Examples of certain sections:

Chapter 1

	Data and Information

Information cycle:

A computer program takes in facts (data), works on it and gives you results (information). In this way we can define:

DATA( unprocessed facts

INFORMATION ( processed facts.

An example:

Andile is a keen gardener and he wants to record the amount of rain that falls in his garden for the month of March. He sets up a rain gauge in his garden. Every day at a set time he records the amount of rain that day. This is his data. At the end of the month he observes:

· When did the least rain fall?

· When did the most rain fall?

· What was the average rainfall for March?

· What was the total rainfall for March?

· These answers are information. 
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Chapter 2

	The Motherboard 

In many households the mother is the controller, seeing that all the children are well fed, do their homework and have nice manners!  In a computer, the controlling part is called the motherboard.  It controls the parts of the computer and makes sure that communication can take place between these parts when needed.  It holds the working parts of the computer and the computer’s memory.  

The motherboard is a circuit board.  It works electronically.  When we first see a motherboard we may feel that it has the appearance of a little town.  The “roadways” are the electronic paths through which the data flows.  The “buildings” are the chips.  The metal “legs” that support the chips carry the data to or from the chip.  They in turn make electrical contact with the electronic paths.

The speed of the motherboard is measured in GHz (Gigahertz) e.g. 1.9 GHz. Theoretically, the faster the motherboard is, the quicker the computer will work.


	Using a Mouse

The mouse must be in contact with the desk at all times.  It will not work if you hold it in the air or lift it up off the desk.  
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Be sure to hold the mouse firmly and correctly.  Let the palm of your hand rest on the “body” of the mouse.  Your index finger should rest on (or be near to) the right mouse button and your “pointing” finger should rest on the left button.

As you move the mouse you will notice that a pointer moves about on the screen.  This is the mouse cursor.  If you move the mouse left, the cursor moves left.  As you move the mouse forwards, the cursor moves up the screen.  To get used to the mouse movement, try moving the mouse around the screen.  Select different objects or words on the screen and take the mouse pointer there.  This movement of the mouse is often the hardest thing to get used to when using a computer.  (Playing computer games will often help you to control the mouse.)


	Printer Connections 

The printer needs an electrical power cord to connect it to the power supply.  Some printers have a transformer between them and the power source.  The purpose of this transformer is to regulate or convert the power that the printer receives.

The printer also needs to be connected to the computer.  This is done via a data cable.  The data cable is responsible for carrying the data from the computer to the printer.  Most modern printers are connected to the computer via a USB port but could use the parallel port.


Chapter 3

	What is software?
Before it can do any job, a computer has to know how to do the job.  This knowledge is passed into the memory of the computer from a program that is usually stored on its hard drive.  A computer is only capable of doing what it is told. It cannot think for itself. It is as powerful as the creator of the programs that drive it.    

· A program is a collection of instructions to do a job.  

· Programs are collectively known as Software.

· The people who write programs are called Programmers.

Systems Software acts as an interface between the computer and other programs.  They teach the computer how to behave.     

Application Software is any program that acts as an interface between us and the computer, and it allows us to do a task on the computer.  A word processor and games are examples of application programs.  Application programs make the computer a multi-functional tool.


	Acquiring Software

Before you buy software check the system requirements.  These are found on the box or cover of the software:
· Is your computer fast enough?  
· Does your computer have enough free RAM to run the program?

· Does your hard drive have enough space to install the program?

· Is your computer running the correct operating system?

· Does your system have a suitable monitor?

· Does it come on CD or DVD?

· If your system does not exactly match the requirements of the program, it will probably not run on your system and it will be a waste of money to buy it.


Chapter 4

	Examples of networks

PAN (
(Personal Area Network) is used by one person to send information between various personal devices. For example pictures taken with your cell phone can be sent to your printer. Music can be downloaded on your home PC and sent to your cell phone etc. You would usually use Bluetooth to connect these devices. Bluetooth transmits signals wirelessly so it cannot transmit very far. The devices could also use a cable and a USB port to form a wired connection.

HAN ( 
(Home Area Network) occurs when 2 or more PC’s in a home are connected, usually to share a printer, modem or external hard drive. If a small office uses this type of connection it is often referred to as OAN (Office Area Network)


The advantage to this type of connection is mainly financial as it will cut down the expense of needing two sets of hardware. Certain software can be shared but most software licences do not allow two computers to use the software simultaneously.


If one of the computers is exposed to a virus there is a risk of it spreading to the other computer.
LAN (
(Local Area Network) exists in a company.  It consists of a server and nodes (Computers, printers etc.) It will usually exist within a small geographical space.

WAN ( 
(Wide Area Networks) refer to networks that cover a vast geographical span. This will usually occur between offices and the head office, various colleges of a university etc. 

GAN ( 
(Global Area Networks) refers to the internet or a company with ties to a company in another country.


Chapter 5


	There are two types of hyperlinks:

· Hypertext: text that is often written in blue (however any colour may be used). Usually the text will change colour once you have activated the link. 

· Hypermedia: objects (drawings, videos or pictures).




Chapter 6


	Cc

	Carbon Copy. In other words the people who need to know about it will be included here

	e.g. those who need to get a venue prepared.


	Bcc

	Blind Carbon Copy. If you put anyone’s address here no-one else will see that address – it is secret it will not display when the mail is received by the other recipients.

	e.g. the CEO.


	Subject

	A brief description of the topic. If this is left blank there is a danger that the person who receives the e-mail will delete it without reading. E-mails without a subject could also be indication of a suspicious  e-mail e.g. a virus or spam.
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	Sometimes you will receive an e-mail that has the following text in front of the subject.

Re:

This indicates that it is a reply to your e-mail

Fw:

This indicates that the e-mail has been forwarded – it is a copy of an original e-mail. 




	Hoax

You will often receive an e-mail warning you not to open an e-mail with a particular subject line because it is a virus. Most of these are not true. They are hoaxes. The main purpose of a hoax is to cause panic and to flood the inboxes throughout the world. Don’t buy into the panic. Don’t flood your friends’ mailboxes with hoaxes. Before sending these warnings check on their status. This can be done via the Internet. Symantec has a data base of hoaxes and viruses that you can use to check or to help you get rid of a virus. You could also use a Search engine to decide if the attachment is a hoax or not.


Chapter 7

	Health and Ergonomic Issues
Many things have been written about the health hazards of all the appliances and gadgets that the modern world finds essential.  
Monitor

The computer monitor has come in for its fair share of criticism.  Scientists felt that the electromagnetic emissions from a monitor could cause health conditions ranging from minor to life threatening.  The newer LCD and LED monitors have less problems involving health.

There are some health concerns when you overuse a computer. There are a few precautions that you can take to help minimise these harmful effects:

· Try to limit the amount of time you spend in front of the computer monitor.

· Keep the monitor at arms length i.e. position yourself about 60 cm from the monitor.

· If you suffer from itching or dry eyes or have a noticeable increase in sensitivity to light, it may be a symptom of eyestrain brought on by using a monitor too long.  Some things you could do to eliminate or lessen the effects the computer screen may have on your eyesight are the following:

· Try to rest your eyes every 10 minutes by looking away from the screen for 10-20 seconds.

· Your blink rate is affected by prolonged screen use.  Your eyes become affixed to the screen and “forget” to blink.  Blinking is essential because it keeps the eyes moist.  So force yourself to take “blink breaks”.

· Make sure that the programs you use have clear, well-defined screen displays.

· Ensure that the image on the monitor is free from flickering.

· Set the brightness and contrast to a restful level for your viewing.

· Keep the top of the screen at eye level or lower.

· Place all reference text on the same level as the screen.  (I use a recipe stand) It is very bad for your eyes to keep your reference text flat on the desk next to your computer, because your eyes constantly have to refocus.

· Keep your keyboard in front of the monitor (this will also prevent neck strain).

· Have frequent eye checks.

· If you wear glasses request that new glasses are “anti-glare” coated and that the lenses are correctly aligned for computer work.


Chapter 8

	Why Do You Need a Computer?

This might seem a silly question but it is one that needs to be answered. Most potential computer users unfortunately, disregard this question.  If they are forced to give an answer to the question, invariably the answer will be “Because everyone has a computer”.  A computer is an expensive “toy” and your reasons for buying one should be convincing to yourself if to no one else.  

· If you want to buy a system to help you run a small business an entry level or second hand PC and a good printer will be an inexpensive starting point. As your knowledge and use of the computer system improve you will outgrow the initial computer and will have to upgrade. You need to purchase or download software. You will need a Word Processor and a Spreadsheet to start. Later you could add more specialized software. But be aware that they may require a faster, more powerful computer than you have.

· The gamester will want the fastest and the best that money can buy together with a good sound system and a graphics card capable of handling the fast pace of a game. The bigger and more powerful the monitor the better. The processor must be fast. A Celeron processor is slower as it is not capable of updating data quickly. It is a cheaper chip and takes time to handle the necessary calculations. 

· If you need it for research or studying a good Internet connection (ADSL), a medium to fast computer and a middle of the range printer will be necessary.  In other words one or two steps up from an entry level PC.

· For writing letters and books, you will need a good word processing package, a large hard drive, a reasonable amount of RAM, a good printer and reasonable speed internet connection. An external hard drive will be useful.

· For Educational software a middle range monitor, a computer with a good sound system and DVD-ROM or combo will be needed. 


I hope the above has given you an indication of the simplicity of explanations while still given valuable insight into this complex world of computer technology.

Vera Castleman

083 264 3324

031 705 2952

vera@dlcbcats.co.za
www.dlcbcats.co.za 

Are you friends with your computer yet?


Hold on! By the end of the book you will be!
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