Dye sublimation Non-impact printer
colour printer Plotter

Impact printer Printer

Inkjet printer Speech synthesiser

Laser printer Thermal printer

Modem

Examination=-ty

1 The manager of Cheapo Enterprises is

1b

investing in output devices for his business.
He is getting several dot-matrix printers at a
bargain price. The three workers in his small
office are strongly opposed to this purchase.
a List three output devices other than
printers. (3 marks)
b State the use of each of the devices
you have listed in a. (3 marks)
¢ Other than the price, what are
two reasons why the manager would
choose a dot-matrix printer? (2 marks)
d What are three reasons why the
office workers would object to this
purchase? (3 marks)
e (i) Suggest three types of printer
that the manager could purchase
instead of dot-matrix printers.
(3 marks)
(ii) State two advantages of each
of the printers you have suggested.
(6 marks)

2 a Arrange the following types of
printers in order from cheapest
to most expensive:

Laser
Dye sublimation
Dot matrix
Inkjet
b Explain the difference between
impact and non-impact printers. (2 marks)
c Clearly explain the purpose for which
each of the following devices is used:
(i) Speaker
(ii) Speech synthesiser
(iii) Multimedia projector
(iv) Modem (8 marks)
d Describe the business uses of each of
the following devices:
(i) Thermal printer
(ii) Plotter

(4 marks)

(6 marks)




4

applications

Unit at a glance

e Storage devices are used to preserve
files in a form that can be read by the
computer. Some storage devices are:

« Compact disk (CD-ROM and CD-RW).
« Digital video disk (DVD).

« Floppy disk.

« Hard disk.

¢ Flash drives.

* Memory cards.

Storage devices

When a computer is switched off, the data
that is in the main memory of the central
processing unit is erased. Secondary storage
devices are used to retain data and programs
until they are needed again. These devices
are also called auxiliary storage or backing
store. Storage devices include floppy disks,
hard disks, optical disks, flash drives and
memory cards.

Disks are used to store information.
As has already been explained, data in a
computer is represented as a series of coded
electrical impulses called bits. A group of
bits called a byte is used to represent each
character. All information on computers is
stored in files. The size of a file is measured
in bytes.

All disks need a drive from which they
get information (this is also called ‘reading’),

Storage devices

By the end of this unit you should be able to:
e List various types of storage media and their practical

and they put information onto the disk (also
called ‘writing’). Each drive is designed for
a specific type of disk whether it is a CD,
DVD, hard disk or floppy disk. The disk

is the storage medium which contains
computer files such as data or programs.
The disk drive is the storage device that
runs the disk, or reads from and writes to
the disk.

Disks are either magnetic or optical
(Figure 4.1). A magnetic disk stores data by
magnetising microscopic particles of iron
oxide. These particles are then oriented in
either a positive (north) or negative (south)
direction to represent the on-off pattern
of the bits. Magnetic disks include floppy
disks and hard disks. An optical disk stores
data as microscopic light-and-dark spots on
the disk surface. The dark spots are called
pits while the lighter non-pitted areas are
called lands. The pattern of pits and lands
represent binary-coded data. The optical
disk drive uses a laser light to read this data.
Optical disks include compact disks (CDs)
and digital video disks (DVDs).

Storagedisks

1
Optical diks
{use light)

I
Magretic disks
{use magnetised particles)

‘..I. L l I tﬁ :-. -‘m
Compact disk Blu-ray disk  High-definition DVD

Hard drive

Floppy disk

Figure 4.1 Magnetic and optical disks
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Hard-disk drive

The hard-disk drive consists of one or

more flat, rigid platters about 3.5 inches

in diameter, mounted on a spindle inside

a sealed case. The disks are made of
aluminium or glass and are coated with
magnetic iron oxide particles. The disks
spin rapidly, making thousands of rotations
per minute. Each disk has at least one read/
write head which moves in and out from the
centre of the disk to locate data. This enables
data to be accessed quickly and directly.
Hard disks are the most commonly used
storage media. This is because:

® They have large storage capacity.

e They are fast and relatively cheap.

e The information on a hard disk can be
stored and deleted as necessary.

Figure 4.2 A hard disk

Hard disks are usually found inside the
computer, but there are also external hard
drives, available as a separate component.
These are useful for adding capacity to a
computer. Newer computers have hard drives
of more than 200 GB.

DID YOU KNOUW?
The hard disk makes over 7,000
revolutions each minute. That is fast!
It means that the computer can access
data very quickly from this device.

18

To do

Find out how many bytes make up the
following units:

e A kilobyte.

® A megabyte.

e A gigabyte.

e A terabyte.

Floppy disk

A floppy disk or diskette is a thin, flexible
magnetic disk enclosed in a rigid plastic
body. Diskettes are still a popular means of
transporting information, although they are
rapidly being replaced by higher capacity
alternatives. They are still used by some
persons because they are extremely cheap,
small and relatively durable.

Figure 4.3 A diskette and disk drive

Magnetic tape

Magnetic tape used for computer storage
resembles audio cassette tape. It is used
mainly as a backup storage medium. It takes
a relatively long time to retrieve data from
magnetic tape. With the development of
faster, low-cost storage devices, magnetic
tape is not used as frequently.
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Figure 4.4 Magnetic tape

Compact disk

Compact disks or CDs can store large
amounts of information. One CD can store
650 MB of data or about 70-80 minutes of
music. A compact disk may be CD-ROM,
CD-R or CD-RW. CD-ROM stands for
compact disk read-only memory. Your
computer can only read the data on a
CD-ROM. You cannot write any additional
data to it. Likewise, a CD-ROM drive is
designed to read the disk; you cannot
‘burn’ a CD with a CD-ROM drive. CD-RW
stands for compact disk — read/write.
CD-RW drives can copy information or
burn information onto a blank CD. Read-
only CD blanks (CD-R) can only be written
to once. The more expensive Read/Write
CDs (CD-RW) allow you to erase and write
over existing data several times.

DVD disk

DVD disks can store over 4 GB. DVD-R
drives allow you to record large files, such as
movies, on a single disk. A DVD-R drive can
also read and write compact disks. DVD-RW
disks may be reused several times.

Blu-ray is a newer version DVD that uses
a blue laser instead of the traditional red
laser. Blue light has a shorter wavelength,
enabling far more data to be stored on the
same-size disk. A Blu-ray DV can store up
to 50 GB of data, over 12 times more than a
standard DVD.

Storage devices

Flash drives

«

Figure 4.5 Flash drives

The flash drive is a small, relatively
inexpensive, portable storage device that
connects to the computer via a USB port
(Figure 4.5). It is known by a variety of
names, including memory stick, thumb
drive, USB drive, key drive, finger stick,
pen drive, jump drive, disk-on-key and
memory key. Some flash drives offer as
much as 128 GB of storage, and the capacity
continues to increase.

Memory cards

A memory card is a small plastic-coated
rectangle that can be used to store data,
including photographs, videos and text
files. It is also called a storage card or

flash memory card. This versatile storage
medium is used in different types of device
including digital cameras, music players, cell
phones, laptops and game consoles. Memory
cards are popular because they are small,
lightweight, durable and can be swapped
among many different devices.

Figure 4.6 Memory card reader
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Changing technology

Computer devices are constantly being
developed and improved. The aim is usually
to offer faster, smaller and higher-capacity
alternatives. You can keep abreast of the
latest developments in computer technology
by browsing the Internet or reading trade
magazines.

DID YOU KNOUW?
Information that we save is placed
on a storage medium such as a
floppy disk or compact disk. When
the computer reads the data, input
is taking place. When the computer
writes the information on the disk,
output occurs. Therefore, the storage
devices really perform a combination

To do

Identify the use and benefits of each storage
device.

MZ glossarz I

Write definitions of the following terms.

Auxiliary storage
Backing store

Magnetic disk
Magnetic tape

Files Memory card
Flash drive Optical disk
Floppy disk Storage devices

Hard-disk drive Storage medium

of input, output and storage. )

Examination-tw“

1 a Define the terms:
(i) Auxiliary store
(ii) Bit
(iii) File (6 marks)
b Arrange the following in order of capacity,
from largest to smallest:
Hard disk Memory card CD Diskette
(4 marks)

=

c Differentiate between:
(i) Magnetic disks and optical disks
(ii) Hard disks and diskettes
(ii) Storage device and storage medium
(iv) CD/R and CD/RW (8 marks)
d Magnetic tapes were once commonly used.
Why are they no longer very popular?
(2 marks)



Software

By the end of this unit you should be able to:
e Distinguish between operating software and application software

Unit at a glance

e Operating system software (OS)
are programs that coordinate all the
activities among computer devices. The
OS contains instructions that allow the
user to run application software.

e Examples of common operating systems
include Windows, Mac OS, 0S/2, Warp,
UNIX, Linux and Apple.

e Application software are programs
that perform specific tasks for users,
such as games, Internet browsers and
antivirus software.

e Examples of common application
software include word-processing
software, spreadsheet software,
database software, presentations
software and graphics software.

As you have already learnt, a computer is
able to perform tasks automatically, under
the direction of a program. A program is

a set of instructions, written in a logical
sequence. All computer programs are known
as software. The term hardware is used

to refer to all of the physical parts of the
computer system. Every tangible part of the
computer (including the disks) is hardware.
The programs that are stored on the disks
are called software. Because a computer is
a programmable machine, it needs software
before it can do any useful work.

e Identify various types of application software

L e L»._.twﬂu |
& —— : —4
Figure 5.1 As a programmable machine, a computer

needs software before it can do any
useful work

The software that a computer needs falls
into two categories: an operating system and
application software.

Operating systems software

Operating systems (also called systems
software) are programs that control various
parts of the machine and allow them to
communicate with each other and work

in unison. DOS (Disk Operating System)
was the most popular and widely used
operating system. Microsoft programs

such as Windows XP, Windows Vista and
Windows 7 are now most commonly used.
UNIX is a multi-user operating system
developed to run on almost any computer,
from PCs to mainframes. The Macintosh
Operating System (Mac OS) is designed to
run on Apple computers. Other examples of
operating systems include OS/2, Warp and
Linux.
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An operating system runs the whole time
that a computer is switched on. It manages
all of the operations of the computer system.
For example, it controls the transferring
of data between the main memory of the
computer and the peripheral devices.

The operating system allocates memory to
programs and schedules the running of
programs on the central processing unit.
The OS converts the various hardware parts
into a single functioning unit that is able to
perform the tasks required by the user. The
operating system tells the computer how to:

e Transfer files from main memory to the
disks and vice versa.

e Execute an application program.

e Keep a record of all the files that are
stored on the hard disk.

e Keep a record of all the used and
available space on the hard disk.

e Copy programs and data to and from the
computer.

e Find out what is stored on a disk.

e Organise the contents of disks into folders
or directories.

e Delete unwanted files from the hard disk.
e Manage the input and output devices that
make up the hardware components of a

computer.

® Recognise keystrokes and mouse clicks
that the user makes and display them on
the screen as output.

e Send screen contents to the printer when
a user gives a command.

The hardware of a computer may be
compared to an automobile. Without a driver
the automobile is useless. The operating
system may be called the ‘driver’ of the
computer system. The system becomes
functional when the OS is loaded onto the
computer. An operating system works in the
background to make operating the computer
hardware a straightforward task.

The OS loads when the computer is
booted or started. This means that at start-
up the OS must be taken from storage and
placed in the computer’s main memory. This
process is called hooting.

2c

Windows is one type of systems software
that works with DOS to make the computer
more user friendly. Before Windows was
developed, the PC user had to memorise
and type in all commands. Windows is
a graphical user interface (GUI). A GUI
is a program that uses graphical display
(icons and menus) as a means of interaction
between the user and the computer.
Windows issues the DOS commands to the
computer when the user performs actions
such as clicking on the icon or menu item
with the mouse.

DID YOU KNOW?
A window is a section of the screen that
is used to display an open program, file
or folder. You can open several windows
at the same time. For example, you can
open your email in one window, type a
letter using a word processor in another,
and use an encyclopedia CD in another
window. The name of each window is
displayed on the taskbar at the bottom
of the screen. You can switch from one
window to another by clicking on its

name in the taskbar. /

To do

1 Explain the purpose of operating system
software.

2 Differentiate between a disk operating
system and a graphical user interface.

Applications software

Applications software is the software that
is used to actually perform specific tasks

on the computer. This means that you use
applications software to perform a variety of
tasks such as drawing a picture, playing a
game or recording music. These tasks would
have to be carried out even if computers did
not exist.




Applications software is created by an
individual or a corporation and sold or given
away as freeware. A licence agreement
between you and the creator of that software
generally allows you to use the software,
but prohibits you from making copies of it
to sell. The copying of software is called
piracy. It is illegal and punishable by law.

You will be using application programs
such as word processing, spreadsheet,
database management and presentation
software. These are discussed in detail
in Section II, Units 8 to 11. Some other
commonly used applications are
discussed below.

Accounting programs

Accounting programs are designed to

keep and organise financial information.
This information includes employee
payrolls, sales and purchases ledgers, bank
transaction records and records of suppliers.
It is easy to print the information as
financial reports.

Stock control

Stock control software allows businesses to
keep organised records of the quantities of
items they have in stock. Most stores and
supermarkets now use electronic scanners

Software

at their checkouts. The data is input directly
into their stock control system so that

they are notified when it is time to order
new supplies. Some stock control systems
automatically place orders with suppliers
when stocks fall below a predetermined level.

Desktop publishing

Desktop publishing (DP) programs are
used for the design, layout and printing

of publications such as documents, books,
magazines, flyers and newsletters. These
programs combine word processing,
graphics, design and printing into a single
program. They allow you to define the size
and shape of a page, to position text and
pictures, and manipulate the appearance
of the text. Desktop publishing allows you
to display information in a wide variety of
formats similar to those used by professional
typesetters and designers.

Graphics software

Graphics programs enable artists to create
pictures, and engineers and architects to
create designs. Some graphics programs
contain pre-stored drawings (clipart),
photographs and background designs. Many
word-processing and spreadsheet programs
now include graphic elements in them.

B Microsoft Publisher
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Figure 5.2 Microsoft Publisher: a DP program
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Computer-aided design (CAD) allows you

to produce two- and three-dimensional
designs on a computer screen. These designs
can then be easily altered when necessary.
CAD is now used in clothing design, interior
decorating and manufacturing, to name a
few examples.

Communications programs

Communications programs allow computers
to ‘talk’ to each other. Browsers are programs
that allow you to access and search through
the Internet. Other communication programs
are used to send and receive electronic mail
(email) and to chat with other computer
users in different locations.

Mz glossarz I

Write definitions of the following terms.

Accounting program
Applications software
Communication program
Computer-aided design
Desktop publishing program
Graphical user interface
Graphics program
Operating system

Stock control program

Sign in
Sign in with your Windows Live ID. Don't have
one? Sign up.

Sign in as: @ Available ~
["] Remember me
|| Remember my password

Sign me in automatically

Forgot your password?

Privacy statement | Server status

Figure 5.3 Windows Messenger: a communication
program

Examination-type ":quest 1 On’S“

1 Define the term 'software’. (2 marks)
2 Explain each of the following terms:
a Freeware
b Software piracy
¢ Graphical user interface (6 marks)
3 Clearly explain the difference between
operating systems software and applications
software. (3 marks)

2k

4 Name three examples of operating system
software. (3 marks)

5 Identify three types of applications software,
clearly stating the purpose of each. (6 marks)



Working with Windows

. By the end of this unit you should be able to:

Unit at a glance

e Icons on the Windows desktop
include My Computer, My Documents,
Recycle Bin, date and time, Internet
Explorer and Microsoft Outlook.

In this unit you will learn how to work with
the Windows operating system. There are
several versions of Windows, including 2000,
XP, Vista and 7. The appearance of these
versions might vary, but they function quite
similarly. You should read through this unit
before you begin working on the computer.

The first step you need to take is to turn
on the computer.

You need to switch on the monitor and
the systems unit separately. There is a power
button at the front of each. The switch may
look different depending on the kind of
computer, but they are usually identified by

this symbol:

The computer takes some time to check
itself when you switch it on. This is called
the power-on self test or POST. (Computer
people just love acronyms!) During this time
it may display a wait icon that usually looks

like an hourglass.
()

e Use the Windows operating system

This icon tells you that the processor is busy
and is not available for instructions at that
time. Do not begin any activities until the
wait icon disappears.

After your computer starts up it will
most likely display the Windows desktop
(Figure 6.1). A desktop is an on-screen work
area. Look at your desktop carefully. You
will see some small pictures called icons.
An icon is a graphic image that represents
a program, a document or some other
computer file.

Windows desktop

Figure 6.1

The icon labelled My Documents represents
the area where the computer stores or saves
most of the files that vou create.

The Internet Explorer icon activates the
browser software that enables you to use
the Internet.

The Microsoft Outlook icon provides
access to email facilities.
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DID YOU KNOUW?
When is a wimp not weak?
Answer: When it is on a computer.
WIMP means windows, icon, mouse
and pointer, and that is very powerful

technology! j

The Recycle Bin represents the storage
location where deleted documents are
placed. If a document is in the Recycle Bin
it can be retrieved. However, if the Recycle
Bin is emptied the document cannot be
recovered unless a special retrieval program
is used.

The taskbar is usually located at the
bottom of the screen. The taskbar displays
the names of any programs that are open.

The computer clock is located at the right
of the taskbar. When you place the mouse
pointer over the clock the date is displayed.
You can change the date and time and access
a calendar by double-clicking on the clock.
Double-clicking will be explained to you
later in this unit.

.';'JLJ'? d real computer,
neta WIMF like you!

se T use Windows, B
and pointers
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Figure 6.2

At the left-hand end of the taskbar there is
a special icon called the Start icon. The start
icon contains the main menu. A menu shows
the options that are available to the user. The
main menu allows you to see and open the
programs that are on your computer system.
The main menu will vary slightly according
to the version of Windows that you are
using. Before you can use the start icon, you
need to learn how to use the mouse.

cb

Briefly explain the purpose of each icon on the
Windows desktop.

How to use the mouse

Place your hand on the mouse so that the
palm of your hand fits over it. If you are
using your right hand, put your thumb on
the left side of the mouse and your ring
finger and little finger on the right. Lightly
rest your index finger on the left mouse
button and your middle finger on the right
mouse button (Figure 6.3).

Figure 6.3 Using the mouse

Mouse actions

1 Click: Place your mouse pointer on an
item. Press and release the left mouse
button. This action selects the item.

2 Double-click: Point to the item and
quickly press and release the left mouse
button twice. This action is used to open
a document or start a program.

3 Drag and drop: This action is used to move
an item on the screen. Point at the item
and press and hold down the left mouse
button. While holding the button, move
the pointer to where you want to place the
item. Release the mouse button.

4 Right-click: This action causes a list of
commands to be displayed on the screen.
You can then left-click on the action you
want the computer to perform. To right-
click, press and release the right mouse
button.



5 Scroll button: There may be a third centre
button or wheel on your mouse. This
allows you to scroll to see text in a long
document, web page or spreadsheet that is
not presently visible on the screen.

Some scroll buttons are designed to
be rolled with the finger. Others offer
automatic scrolling. To activate this
feature, click the scroll button and an
arrow will appear on the screen. Move
the mouse in the direction of the hidden
text. The further away you move the
arrow from its original point, the faster
the display will scroll. Click the left
mouse button to stop the automatic
scrolling.

Using the Windows start menu
1 2000 and XP

Move the mouse pointer until it rests on
the start icon at the bottom left corner of
the screen, and click it with the left mouse
button. The start menu will open up. There
are small arrows next to several items in
the main menu. These arrows indicate that
a sub-menu exists. Place your pointer on
Programs to open up the Programs sub-
menu (Figure 6.4). The double arrow at the
bottom of the programs sub-menu indicates
that some programs in the menu are not
presently displayed on the screen. Click on
the double arrow so that all of the programs
are shown. Some items in the programs
menu, such as Accessories, have sub-menus
of their own. You can choose an item in the
menu by single-clicking on it.

2 Windows 7 and Vista Start Menu

Windows Vista and Windows 7
are quite similar to each other
in appearance. Move the mouse
pointer until it rests on the Start
icon at the bottom left corner

of the screen and click with the left mouse
button (Figure 6.5).

Working with Windows

H l New Office Document
e
Open Office Document

‘;__‘g'? Set Program Access and Defaults

o e
- I
=
£

(5} Accessories 4
@ Micrasoft Excel
’ @ Micrasoft PowerPoint
, B8 microsoft word

(5 Plustek EPP Scanner
v (5 winamp g
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Figure 6.4  The Windows 2000 Professional
start menu
— ——
V1 WordPad
® Meazilla Firefox 3
2| Lightscribe website

o | Paint
'ﬁ Microsoft Office Word 2007

|3 Microsoft Office PowerPoint 2007

Recent Items
Computer
Control Panel

Dewices and Printers

Default Programs
|, Hekp and Support

»  All Programs

[ [search prog ' £l N b0
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Figure 6.5

The Windows 7 and Vista start menu
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The start menu will open up.
Click on All Programs to see the list
of programs that are available on your
computer.

You may notice that some of the
programs, for example Microsoft Office, are
contained in folders (Figure 6.6).

Avira
.. Barnes & Noble
Bejeweled 2 Deluxe
| BravePiglet
.. Corel Home Office
DAEMON Tools Lite
DVD Shrink
Energy Star
. eReaders
| Games
| GetASFStream
.. Google Chrome
| HP
Intel® Matrix Storage Manager
| Lexmark 5400 Series
| LightScribe Direct Disc Labeling
.. Mahjong Towers Eternity
| Maintenance
Microsoft Office
Microsoft Silverlight
Norton Online Backup

{4 Back

Documents

Pictures

Music

Games

Recent Items

Computer

Control Panel

Dewices and Printers

Default Programs

Figure 6.6 The Programs menu

Opening a program
1 Windows 2000 and XP

To start a program click start, and then click
the name of the program you want to open.
The section of the start menu that you will
see displays the icons and names of the most
recently and most frequently used programs.
To open a program that you do not see on
the start menu, point to Programs, and then
navigate through the menus to the program
yvou want and click it. When vou open the
program, Windows automatically displays it
on the start menu (Figure 6.7).

=1

| Internet
Internet Explorer

5 e ) My Recent Documents »
H Mi ! Ffice Qutl
_’fj' My Pictures
V Hearts »
) My Music
-
Lﬁ Calculator 5’ My Computer
s Sound Editor ij' My Network Places
w Paint G Conln:ll Pﬂl'd
e Connect To »

Micrasoft Office Word 2003

ﬁ Spider Solitaire

@) Help and Support
@ g’llije.;jrgsoft Office PowerPaint I-) bt
@ Microsoft Office Excel 2003 | 1) Run
@ Microsoft Office Publisher . Access ThirkPad
2003

@ Microsoft Clip Gallery

All Programs D

m Log OFF l | Turn OFf Computer

Figure 6.7 The Windows XP start menu

2 Windows 7 and Vista

To start a program click the Start icon, and
then click the name of the program you want
to open.

The first section of the Start menu that
you will see displays the icons and names of
the most recently and most frequently used
programs.

To open a program that you do not see
on the Start menu, click on All Programs,
and then search through the folders to find
the program you want and click it. For
example, to open Microsoft Word, click on
the Microsoft Office folder. Then click on
Microsoft Word and that program will open.



The structure of a window

The rectangular display area that appears
when you open a program or file is called a
window. A window is a portion of the screen
where programs and processes can be run.
Windows can be closed, resized, moved,
minimised to a button on the taskbar, or
maximised to take up the whole screen.

A window consists of the following parts.
The title bar displays the name of the
program or file you have opened. It is found

at the top border of your window.

Lﬂ Unit 3 - Microsoft Word

Figure 6.8a The title bar

The menu bar displays a list of available
options. This is usually found just under the
title bar.

I Fle Edt View Insert Format Tocks Table Window Help

Figure 6.8b The menu bar

The scroll bars allow you to see portions
of the document that are presently hidden
from view if the entire document cannot
be displayed on the screen. There are two
scroll bars, the vertical at the right and the
horizontal at the bottom of the window.

Toolbars display shortcuts to commands.
You can give the computer a command by
clicking on a toolbar button. For example,
the button to give a print command may look

like this:

BIEA" VT RENE- A VAL R L |

Figure 6.9 A Microsoft Word toolbar

The status bar is usually found at the
bottom of the window. In a word-processing
window the status bar may display
information such as the page and line
number on which you are presently typing.

Page 5 Sec 1 Sf12 A7 In32 Col2s ox

Figure 6.10 A Microsoft Word status bar

Working with Windows

Maximising, minimising
and restoring windows

To minimise or maximise a window or
restore it to its previous size click the
appropriate button in the upper-right corner
of the window:

e Click to minimise the window

to a taskbar button. The window will
disappear from the screen, but it will still
be available in the taskbar. To restore the
minimised window to its previous size,
click its taskbar button.

e Click to adjust the size of the

window.
e Click @ to restore the window to its

previous size.

You can also double-click the window’s title
bar to maximise it or restore it to its
previous size.

Resizing windows

The following points describe how to resize
an open window. (Note: You cannot resize a
window when it is displayed in a full screen
(maximised).)

e To change the width, point to the left or
right window border. When the pointer
changes into a horizontal double-headed
arrow [, ] drag the border to the right

or left.
e To change the height, point to the top or
bottom window border. When the pointer
changes into a vertical double-headed
arrow [ 4 drag the border up or down.

e To change the height and width at the
same time, point to any window corner.
When the pointer changes into a diagonal
double-headed arrow [, drag the border
in any direction.
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Moving windows

To move a window, place your mouse pointer
in the title bar. Click and drag the window
to the desired position. You cannot move a
window when it is displayed in a full screen
(maximised).

Working with more than
one window

To arrange all open windows:

1 Right-click an empty area on the taskbar.
2 Click Cascade Windows, Tile Windows
Horizontally, or Tile Windows Vertically.

(See Figures 6.11 and 6.12.) Windows that
are reduced to taskbar buttons will not

Figure 6.11 Tiled windows

Cascaded windows

Figure 6.12

30

be displayed when you tile or cascade. To
restore your windows to their previous state,
right-click an empty area on the taskbar and
then click Undo Cascade or Undo Tile.

Quitting a program
To quit a program click on the title bar.

You can also click Exit in the File menu of
the program you are using.

Shutting down safely

1 2000 and XP

Click on the words Shut down at the bottom
of the start menu. Depending on the version
of Windows you are using, a shut down
window may appear like the one shown on
this page. Click OK. The systems unit on most
modern computers turns off automatically, so
you will only need to turn off your monitor.

Shut Down Windows = x|

g Whiat do you want the computer to do?
T - |

Ends your session and shuts down Windows so that
you can safely turn off power.

oK I

Figure 6.13 The shut down window

Cancel I Help

2 Windows 7 and Vista

In Windows Vista, click on the Start menu,
then click on ». A list of options will appear.
Click on Shut Down. In Windows 7, click on
the Start menu, then click the Shut down
button I = .
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Mz glossarz |

i Write definitions of the following terms.

Cascade POST Taskbar
Desktop Recycle bin Tile

Switch User lcon Scroll Title bar

Log Off Maximise Scroll bar Toolbar

Lock Minimise Status bar WIMP

Restart Menu bar Sub-menu Window

Sleep

Shut Down

Figure 6.14 The Vista shut down menu

Developing work skills

Prepare a table summarising each skill introduced in this unit and at least one way of performing it.
Two have been filled in the table below.

Task

Method

Opening a program

Use the left mouse button to click start. When the menu opens, point to All
Programs and then click the name of the program you want to open.

Moving a window

Ensure that the window is not maximised, then click on its title bar and drag it
to the desired position.

Examination-ty

1 Define the following terms as they relate to 3 List the steps you must follow to do each of
computers: the following:
a Desktop a Start up the operating system (2 marks)
b lcon b Open a program (3 marks)
c Menu c Shut down the computer safely (3 marks)
d Folder (4 marks) (Total 8 marks)

2 State the purpose of the following items in
the Windows operating system:

a Recycle bin
b Taskbar

c Scroll bar
d Wait icon

(8 marks)

3L



Computer care and
ergonomics

By the end of this unit you should be able to:
e Describe ways of caring for computer peripherals and the working

environment

e Identify health factors associated with computer use

Unit at a glance

e General care of the computer includes:

Following all manufacturer’s
instructions.

Keeping the computer, peripherals
and work area dust free.

Protecting the computer from
moisture and extended exposure to
direct sunlight.

Using a surge protector.

Covering the computer when not in
use.

Installing and using antivirus
software.

General care of the computer

The computer and associated devices are
designed to be durable, so they are not
usually damaged through normal use.
However, they are made of electronic
components that must be safeguarded

from dust and moisture. Following these
guidelines will help ensure that you get the
best from your computer system.

e Ergonomics is the science of designing
equipment and work processes to suit
the worker in order to reduce the risk of
strain and injury. Ergonomics seeks to
minimise risk of injury from:

* Repetition.
. Awkward ROSTYIES. Figure 7.1  Read your instruction manual when
« Static forces. setting up

e You should know the harm caused by:
« Extended use. Setting up your system
¢ |Inadequate lighting. ®

« |nappropriate furniture.
e Bad posture.

Read your instruction manuals carefully
before setting up your computer or its
peripherals (Figure 7.1).

e Obey all warnings on the equipment.
Hazards are often indicated by A\ or some
other symboaol.
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e Place your equipment on a sturdy, level play surface of your disks and diskettes.
desk. Ensure that your desk is four to six Optical disks (CDs and DV Ds) should
inches from the walls. This allows for always be held by their edges. Keep all
proper circulation of air and leaves space disks in their protective cases.

for all cables to be safely routed.

e Do not expose your computer equipment
to direct sunlight, external heat
or moisture.

e Use a surge protector and uninterrupted
power supply (UPS) unit to plug in your
computer and telephone cable. This
safeguards your equipment from harmful
fluctuations in the power supply.

e Never overload electrical outlets.

e Position the monitor so that there is no
reflection on the screen. If reflections are
unavoidable, use an anti-glare screen.

Figure 7.3 Don't put food or drink near computers

® Keep the documents that you create on
your computer well organised. In Unit 6
you will learn how to create folders and
subfolders for organising your work.

e Your computer does not have unlimited
storage space. You can free space on
your hard drive by deleting all unwanted
documents. Do not keep documents that
vou do not need.

e Your computer comes with several
maintenance programs including disk
backup, error checking and disk

Maint aining your work defragmenter. You will learn how to
. use these utilities in Unit 27.
environment

e Protect your computer from harmful
e Never eat or drink near the computer.

intrusions such as viruses.

e Keep your work area free from clutter e Ensure that all cables and extension cords
and dust. are secured where they cannot be tripped

e Usea soft brush or feather duster th) dust over or trodden on, nor snagged by chair
the monitor, keyboard, systems unit and legs or rollers.
other devices.

e Wipe the monitor screen and scanner
glass with a soft lint-free cloth that is Utilities
moistened (slightly damp, not soaked!)
with a screen-cleaning liquid. Screen-
cleaning liquids may be purchased at a
computer supplies store.

e Cover the computer and its peripherals
with dust covers when the equipment will
not be used for a long period.

e Ensure that no dust, moisture,
fingerprints or scratches get onto the

Figure 7.2 Safeguard your power supply

Utilities are programs that are intended to
recover data and manipulate disk files. For
example, antivirus programs are designed
to search for and remove a virus program
(see Figure 7.4). A virus is a program that is
designed to destroy files or corrupt a hard
drive. There are three ways of acquiring a
computer virus:

33



Electronic Document Preparation and Management

e It can come attached to an email.

e It can come on a floppy disk that was
used on an infected computer.

e It can come to your computer when
you download files from a website
that does not have strict antivirus
regulations.

Some antivirus programs check programs
while they are being installed and warn

of potentially harmful actions. Antivirus
programs are a useful safeguard. However,
new viruses are constantly being created so
yvou should follow these guidelines:

e If you receive an email from someone
yvou do not know and it has an
attachment, do not open it. Delete it from
your system.

e Avoid interchanging storage media
between computers. For example, do not
use a flash drive or diskette at the public
library and then use it on your home or
school computer.

W wmantec.

F * Norton
Falfuon amter AntiVirus
Toiod Pevbond

Tasks L Scans

Seminags

Secure

Omick Links

Omick Tasks

Repoits & Satistics

p—

Do not insert flash drives and diskettes
from unreliable sources.

Use antivirus software to scan all media
before copying or opening files from them
or starting your computer from them.

Do not visit unsecured websites.

Learn how to recognise the common
signs of viruses. These include unusual
messages that appear on your screen,
decreased system performance, missing
data, and inability to access vour

hard drive. If you notice any of these
problems on your computer, run your
virus-detection software immediately to
minimise the chance of losing data.
Always get the latest version of antivirus
programs. Many of the antivirus software
manufacturers allow licensed users to
download the latest updates from their
websites.

E3

DI [0 vew

Figure 7.4 Norton Antivirus screen
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Ensuring personal health and
safety

Ergonomics is the science of designing the
job, equipment and workplace to fit the
worker, reducing fatigue, discomfort and
injury. It includes:

e Workspace design such as office layout
and size, seating, lighting and ventilation.

e Furniture and equipment.

e Work habits.

Ergonomics seeks to minimise risk of injury
from:

e Repetition or body movements carried out
over and over again.

e Awkward postures or body positions
such as excessive twisting or stretching.

e Static forces caused by maintaining the
same position for a prolonged period of
time.

Repetitive strain injuries occur when the
muscles, tendons, nerves or other tissue
experience stress or strain because a task

is performed repeatedly. For example, the
painful condition called carpal tunnel
syndrome develops in the wrists of persons
who often type on computer keyboards for
long periods of time. Repetitive strain injuries
are also known by other names, including:

e Occupational overuse syndrome.
® Repetitive stress injuries.

e Cumulative trauma disorders.

@ Repetitive motion disorders.

Figure 7.5 Have a well-organised work area

Computer care and ergonomics

Workspace design

The office should be designed to promote
worker health, safety, comfort and efficiency.
Offices should never be overcrowded. Rooms
should be well ventilated, but desks should
not be placed directly below or in front of
air-conditioning vents. Offices should be
well lit, but glare should be minimised in
order to prevent headaches and eye strain.

Furniture and equipment

Ergonomically designed office furniture
helps to promote efficiency and health.
Furniture should be adjustable to cater for
the needs of different workers. Chairs should
be comfortable with adjustable height,
lower-back support and adjustable armrests.
The height of the desk should be appropriate
for the worker and the task to be done.

The height should allow the worker’s
shoulders to be relaxed and to hang
naturally. A lower desk or a keyboard tray is
necessary for typing.

Posture

Sit with your back erect and your shoulders
down and back. Do not be stiff or tense;
relax, but do not slump. Adjust the chair
height so that your knees bend at a 90°
angle. Your thighs should be horizontal and
your feet should rest firmly on the floor.

Forearms
horizontal

Seat back
adjustability
N

Good lumbar \

sSUpport —m

Space in front of

keyboard to support

hands during
——pauses in keying

b S

\Space for postural
change —no
obstacles under desk

Seat height
adjustability —————_

No excess pressure
on underside
of thighs and
backs of knees

Foot support if
&« required

Figure 7.6 Correct posture helps to promote both
efficiency and good healfth
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Your keyboard should be positioned so that

your upper arms will hang naturally at your
sides. Your forearms should be parallel with
the keyboard. Your wrists should be straight.

Work habits

Position your work so that you can be
comfortable while doing it. Avoid postures
that require extended stretching, twisting

or unnatural curvature of the spine. Take
short breaks (10 to 60 seconds) throughout
the work day. During these breaks look away
from your work, blink several times and flex
and stretch your muscles. Get out of your
chair every 20 to 40 minutes. Try to alternate
tasks so that you avoid having overly long
periods of the same activity. For example, a
period of typing may be followed by some
filing in order to change position and stretch
the muscles.

Important reminders

To ensure personal health and safety, follow
these guidelines:

e Use a properly designed computer desk
with a built-in tray to hold the keyboard
and mouse.

Examination=-

e Select a comfortable chair with adjustable
height, lower-back support and adjustable
armrests.

e Position your monitor 24-30 inches
(60-75 cm) away from your eyes or
approximately an arm’s length away from
your body.

e Look away from the screen and blink your
eyes every few minutes to reduce the risk
of eyestrain.

e Take frequent breaks away from the
computer.

e Report safety hazards to your teacher or
the first available teacher.

e Report accidents in the computer lab as
soon as possible.

e Cooperate to provide instructive charts for
the computer lab.

My glossary

Write definitions of the following terms.

Antivirus Surge protector
Ergonomics Utilities
Repetitive strain injuries  Virus

At the end of a long EDPM session, Mai Ling
complains of blurred vision, pain in the wrists,
aching lower back and numb fingers. Her doctor
advises her to learn about ergonomics.
1 What is ergonomics? (2 marks)

2 Explain three causes of repetitive stress
injuries. (6 marks)

3b

3 Prepare a list of guidelines under the
following headings that can help Mai Ling to
prevent or reduce her symptoms:
a Selection of furniture
b Workplace design
c Work habits
d Posture (8 marks)

4 State four ways of caring for computer
equipment. (4 marks)



Keyboard mastery I

Keyboard mastery I

Suggestions for teachers and students:

) 33535455548

)

)

Disable the auto correct option in the
word-processing software.

The exercises in this section are intended
for classroom supervision. Ensure that the
correct posture and fingering techniques
are used. Students should also practise
independently.

You may use techniques such as clapping,
tapping your feet or a metronome to
develop rhythm.

Use available typewriting software

to help your students to become efficient.

e It is essential that you practise

consistently until you can type at a speed
of 35 words per minute or faster.

Note that the keyboard layout assumed
for these exercises is the US layout. Your
kevboard may differ in the positions of
some keys such as the double quote and
@ symbol.

Note that additional practice exercises can
be found on the accompanying CD.

NOTEBOOK L: TOUCH TYPING

Typing without looking on the keyboard is called touch typing. To be an efficient typist you
must be skilled in keyboard mastery. This medns you should be capable of typing accurately at
high speeds. The key to your success lies in constant practice with a good dictionary
and thesaurus as your desk companions. Practise each new reach repeatedly both in the
introductory exercise and in connected matter:

The home keys, guide keys and guide fingers

Keep the fingers of your left hand on asdf and the fingers of your right hand on ;IKj. These are the
home keys. The A Key on the left and semicolon key () on the right are called the guide keys.
Hence the little fingers which are assigned to these keys are called the guide fingers. when the
little fingers are over the guide keys, it is easy for the other fingers to find their respective home keys
naturally. Each finger must be used only for the keys assigned to it. Use dll of your fingers when typing.
Strike the space bar once with the right thumb to create a space after you have typed a group
of letters or a word. Aim to fype accurately without looking on the keyboard. Keep your eyes on the
copy’, that is, the text from which you are typing.
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Look at the diagram above carefully and locate the home keys. Now look at the computer keyboard.
Locate the home keys and position the fingers of each hand over the key to which they are
assigned. The fingers should not touch the home keys, but hover slightly above them. It is from
this position that all other keys are reached in touch typing. When all of your fingers have been
correctly positioned, the & and H keys should be free in the middle.

The computer keys are very sensitive. Touch them lightly to avoid unnecessary repeating of letters
you have dlready typed.

Exercise 1: Getting to know the home keys

1 Type the following: aaaassssddddffff;;;llllkkkkjjjj (tap the enter key once)
qnllllkkkkjjjjfffffddddssssaaaa (tap the enter key twice)

2 Type the following but this time tap the space bar once to create a space after each
letter: asdf;lkjasdf;lkjasdf;lkjasdf;lkj
ilkjasdf;lkjasdf;lkjasdf;lkjasdf

Look at the two assignments you have done. Discuss the difference.

3 Type the following exactly as it is three times:
aaaa ssss dddd ffff;;; llll kkkk jjjj aaaa a ass dd ff ;; Il kk jj
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NOTEBOOK 2: GETTING READY TO TYPE

As you type a character key (new key or new reach), keep the other fingers curved, hovering over the home
keys.

Space between words/groups of letters
The space between words or groups of letters is called a character space. Tap the space bar once with your
right thumb to create a character space between each group of letters or words.

Say each letter to yourself as you type. Speak softy. Do not disturb the person next to you.

Margins

The unused space that surrounds the fext on a page is called the margin. There are four margins: top,
bottom, left and right. These mdrgins have been pre-set on the computer. However, you may change the width
of each margin as necessary.

Set the margins
Click File then Page Setup ... on the menu bar. Click the * or = until the margin size changes to the
width you want to use. Click OK.

Before you begin typing, always set the left margin on 5 cm (2 inches) for all fingering exercises
until your teacher instructs you to do otherwise.

After you have completed each exercise, check to see how accurately you have typed. Do not attempt to
correct errors. Your teacher will tell you when to do so. When instructed, save the document you have created.

Exercise 2: The home keys

Type each line three times, then leave a clear line by pressing the
Enter key twice before starting the next line of the activity.

asdf ;lkj asdf ;Ikj asdf ;lkj asdf ;lkj asdf ;Ikj asdf ;lkj
aaa ass add aff a;; all akk ajj ;;; ;ll ;kk ;jj ;ff ;dd ;ss;
saa sss sdd sff s;; sll skk sjj I;; lll Ikk ljj ddd daa dss
dff d;; dll dkk djj k;; kil kkk kjj kaa kss kdd kff kak;

all ass add ask sal sad saf lad las laf lal lak laj la;
asdf ;lkj asdf ;Ikj jkk fdd kil dss a;; Isd jfs asdf ;lkj;
faa fss fdd fff f;; fll fkk fjj j;; jll jkk jjj faa fss fdd jff
dad das daf dal dak daj jad jal jaf jak jas jaj jada;

salsa sass asks lala fada falk laka jada lass sall daff fall

asdf ;lkj asdf ;lkj asdf ;Ikj asdf ;lkj asdf ;lkj asdf ;Ikj asd 39
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YA ANAH DA

Strike the keys with a light touch

Say each letter as you type

Ignore errors

Set the left margin at 5 cm (2 inches)

NOTEBOOK 3: TYPING A NEW REACH

New reach: In this and subsequent exercises, the line in which two boxes dppear, one on the
left and the other on the right with three letters in each, represents a new reach that is being
introduced.

Reach is the name given to the new character key you will type. The letter in the middle of the box
is the new reach. The first letter is the quide Key. It fells you which finger fo use fo type the
new reach (new character key) dfter which you must return the finger to the quide key. Type with a
rhythm and sing the letters softly to yourself while you type, but do not disturb the person sitting
next fo you.

Before you begin to type a new reach, first locate it on the keyboard and practise typing
it without actually depressing the Key. Start by fyping each line three times, then tap the enter
key twice to leave an extra line space before going on fo type the next line.

Exercise 3: New reaches: g h

Set the left margin at 5 cm (2 inches).
Remember to type each line three times, then leave a clear line by pressing
the Enter key twice before starting the next line of the activity.
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fggf dfgf jhhj fgf jhj hhj ggf fggf jhhj o
fgf jhj gfg hjh gfg hjh;fgf jhj fof jhj fof ihj
fgg gfg jhh hjh gs; gl; ga; gk; gd; gj; gd;
ag ;h sg lh dg kh fg jh jg th gh Ig sh; hg
ash gag hag flag sash hash shal dahl; has
galas fagsa ;hfg; shaga glass flash as; sal

a lass lash a glass flask; dad had half a flag;
gag a dash hag as hall lags; dad had a salad;

a glad salad falls as dad gags a glass flask hag;
dad shall flag a gas shag as jala dash lass lafs;
saghs shall fall as half glass dash glad kada;

Exercise 4: New reaches: e 1 C ,

Remember to type each line three times, then leave a clear line space
before starting the next line of the activity.

ded

1

ded kik ded kik ded kik ded kik ded kik }
dee ede kii iki led sik dig jig hig geh fell; kik
lall laid jiffa dhal keda skill fell deaf jelli
ella dellia sailed fellas jagged silk dished
sell dahlias sail seas feel leaf kill ease

all sails fall as ash gases dashed ale kegs;
lasses sell ladies jig slides as lads sell dads figs;
filled kegs half fields as jell fishes failed;

saki slides as she half eased jailed lads dial;
lassie seeks lass leaf as hall fills all dales
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3 decd k,k ded k,k dee k,k ded k k ded k,k;
dcd cck,, deded k kik deded k,kik dededc k,kik,; k.k
flick, deck, licks, jacks, lacks, dicks, kicks,
click sick cellis hicks lacks lick jicks cakes;

4 cefs lacks calls, all cefs kick hacks deck;
call fellas, call gals acasa aces, chads chess;
caddies facial lacks chief dice, classic access
slack slicks, flack his dashed lace head flies

5 diced lice, hacked sack, filed cases, glacial chaos,
cased icicles sacks acacia, fickle calas, decked hat,
ask alice if cassie sick lasses ache hailed delcie;
caseck kajeck has sickle cell, she called her classes

Keep your feet flat on the floor, one slightly in front of the other
Sing the new reaches softly to yourself as you type with rhythm
Tap the space bar once to leave a space between words and
groups of letters

Type each line three times

Save the document on a storage device

NOTEBOOK 4: USE THE CORRECT FINGER

Modifier keys: Caps Lock and Shift key

The Modifier (shift) keys: In the following exercises you will learn how to use the shift keys to type
upper-case characters (CAPITAL LETTERD). You will find a shift key on each side of the keyboard. To type
an upper-case character, depress the shift key with the little finger of one hand while you type the letter

with the designated finger of the other hand. Example, to type A, depress the right shift key, then type A.
Release both keys immediately. Repeat this action using the left shift key to type O. An easy way to remember
what fo do is to memorise the steps: depress the shift key, type the character then release both keys
immediately.

Use the Caps Lock fo type blocks of fext such as a main heading or sub-heading.
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Exercise 5: New reaches: Left Shift Key Right Shift Key x .z “” 7,

Set the left margin at 5 cm (2 inches).

Type each line three times.

This exercise introduces the double quotation mark. This is not the same as two single
quotation marks. The double quote is obtained by holding the Shift key and striking the
single quote.

1 aAasSs dDd fFf ;:; ILI kKk jlj A:S Ldf: .
For left AlLl Id Fu Je Dk Si Kg :s Gh Jd Eh Ig: For right
c‘.':\pltal HAE Alice: Chaka: Eddie: Delcie: Faces: Sack: capital HSE
right shift Lecia: Gesha: Icicle: Kassie: Hilda: Jada: left shift

“Shales held all cheese cakes” said Jessica Kadlec

2 sxs |.Isxs .l sxs |l sxs I.I sxs I.| sxs LI
sxs |.| axa sxs LI dxd fxf IxlI kxk gxg hxh ;x;
sxs |.l cxc ,x, lix x.x Axis exe Ixi fax sex sx.|
flex. Slax. Lex. Sax. Lex. Fix. Hex. Exhale.

SXS

3  sxx|l.sxs LI sxsx|.l. xsx .l. xas .lk sax |;
ax ;. Sx I. dx k. fx j. gx h. sax Ixs. Dex ki.
ax ;. Sx |. dx k. fx j. gx h. sax Ixs. Dex ki.
.Sax ... Hex. Sxl. Sxa. Sxi. Sxk. Sxf.
Dixi Alex faxed Lex six. Jex fixed all dex hexed axis.
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4 exhale exhaled fixes exiles Axiel Sixfam’s hoax.
Lix sixs lax. Saxi exed fixed jix. Essex’s dix.
Jex fixed six faxed axe sxl. Sxc Cxc dsxd l.Isxs
Sax faxer dex xef xik xaj affix sexes excess l.Ixs

o fr,

5 aza;”;aza;"”;aza;”;aza ;”; aza;";aza;"; aza;";
zed zsz zaz zil ezk Liz rez zil zek zew liz zul eiz P
“Lessie is selfish,” said Clessie. “She is a laze.”
“Jessie laughs. Cecelia’s gazelle laughs less.”
“Lazag,” Called Jake. "I said | did see gas leaks;"”

aza

You have now learnt enough keys to type some new words at a faster speed.
With regular practice you will soon master the keyboard.

6 “Aziz Hazez" Zekiz, Zisca "Jeliz,"Zid Jigz,
Iza Laza, Zilca “Zaceiz" Zelda “Dazel” z
Aza Jeze legz Cadiz, "Jizac Zekz" Gez Zilig
Dida Zaed, Kizi Gaza, Hazak Lazad,Fiz;
Zikki Zed dazed Eliza Zee, " Dezi Zagz" Zez

7 ;:aza;';aza;’; aza;; aza;'; aza;'; aza;’;
aza al slr d!fl ;l' Ilk!j! glhlals!d!fl;llklj! glh ;l; ;';
giz's diz's zez's fil's calz’s fed's ak’s zezl's
‘Zac' ‘Laz’ “zef" zif Faz,"Liz"” zed zig zag;’
Jaze's laze Cadz Zel's Ada’'s Feliz ziz's zag’

8 Kadz's ice fields glazed Zalli jaze's ziz's
Zada's jazzed glasses fell. Gizelle sizzles
Alizia,Liz’s Zida's jazell's iced zig Zefa's
Kaza fielz Zack jiz's, Chez’s Fizkle's Azi

® The double quotation mark is not thesame as @ The first letter in each box indicates that a new

two single quotation marks reach is to be typed, and which finger to type
@ The double quotation mark (double quote) is the new reach with

obtained by holding the shift key and striking @ Keep your eyes on the copy. Do not attempt to

the "/ key correct mistakes

® Set the left margin at 2 inches (5 cm)
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NOTEBOOK 5: CORRECTION OF ERRORS

Proofreading means checking your work when you have finished typing to be sure you typed
exactly what you shoud. Whether you make mistakes reqularly or not it is your responsibility to
proofread. Ask someone to read the original while you follow on the screen or vice versa.

Accuracy will improve steadily if you keep your eyes on the text while at the same time maintaining
good typing rhythm. The exercises you will fype from here on are designed to improve speed and
dceurdey.

Correction of errors

Typing students, especially those preparing for examination should know the penalty for each type of
error. Errors include the inclusion, and/or omission of a word, block of text ete. in the wrong place,
and failure to apply the rules and principles of grammar and typewriting. After typing, check the
soft copy against the original and correct all errors. To avoid repeating errors adjust faulty typing
techniques and correct errors as soon as you discover them.

Methods of correction
Delete: To delete one character, word(®), or a block of fext:

i Oelect the fext fo be deleted by positioning the cursor before the first letter in the word, click
the left mouse button and draq it accross to the last letfer.

i Press the delete key once and the selected fext will disappear.

i Continue fyping.

(Also see Unit 12)

Exercise 6: New reaches: r u t y /

Set the left margin at 5 cm (2 inches).
Type each line three times.
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frf

ftf

aza

frf juj frf juj frf juj frf juj frf juj frf juj frf juj frf juj;
Frr juu rfrf ujuj ruf ruj jur juur frru hyuj suez usher

juj

free Juju Luces’s full. Julia's shuffles are ruffled.
Ucla sells juices, iced. Rufus culls fish heads.

“Ucilda Ridge guards such fishes:” Alice laughed.
“Surely.” Said father, “All Hazel's cards are here, Gilda.”
Africa, Israel, Russia and Fuji had the usual guides
Jursca Guzreff shall like Druell Fazeed

Russel guessed Ursula was sure Rakha Rahael sailed aside
As Shurla hurled a rude guruh’s crushed head, Urcil giggled
Keisha Kurla shall judge curled hair jiggles

Julia Jodi cried as her crude ruler sailed

ftf jyj ftf jyj ftf jyj ftf jyj ftf jyj ftf jyj;
ftf jyj ftt jyy fyt jty stjy jyst try yut yet:

ivi

fat yet set jet urt tru atu uit tui lau hau.
hurt Kurt suit Tuit tuil crui druf surf lur

Lydia Guy says the Gulf States fuel is really ready.
Jessie’s faith lasted all his little lusty life:

“July’s Saturdays are great.” | like Fridays.

August’s Thursdays are crude. Tuesdays are the best.
Saturday, Tuesday, Thursday, Friday. All days.

a;/, aza ;/; aza ;/; aza ;/; aza ;/, aza ;/;
July/August Thursday/Friday cruise/sail

Light/Dark see/hear/taste fair/ugly
Zaire’s Rasta/Dreads failed last cricket test.

First letter in each box indicates which finger you should use to

type a new reach

4k

Type each line three times

Keep your eyes on the copy

Adopt correct sitting posture

Use the correct quide finger for each new reach




Exercise 7: New reaches: w 0
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-9

Set the left margin at 5 cm (2 inches).
Remember to type each line three times, with a clear line space between each group.
Leave 2 character spaces after the question mark.

SWS

aza

sws lol sws lol sws lol sws lol sws lol sws lol;
sww loo owl wol wof ows low wo; ow; sows stow. lol
Oslo orgy grow swor word fowl wolf slows wow
Screw arrow worms world lower slows cows rows.
Chewer dower rower fewer wards weirdo hewer sew.

Jade saw the waters swell as Wallace looked ahead of Hewitt.
The close shallow water did not curb their swooning today.
Orwell was always ready while Sheila waited for the wise girl
All laws were waded through at the court of justice halls today.
Wilkie walked where wild flowers will grow while water flows.

azA ;?; aza ;?; aza ;?; aza ;?; aza ;?; aza;?;
A?a ;?; s?s 1?1 d?d k?k f?f j?j h?h g?g a?a
?w s? 0?0 u?u y?y t?t r’r e?e w?w d?a
a?a ;?; s?s 1?1 d?d k?k f?f j?j g?g h?h ;?;
Sad? Why? How? Gone? Dead? When?

Will Azaria tell Zelda's side of the tale?

Did you guess the correct order of the words?
“Earth works?"” Did you ask for the hat also?
Really? Truly? Who is this beauty? Isn't she cute?

Will Hazel Keseke raise the price of sweaters after Will's prices fall?
While he walked away, Walter Woods saw the owl with the bowl:
High Courts let all foolish laws fall as to wit they lowered the case.
Willis Oldfews saw the willows he hewed at Crow Prowler’s yard.
After Drew’s, Lady Fowler, the dowager looked blown away.

Adopt the correct posture and keep your eyes on the copy

Type each line three times

Leave one space after colon, semicolon and comma

Leave two spaces after a full stop, question mark and exclamation
Position the book at a slope to the side of the keyboard where it

does not affect use of the mouse
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Exercise 8: New reaches: v b m n
Set the left margin at 5 cm (2 inches).

1 fvf jmj fvf jmj fvf jmj fvf jmj fvf jmj fvf jmj T
fvf fvv jmm vfv mjm vm; msl lim ved vak maj jmj

jam kim lov cav vau vol mod ami ave umv vag

vote, jams moss love some viva most germ dove.
James gave Velma's velvet kurma to Mavis Cave.
Dreamers Mountains may see climbers from many miles away.

2 Verda closed the vault door very carefully today.
Roma and Edith were room mates at school.
Most times Samuel mixes dove drinks with Smalta
Verol, Dove, Mala and Mervyn versified seven poems on the
vessel today.
Curves come smaller. Most are much wider these days.

3 fbf jnj fbf jnj fbf jnj fbf jnj fbf jnj fbf jnj fbf jnj

fof fbb jnn fbf jnj fbb jnn Jan nag gin kin won Ron inj

cub rob tub dub run rub cob eon one Don fun fob:;
Narace sobs and runs a yarn, then turns to burn the urns.

4  Fine bones and brand new snow brings Tone running.
Easter brings buns, eggs and funny bunnies bundled as one.
‘Golden Nuggets’ is playing tonight in the cinema on Bush Road.
The newest cricket ball in the market is called ‘The Kangaroo’.
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5 Velvet brings Nell Brown ten new green ribbons annually

7

Granny Luces became a world famous runner after many years.
The Bank of Trinidad has engineered an enhanced savings plan.
Do you remember how Milo’s secret made Marlon smile?

On Sunday at noon, Senna, Jane and Norris had seen Evadne

On Valentine's Day Margaret married the Merchant of Valencia.
Vernon, will not leave before asking the question that bothers him.
Dixie designs equally beautiful garments for ladies and men.

Yvonne met Mura Blackburn where Blanche sent Velma.
From Fedon in Grenada they were sent to Trinidad Pitch Lake
Cousins Bernelle Du Bois and Burnelle Nyack are firm friends.
Marjorie Lynnette, Ann Margaret, and Gabriel Wendell are
Hermie and Wilson'’s children.

Exercise 9: New reaches: p

Set the left margin at 5 cm (2 inches).

aga

aga ;p; aqa ;p; aqa ;p; aqa ;p; aga ;p; aqa ;p; aqa ;p;
aq ;p aqq ;pp qa p; gaq p;p qwd po gsk pli gse aq;p p;
pol; gera ;pl ags pki qde kip deq req iop qat p;y jip feq
tap poq sup pit urp laq sweep piss posse ques piro enq bp
gaq sop sp; ;lq qif peq que bop rap dip qua pop lap

Pommeracs, pomcytheres, pineapples and squash are favourites.
Pirogues are quite safe in South Quay, Port of Spain.

Parkites Sports Club is quick to quibble, “We play in Queens Park.”
Quick witted Quincy quickly ran and left the Paraquettes quaking.

Police and Prisoners squall about spies in the squalid quarters.
Proud squires quelled quarrels and proffered punch to quench all.
Parrots, quails, and monkeys chased the quenks at play.
Squealing sqaws squabbled as pushing squatters played squares.
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NOTEBOOK b: CORRECTION OF ERRORS-
CONSOLIDATION EXERCISES

Correction of errors
Insertion or omission of a letter or letters, word/s, paragraph/s or even a whole section of a
document are some common mistakes which typists make from time to time. Therefore, proofread

-~ your typescript and correct errors.

Consolidation exercises

The following exercises are intended to help you build self-confidence and strengthen the weaker
fingers. Copy each line three times then leave an extra line before going on to type a new line. At
the end of each exercise proofread and correct errors.

Exercise 10: Consolidation

Let us use all of the reaches that we have learnt so far.
By now you should be able to strike the keys automatically without looking at the keyboard.
Set the left margin at 3.75 cm (1.5 inches) and type each line three times.

1 asdf ;lkj asdf ;lkj asdf ;lkj asdf ;lkj asd’lkjf
ded kik ded kik ded kik ded kik ded kik ded
dcd k,k ded k,k ded k,k ded k,k ded k, k ded
frf juj frf juj frf juj frf juj frf juj frf juj frf juj

2 ftf jyj ftf jyj ftf jyj ftf jyj ftf jyj ftf jyj ftf jyj;
sws lol sws lol sws lol sws lol sws lol sws lol
I.I sxs I.I sxs L.l sxs L.l sxs .| sxs L.l sxs L.| sws;
fbf mj fbf jmj fbf jmj fbf jmj fbf jmj fbf jmj;
fvf jnj fvf jnj fvf jnj fvf jnj fvf jnj fuvf jnj

3 aqa;p; aqa ;p; aqa ;p; aga ;p; aqa ;p; aqa ;p;
aga aza;/; aza ;/; aza ;/; aza ;/;, aza ;/, aza ;/; aza P
;b aqa’;’ sws ;' aza;'; sxs ;' sxs ;' sws ;'
7 ded ;7 frf m; ftf ) fof ;7 fvf ") jnj;

:u Ded ;i fRf ;:; Sws ;:; ftf ;; Red ::: Grs :;
fof jhj fof jhj fgf jhj fofjhj fof jhj gfg jhj fgf;

4 Mabhla's dad had cracked half of all Razack’s cakes.
Elsa sold Eddie’s checkered easles at Ella’s weekly sales.
llya will hold all the tickets for the cricket wicket keepers’ fans.
Delcie knows Elsa Williams is Lilh DuBois’s teacher not Jeanette’s

5 The stylish hat she wore that day is grandma’s best head piece.
Venus Martian and Pices Jupiter will merge all their businesses.
Sixty tornadoes swept through five states in America on Wednesday.
News of the great disaster flashed on every television set today.
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Exercise 11: Speed and accuracy

Calculating typing speed
This activity is designed to help you work out how quickly you are typing. Tvping speed is
calculated by dividing the word count by the time you took to type the passage. Note that the

word count is calculated by dividing the number of characters in a passage including spaces
by five.

Example:
Assume that you typed a passage in 10 minutes
The character count = 820

The word count = 820/5 = 164
Then your typing speed = 164/10 = 16.4 words per minute.

Set the left and right margins at 2.5 cm (1 inch) from the left and right edges.
Type each passage in double line spacing, then calculate your speed.

Passage 1 Cricket World Cup safety rules have brought changes that some folks
are unhappy about. Fans expected zeal and vigour on the field as well
as quick running between the wickets — not apologies for failure to
perform well. We realise that the outstanding teams are better prepared
than the poor performers who appeared to be unprepared and out of
their depth. Two well-known personalities of the sport have died in the
same country. Joy, excitement and anxiety are three of the reasons that
have been suggested for the abysmal performance of the team. It has
been rumoured that some countries of the east have already decided
they will no longer employ foreign coaches: but the West Indies Cricket
Board of Control has taken no such decision.

Character count: 735

Word count: 147

Passage 2 As a sports fan travelling to the West Indies for the Cricket World Cup
Tournament, be sure to include sun tan lotion, a pair of dark shades
or two, hats with a brim, a strong umbrella, some sleeveless jerseys,
and shorts of varying lengths. To avoid dehydration on hot days, do
drink lots of wholesome liquids. Important! Include a rain coat in your
luggage because cricket and rain always follow each other. Always have
some means of identification with you as you move around. When you
shop for clothing you should make wise choices. Some fabrics wear well
on hot days. Cotton and linen keep the wearer cool. “Some people feel
dizzy in the summer so avoid over exposure on hot days.” quoted Joyce
Buxom.

Character count: 706

Word count: 141.2

Passage 3 All Caribbean community countries celebrate common feast days and
festivals. Christmas is an example of a common feast day. Easter
is another. Almost every country of the community is independent.
Reflecting on independence often leads to reflections on the abolition
of the slave trade by the British. For me the parallel is that abolition of
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the slave trade and independence are two similar situations. With the
abolition of slavery, the slaves found themselves responsible for their
survival for the first time since their brutal uprooting from Africa - the
‘mother land.’ ‘Massa day done.’ This was the joyful cry. However, in
some ways the period immediately following their freedom was in itself
even worse than slavery.

Character count: 611
Word count: 122.2

Passage 4

The post-independence era saw the fledgling independent Caribbean
states struggling to do what the freed former slaves once had to do -
be responsible for themselves. For most it was not easy. For those
with some resources to rely on, it was less difficult. Even before the
era of independence there was the ill-fated attempt at federating
the West Indies. The failure of the federation is well documented and
immortalised in ‘Federation’, a calypso sung by the world renowned
calypsonian Fransisco Slinger — ‘The Mighty Sparrow’. He sang this
calypso in the Independence Calypso King Competition which was
held as part of the celebrations when Trinidad and Tobago attained
independence from Great Britain forty-five years ago. Kade Simon -
Lord Brynner won that competition.

Character count: 752
Word count: 150.4

Exercise 12: Consolidation

Set the left margin at 3.75 cm (1.5 inches).
This exercise will help you to become more skilful on the keyboard. Try to type a little faster
every time you repeat a line.

52

Justice Junior judged the jiggles as the jugglers jested with Julien.
Jabbering is another way of speaking quickly and unclearly.

The holly holders held the harvest holiday feasts at Halfway Hall.

Truly, Fifty Fridays ago Faith failed to follow the road to Fuller’'s Falls.
Soldiers strolled softly as several smokers sallied forth in soiled socks.
Lester left Lall’s lazy dolls to thrill the strollers at Lasell’s Cartel.

Dexter exacted taxes to fix the exits in Rex’s six large pixi taxis.

Wendell wed Wattie Welch's daughter at Wilford on a wet Wednesday.
The lovely Eve veiled herself at Valley View Cove where Yvette waited.
The youths yodeled and ate jelly, yelling lustily yet, at Yellow Yolk Trace.
At South Quay, the request to search the aqueduct all day was his quest
although the acquired quack queries quoted qualms about the quotient.
Zaza Zander zig zagged the lines on the azure blazer, but

she stitched on two dozen zazzy zips so well there were zero errors.
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NOTEBOOK 7: ACCURACY/SPEED CHECK:
CONSOLIDATION EXERCISES - SPEED
BUILDING

Now that you can touch type’ connected matter with reasonable speed and accuracy, the following
longer sentences provide drill (workout) for each letter of the alphabet Type each sentence
twice, proofread and correct errors.

Check the dictionary for correct spelling, pronunciation and medning if you find some words
sound silly, wacky or zany. You might be amazed to discover that they actually exist!

The warm-up drills help you to type each letter of the alphabet with reasonable speed and
accuracy. Type each warm-up drill twice before you begin the activity.

Exercise 13: Consolidation

The following exercises will help to improve both speed and accuracy as you try to overcome
vour weak reaches. The first red letter in each line is the letter being drilled.
Set the left margin at 3.75 cm (1.5 inches) and the right at 2.5 cm (1 inch) from the edge.

Activity 1
Warm-up drill:

The quick brown goats jumped over the lazy fox in the valley.

asdf ;lkj as all sad add. At Allison and Alma’s Auto place, waiting
customers who use the foot spa do abate feet trauma because as

Andy repairs the cars, Asha massages their feet.

Fbf jnj bailey bridges obliterate gaps between Bushland and Brothers
Estate from where Abel, Bertha and Brian Lara will bring back the bats
and balls which the blizzard blew away.

dcd k,k ca co cu ci ce curling, churling chips and cubed cucumbers

with chopped cranberry.

sauce cooked in a saucepan combines well with conch appetisers

and ice cream desserts.

ddd da de di du do donkeys downed dry reeds and pods on the hard
road after dinner in a dull, mouldy yard near Woodstock with the
deafening grinding sounds heard on the drills.

Ded ea e; es el ed ef el ek je eh eg The estatic, excited lasses Edith, Edna
and Mae excelled in their exams and were recently endowed when they
ended all their speeches at Grey Hall.

fff fa fo fe fi fa fu feed the fellows well as food is free. Focus first on
full finishers finding the fall felts from Africa. France and Frankfurt had
fully followed Frank’s fishy tales.
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Activity 2

Warm-up drill:

Tomazine Kitchener lives at the entrance to Uriah Butler Avenue, in Fyzabad. He works at
Jumbo Hardware on Kowlessar Branch Road in Cedros near the green exit sign at Zeno’s

Quick Shoppe.

Activity 3

Warm-up drill:

fgf ga ge gi gu go the grown girls gave grey gloves and a great bag

of green grapes to grannies, at Great Goose Groceries in Green Gables
close to 'The Golden Girls’ Gateway

jhj ha he hi ho hu Hilda held the heavy hose while hanging on to the
hoopla game as Holly brush cut the bushes while Hope was hurrying the
harried horses home towards the halfway house.

Kik ia ieii iu io is id if ig I; il ik ij ih ig Iris ignored the high ideals Ivan
the idealist brought with him, but the idiot still idles with the identical
twins in Arima when the traffic is heavy.

jii Jmj fvf ja je ji ju jo Judas of Jerusalem jested with just Jesus’s life and
failed to inject concern for His abject but unjustly decreed jostling jarred
jaunty journey to Calvary.

kkk ka ke ki ku ko Kinda kept keys, kegs and kernels in a kiln and kidded
with the kids from the kingdom who wore kilts, knowing their kindred
was King Kingsley who knighted Sir Kenny.

lll la le li lu lo Lynn Lobin laughed as Liz's slow milling class walked close
to the soiled billboard with loose hand bills falling all over the floor
Zelda had recently cleaned.

Eva and Greta Gay will guard Leo as Zila keeps Judge Felix in Mulchan Lane with Zeb Chan
the quick axe thrower.

Sy

jmj ma me mi mu mo On most Mondays major majestic mountains

are mentioned whilst we are moving from river to river following
meandering streams during summer time.

jnj na ne ni nu no The rash left by stinging nettles sank into the skin
of newborn infants at the time of the new moon. No one had seen the
green screen which is used to cover the cribs, hidden in the corner.

lol oa oe io ou 0o unknown to Tom Lothad the oats and oak with the
stolen corn thrown overboard because they had found no sound ground
over the snowed-in woods surrounding Oakley’s Corner Store.

;P; pa pe pi pu po Oprah had put Paul’s cup on the cupboard to pend
while Pele stooped to punch Phil. Peter pushed his soup to Joseph
while pulling pens upwards upon a looping pole.

aga qa eq qi oq qu Quick, the quiet quart querried the quaffing
Quaker’s qualifications as a father to quadruplets after quadrupeds
dancing a quadrille made him quail at South Quay.



Activity 4
Warm-up drill:
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Fans saw James’ prize at Zeus Hall as Gill’s excited brows quickly fell on Mr Pope’s vanity zip.

Activity 5

Warm-up drill:

Frf fa fe fi fu fo Fred Fidget fought for half of the fief of Fidel Fiddle,
his father, but it is just a half frozen field on the farm marked off for
farming by the funny fence near Fodders oilfield.

Sss sa se sis u so Susheila’s sou sou is such a surprise that simply saying
some joined was sufficient for Yasmin’s curious siblings to shin down
the post shindying and shallying all the way.

ftf Trendies Stores tend to sell tents for a tenth their true value
although the tepee types are costly but his tenant’s old tricks tend to
have him tense as his tenure won’t last till the time he tenders his note.
juj eu ua ou ui ua uu undue hurry will cause dumb action by uneasy
rulers who entrusted themselves with the unusual pursuit of lusting
after the fountain of youth, thus causing the quango rulers to feud.

fvf va ve vi vu vo virtuous virgins live in Virginia above Vernetta
Verdant’'s cove though they strove to move from Vegan Town, they
found Venice had voted for no vegetarians.

Vernon verified the verdict with Claudette before leaving Vancouva

Obviously the vivacious brunette observed the teacher had strayed from the objectives of the
lesson, hence she waved the hand with the bronze coin on the obverse side, out of his view.

Sws wa we ei wu wo Walter Weisa is wacky to wade into the water with
a wad, waving at the waiter while the wading bird wedged the wafer in
the wadi, waking the wagon driver.

sxs ax ix ex ox xu “the x-rayed xylem is the exception we expect

for Xmas,” said Mr X who explained the exact make up of the X
chromosome not extinct in but part of all men.

jyj-ay ye yi oy yu Yvonne's yellow yearbook yielded a yarn of years gone
bye and spoke of the strong yen of the yeomanry and the yelp of the
yes-men among whom was a yobo.

Szs za ze iz uz oz Two zonked, zoned zebras Zanzibar and Zen, live in a
Zulu ziggurat where Zenith played the zither while lazing as the zephyr
wafts leeward from the lake.
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You are well on your way to becoming an expert typist. Let us now try to master the figures
and symbols on the upper reach of the keyboard.

™

-~ NOTEBOOK &: FIGURES AND SYMBOLS

i

-

™ o

-

- The following exercises introduce figures and symbols. The figure/symbol keys are located on
the fifth row of the keyboard. You can see clearly that each key in this row carries two distinct

- characters.

- Figures are typed in the lower case and symbols are typed in the upper case. Each
figure/symbol is assigned to a quide Key/finger.

— Extreme accuracy in Wping figures is important. Therefore use correct fingering for typing figures.
Proofread and make corrections reqularly.

-~

Exercise 14: New reaches: 3 8 4 7

Set the left margin at 3.75 cm (1.5 inches).

Warm-up drill:

Fires blazed across vented rooms as King Jex’s quick, quaint, grey water pumps left the
mount zone.

Sk
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e3d i8k e3d i8k e3d i8k e3d i8k e3d i8k e3d i8k .
e3ed i8ik de3ed ki8ik e3ed i8ik de3ed kigik e3ed i8ik kigik
de3ed ki8ik

e3d i8k e33ed i88ki 38 years, 83 days, all 3 days we
worked 8 hours.

For 8 years, 8 months, 8 hours, 8 minutes, we were paid
3 times in 3 years.

383 bounty hunters trekked through Africa for 8 years,

3 months, and 3 weeks.

Columbus saw 3 mountain peaks, thanked God and said:
"Voila Trinidad.”

Whether it was 3 years or 8, we do know that Robinson
Crusoe lived in Tobago.

The storm arrived at 8 o’clock and lasted 8 hours. Some
38 persons died, 3 drowned.

Next 3 and 8 months we shall be 38 years old on day 3 of
month 8 this year.

r 4f u7j raf u7j raf u7j raf u7j raf u7j raf uzj raf uzj o
r4f u7j ju7uj
frarf ju7uj frarf ju7uj frar ju7uj frarf ju7uj frarf juZuj
frarf ju7uj

Bo stayed on the 7th floor for 4 hours from 7 o’clock and

returned to 74th Street.

Harry is 4 years old, dad 47, mother, 44. They have 7 children,

Jane has 4.

7 bunches of bananas each had 7 hands. 4 hands had 4 fingers.
The rest had 7.

The 74 year-old pilot of the 44-year-old 747 engine retired

after 47 years service.

The result is Pakistan 47 runs, India 74, West Indies 38, Zimbabwe 87.
The crate had 84 plums, 33 guavas, 78 cherries, 47 toulums, and 34
coconuts.

Laura left 48 minutes ago for 3748 77th Street, thence to 784 73rd
Avenue.
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Exercise 15: New reaches: 1 0 2 9

Set the left margin at 3.75 cm (1.5 inches).

Warm-up drill:

The rich men will buy six zebra pews as a surprise gift for Jackford Haysthorpe of
Earthquake Avenue.

aqlqa

SW2Wws

LY.

y
qla p0; qla p0; qla p0; qla p0O; qla pO; gla p0; qla pO;
aqlqa ;pOp; aqlqa ;pOp; aqlqa ;pOp; aqlqa ;pOp; aqlqa | :POP;
:pOp
count O hens 1 semp, 10 pikoplats, 100 parrots, 1 pup,
10 goats and leave.

10 burst mains, 100 lengths copper, 01 street lights and 101 telephones.
10 add 01 is correct but 100 plus 10 multiply by 10 is the same thing.
Antiguan Police sent 1 reporter and 0 fans home from the world cup
game.

In 3 infant classes the ages ranged between 4 and 8 years

with 10 aged 7.

Candidates A, B and C polled 180 votes each but D top scored with 249.

w2s 09| w2s 09l w2s 09l w2s 091 w2s 09l w2s 09l
sw2ws lo9ol sw2ws lo9ol sw2ws lo9ol sw2ws lo9ol lo9ol
sw2ws lo9ol
Jane owes 2 cents, John 9 dollars to their teacher Germaine of Maran.
Buy 29 lilies, 9 roses, and 2 lady slippers, from Miss Florie the florist.
Pedro Cupido Davis is 97 years old and wants to be 100 on 31 January.
12 owls hoot hoot 7 times. 38 toucans flew 98 miles in 40 hours.

At the zoo we saw 9 snakes, 3 tigers, 4 lions, 2 camels,

8 turkeys, 23 ducks.

The last count yielded 300 heads, 60 desks, 297 chairs,

and 7 chalkboards.
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Exercise 16: New reaches: 5 6

Set the left margin at 3.75 cm (1.5 inches).

Warm-up drill:

Kim cheered excitedly when his father Garvin brazenly drove his new Lexus jauntily down
Parquet Avenue.

t5tf y6j t5f y6j t5F y6j t5f u6j t5f y6j t5f y6j t5f y6j -
ftstf Ft5tf jy6y]j ft6t jy6yj ft5tf jy6yj Fi5tf jy6yj Ft5tf jy6y] jy6yj
Today Shivon sold 5 hats, 6 ties, 56 were on the
Tobago tour.

Store 163 crates on 60 trucks with 85 boxes, 97 cans, in 42 trunks.

Give 203 pens, 75 pencils, 100 note books, 68 rulers, to 10 charities.
You may travel on flight 047, E35, C983, LV61 departing at 0800 hours.
Bus No 06 goes to Penal, 95 Morvant, 48 Fyzabad, 14 Debe,

72 Balandra, 1 Couva.

Call the Sales Department at 765-8934, or leave a message on 321-7654
Repeat figures when taking a message: 6 could sound as fix sometimes.
Do not mix ate with 8, nor 7 with 70 or eleven but saying 27 instead of
7 is bad.

We had 3 trees, 5 knives, 9 twines, 8 gates, 7 leavens, 11 dozens

and 10 hens.

7 ravens ate 9 lines 8 limes, exit 4 doors and 2 more, climbed 3 trees,
baked 1 cake.

12 twits twirled 20 times late as 10 friends ate 8 cakes, but 11 twins
swam 12 miles.

37 hats fell on Nell as she quickly sold 56 zinnia bells to 90 buyers in
Top Store 24.
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NOTEBOOK 9: THE NUMERIC KEYPAD

The numeric keypad is located on the right of the alphabetic keyboard. It is made up of four
columns of keys. A finger of the right hand is assigned to each column. The thumb is assigned to

Index | |Middle| | Ring
finger | |finger finger

Num / * -
Lock
..|.

Little
finger

7 8 9
Home Pg Up
4 5 5]
_—
1 I 2 3 Enter
0 Right .
I Ins  |thumbl| = Del
—

Numeric keypad

0/Ins. (See the diagram above.,) The main function of the numeric keypad is for figure work. Some
examples are:

. preparing financial documents, for example estimates, invoices and accounts

. cdleulating timesheets and payrolls

. converting quantities, for example currencies, imperial units to metric and vice versa
. performing other mathematical tasks.

The figure keys on the top row of the alphabetic keyboard may be used when you are typing a
document that includes numbers. The keys on the numeric keyboard are placed close to each other,
similar to those on a caleulator. This is more convenient to use when typing numbers only. To
activate the numeric keypad, press the Num Lock key.

Congratulations, you did it! You have completed the keyboarding course. Now let us move on
to a few professional typewriting techniques.
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NOTEBOOK 10O: TYPEWRITING
TECHNIQUE I

Date, time, numbers, punctuation marks, symbols, expressing money within text

Type your name and the date on the top left corner of each assignment you do. This will help you
to file printed work in chronological order (that is, by date).

Date: The date can be typed in more than one way. However, the recommended order is: day,
month and year. Type the month in words to avoid confusion, for example: 05 December 2012.

Time can be expressed using either the 12-hour clock or the 24-hour clock. When using the
12-hour clock, separate the hour from the minutes with a full stop followed by a.m. or pm, for
example 12.15 a.m. and 245 pm. Four unspaced digits are also used to tell the time with the
24-hour clock. The digits are not separated. The first two represent the hour and the last two
represent the minutes. Type the digits first, then type ‘hours or its abbreviated form “hr” with or
without a following stop depending on the system used for typing abbreviations. For example, 0100
hours (one oclock in the morning) and 1645 hrs (quarter to five in the afternoon).

Numbers as figures or words: Type all numbers as numerals, e.g. in statistical tables, reports,
house numbers, postcodes, insurdnce policies, certificates, etc. For the references in documents, if
numbers dare required they may be used alone or combined with letters. Use numerals when the
abbreviation for number (no,) is used, for example No. 10 Downing Street. When the numeral one (I)
stands alone or when a number begins a sentence, use words.

Numbers with symbols: Use figures with the following:

®  With percentage and with the currency symbol, for example $4.00 is 25% of $16.00.

® o express measurement and quantity, for example 10 kg, 15 reams of A4 paper, 100 m, 32°C.
® o express time using both the 12- and 24-hour clock method, for example: 2.00 p.m, 14.00.

Spacing after punctuation marks: Leave one character space affer comma, colon and
semicolon. Leave two character spaces dfter the full stop, question mark, and exclamation mark
when it is at the end of a senfence.

Symbols: The symbols over the numbers in the fourth row are all upper-case characters. Hold
Shift and press the number key to type the required symbol.

A hyphen has no space before or dfter it. It is used as follows:

® In combined words, e.g. third-class, mother-in-law, right-hand.

® o join parts of a word, ¢.g. extra-marital.

e When a word breaks at the end of one line and continues on the next.

e In compound adjectives, such as blue-eyed baby, full-time job.

bL
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Dash: The symbol for the dash is the hyphen with one space before and after it: When you type a
space and one or two hyphens befween text, Microsoft Word automatically inserts an en dash (- ).
If you type two hyphens and do not include a space before the hyphens, then the longer em dash
(=) is created. You may also create the dash when you hold the CTRL key and press the minus
on the numeric keypad. For example: His view — and it has not changed’ OR “His view——and it has
not changed” When a dash begins a line it should be typed against the left margin followed by

one spdce.

Money expressed within text: Type money symbols first. The figures in dollars and cents as well
as pounds and pence are separated by the decimal point. Two figures must follow the decimal point,
for example $12.01, or $25.89 and £1843 or £83.02.

To get symbols such as £, ¢ or € poisiton the cursor at the point where the symbol is to be
inserted, click Insert then Symbol... on the menu bar. Select (normal text). Scroll through unti
you see the symbol you want. Llick on the symbol and click the Insert button. Close the Symbol

dialogue box.

Note that the symbols for dollars and cents, as well as pounds and pence are never used together
or included in the same amounts.

Exercise 17

Set the left margin at 3.75 cm (1.5 inches).

Warm-up drill:

The ladies could not believe that razors used for shaving require analysis by experts whose
knowledge make us aware that quality plays a major role in the price of goods.

Instruction for technique drills
Excluding the bold words on the left-hand side which indicate the character or symbol to be
drilled, type the following exercises three times.

Character/symbol Typing exercise

Date Her letter of 29 March 2007 states that Good Friday will fall on 07/04/07.
However, the examination will take place on 15/10/2007.

Time The interview appointment is for 11.15 today but she must leave home

at 9.00 a.m. to arrive on time. The ferry arrived at 05.56 on Sunday
06/06/06.

Numbers with figures and
words

The school population is 1675-1850 pupils, 100 teachers and 75 auxiliary
staff including derical, secretarial and maintenance personnel. Twenty
absentees on the teaching staff is ridiculous.

Numbers with symbols

Pay $13.86 for 2 bags of oranges. The goods from England arrived today.
They cost $100.56. She said 35% of 200 was not enough. She sent this
formula: = (b3*c3 + d3)
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Asterisk*

The asterisk* (sometimes called the star) is typed after the last letter in a
word to indicate that an explanation will be given at the bottom or foot of
the page.

Full stop, question mark,
exclamation mark

Do leave two spaces after a full stop. “Should | leave two spaces after a
question mark?" asked Mavis. “Leave two spaces after the exclamation
mark!” shouted Sheila.

Buyers beware! Every trade has its own tricks. Purchase only those items
you need and can afford.

Colon, semicolon, comma

Spaces: Leave one space after the colon, semicolon and comma; there are
no exceptions to this rule.

Numbers as figures

Counting from 6 is easy; but only stop after you have counted to 100.
Stop when you count to 70; say 80, 90, shout 100! Then run away.

Symbols

Take this list to Shop #3 where Edith sells fur coats @ $150.00 each
although she said profits were just about 20%. Davis’ Half & Half Store,
tagged bargains as 5% + 30% — 10% = (Save the best for last).* "Happy
Shopping!

Dash

Calypso — an ancient West African tradition of praising or condemning

the actions of others depending on where our loyalties lie — is a popular
pastime in the Caribbean.

The Prime Minister’s Best Village Trophy Competition — a highly acclaimed
festival — ends with the La Rein Reivé Show.

Awaking late every morning — though heedless of time, helped for a while.
Efficiency — especially in high-profile officials — is a very admirable quality.

Hyphen

She enjoyed very amicable relations with her sisters-in-law and mother-in-
law. They loved shopping for mass-produced goods.

The X-ray did not reveal the exact location of the fracture. The young
intern had a very matter-of-fact approach.

Vofte-face is a French expression that means a change to a completely
opposite opinion. But V-neck is a noun which means the neck opening of a
dress, shirt, jersey, etc., with the front cut in the shape of a V.

Money

The price per pound of fish in the market today was: Carite $20.00, bonito
$12.00, herrings (fry-me-dry) 3 lbs @ $10.00, red fish $15.00, big jacks
sold at $7.00 per pound, and fitiri $8.00 per calabash.

Chris said shopping was so good today that the major currency notes were
accepted everywhere. Joseph bought 4 navy blue blazers @ £250.99 each,
2 brown gabardine suits @ US$500.08 each and 12 pairs of assorted-
colour socks @ £3.09 per pair, 4 ties at $15.07 each, 1 dozen shirts —
assorted brands, colours and styles — @ $EC30.66 each, 6 Marino vests @
$EC09.07 each and 1 tie pin with a diamond stud @ $600.
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NOTEBOOK 11l: TYPEWRITING
TECHNIQUE II

Additional characters
Apostrophe: This is used as follows:

® 70 indicate the omission of a letter, e.g. that’s.
e To denote possession ds in: Nathan is Rudder’s nephew.
e To enclose a simple quotation within a sentence.

® As a single quotation mark used instead of a double quotation mark to indicate speech.

Note that either double or single quotation marks can be used, but the style used within a
document should be consistent. For example: He meant ‘The Trinity Cross” or, “He meant the
Trinity Cross”.

Double quotation marks: Used to indicate direct speech, these can be used instead of single
quotation marks if that is the preferred style. Sometimes both the single and double quotation
marks dare necessary, for example when a quotation is within a quotation, as shown below:

"As the great Bob Marley said One love, one heart’ should unite us alll” urged Ada as she
concluded her rousing speech.

Exclamation mark: Must be followed by two spaces and it has the same effect as the full stop.

Brackets: Another name for brackets is parentheses. They are used as a brace to enclose
an explanation or to partition part of a sentence to make it more meaningful, for example (for
her absence).

Oblique/solidus: Used instead of or” and and”

Ampersand (&): This is the abbreviation for ‘and’ It is used in names and abbreviations, for
example, Modest & Frederick Lid: Mr & Mrs Malcolm Smith.

Abbreviations for measurements: The plural forms of abbreviated metric units of measure have
no ‘s, for example: 10 kg, 5 mm, 2.5 cm, efe. The single quotation mark is used for feet, and the
double for inches, for example: 1 10 *. Also yd is used for yard, ft for foot or feet, and in(s) for
inch(es). Leave a space between the figures and the abbreviations, for example: 3 yds & ft % ins.

Celsius is the metric measurement for femperature. The abbreviation for Celsius is £. Leave a
space between the figure and the degree symbol, for example & .

Fractions: Microsoft Word automatically displays the following fractions in the format shown: 7z /4
7 . The other fractions are usually shown as typed, for example: 1/2 4/5 /8.

Type the numerator followed by the solidus (oblique) and the denominator then strike the space
bar and the desired fraction will appear in the document. Leave no space between the parts of the
fraction. If you are typing a number that consists of a whole number followed by a fraction, leave d
space before starting the fraction, e.g. 2 /2 or 78 5/8.

SRS RS SR YRR SIS R TR VI SIS SR YR SIS SR SIS §
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Ellipsis: This is a set of three spaced full stops used within a document to show that words have
been omitted — especially in literary work and quotations. The omission may occur anywhere in
the passage. Unless it is required for sense, the ellipsis is not inserted if the omission is at the
beginning or end of the quote, as it will be clear that the fext is only an extract. If the omission is
at the end of a senfence, a fourth spaced full stop is added. The fourth full stop indicates the end
of the sentence.

Exercise 18

Type the following drills. They are designed to help you master the spacing used with
punctuation marks. Excluding the bold words on the left which indicate the character or
symbol to be drilled, type the following exercises three times.

Character/symbol

Typing exercise

Apostrophe

Miss Slater laughed when Mr. Maundy's jade bag fell on top of Mrs. Brown's red
felt hat as Oscar's ball rolled down the aisle.
Gema's stomach was always at odds with her appetisers — especially cake.

Single quotation

The class was reading Randolph'’s report, ‘An Unknown Quantity’ outside when the
sleeping boy's scream was heard in the distance.

By popular demand Jeanette Du Bois sang ‘Dodo Petite Popo’ to her grateful
audience who later asked her to sing ‘Misty’".

Double quotation

Edith shouted to Joseph, “Come along.” “No. | must leave now,"” he replied, and
ran away.

“The double quotation mark is used ‘interchangeably’ with the single quotation
mark to show where words written or spoken by someone are being quoted,” Laura
said to Stan.

Exclamation

“Stand at attention! Stand at ease! Left! Right! Left!” The commander seemed to
be barking at his men as they sweated in the heat.

“Not peach!” the butler exclaimed. “Today's guests love chocolate! Oh mama mia
mama mia!” he shouted.

Brackets

His mother's call was unheeded as the (bibulous) lad headed for the soda fountain.
A fable is a short story (in which animals or objects speak) that teaches a moral or
truth.

Oblique/solidus

Oblique means a sideways direction. In typewriting, however, the oblique/solidus
symbol is used instead of ‘or’, or instead of ‘and or".
Youths/adults can purchase from the dime stores across the country.

Caps Lock Depress the CAPS LOCK when you have to type a word, heading or line in upper
case.
You will find the CAPS LOCK key on the left of the keyboard just above the SHIFT
key.

Underline The underline icon follows the italics icon on the menu bar. It is used to rule a line

under a word, sentence or heading, mainly to draw attention to the importance of
the underlined text.
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Character/symbol | Typing exercise

Ampersand Instead of ‘and’ the ampersand is used in the names of firms and other
organisations.

Brendon Xcho got a letter from Mourdes & Storbech Accounting Ltd on Monday.
Stephens, Todd & Foggarty Ltd as well as Woolworth Ltd, Nagib Elias & Sons Ltd,
Aboutique and Gabriel’s Frabric Store Ltd, once had branches on High Street in San
Fernando.

Measurements Buy 2 kg whole wheat flour, 1 packet of 5 cm plasters, 2 m of brown cotton at
$4.00 per metre, 4" 9" skipping rope and change a $10.00 note at the bank before
you come home.

Ellipsis Careful use of the computer includes dusting the systems unit and the peripherals,
... work environment clean and clutter free.

"“a new record for this type of crime. Anxiety on the campus after the mass
murders was overwhelming. It all happened so very quickly. ... surpassed human
understanding | shall surely tell you how it happened.”

Exercise 19: Alphabetic drills

The following alphabetic drills are designed to sharpen your typing skills.
Set the left margin at 3.75 cm (1.5 inches).

E EE B & E E 6 EE

kb

asdf ;lkj as all sad add. Atiba, Aaron and Anderson achieved averages above
all players in the All-Stars basketball game at Arima.

Fbf jnj Brazilian Brandon Bridges brought batters from the best clubs to the
baseball finals in Bolivia, where a bevy of beautiful bees buzzed at the brim
of a barrel.

ded k,k ca co cu ci ce Candy and cake are delicious accompaniments to the
cheese puffs, carrot sticks and crunchy cucumbers that Cheyenne carried to
a picnic.

ddd da de di du do ‘Driving while drunk is definitely doltish and dangerous
you doddering dimwit!" shouted Devon as Wendell tried to dodge the
Datsun driven by Don the drunkard.

Ded ea e; es el ed ef el ek je eh eg Even as Earl and Ernestine emerged
from the emerald waters chased by eels the egrets on the banks of the
river were engaged in pecking insects and eggs.

fff fa fo fe fi fa fu feed Following furiously after the fleeing foal, five
frantic fellows fell over the cliff and into the foamy sea where they floated
safely.

fgf ga ge gi gu go Gloria, Gretchen and Greta giggled gloriously at the
gibbering gibbon as he glared and glowered menacingly in the glass cage
at the Glasgow Zoo.

jhj ha he hi ho hu Hold all heavy hammers by their handles but heave the
lightest hoses to Henry who has hastened to hoist them over the house.
kik ia ie ii iu io is id if ig I; il ik ij ih ig Insulting lvanah is so incredibly
impolite; it is impractical to insist that she includes ice cream with the icing
ingredients in the imperial cake.

jij dmj fvf ja je ji ju jo Jumping jackrabbits and juvenile jackals jostled as
Jerome and Joshua joked joyfully while Jaden and Justin jeered at their
jerking and jabbering.
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kkk ka ke ki ku ko Keep the kitchen sparkling Kigel: fill the cracks, stick all
tacks, block those holes, tack the sack, seek out leaks, unblock the sink and
stack the crockery.

lll la le li lu lo Let us leave Lulu in Laventille where Llewellyn will use the
shovel to level the soil and Larry will lift the loads of gravel while Lynette
looks at the lovely landscape.

jmj ma me mi mu mo Major musicians make majestic symphonies that
move some men to immortalise their magnificence and many to attempt to
emulate them.

jnj na ne ni nu no Neila, newspapers notify the nation about noteworthy
notions, new opinions and numerous options on any given day in the month.
Lol oa oe io ou oo Only original clothes are obtained at Oniko’s Boutique
on Orange Boulevard in the oldest part of Oregon where Ontario’s
fashionable folk often come to shop.

;P; pa pe pi pu po Place a portion of purple prune pulp into the grape
puree and pour a cupful onto the pieces of peach, pineapple and papaya to
make a 