Intel® Easy Steps

Introducing Computers and Operating System

Module 1
Introducing Computers and Operating Systems
Description: Computers have become an important part of everyday life in today´s world. Many people use computers to keep records, do calculations, search information, store pictures and music, play games and communicate with others. Computers have changed the way we work and live. This course is designed to help you develop new skills which will enable you to use a computer to communicate; solve problems; and research, collect, organize and share information. The course provides you many hands-on experiences to explore and discover basic computer applications. However, many people who sit down with a computer for the first time are unfamiliar with its parts, and how to make it work.  In this module you will learn about the basic parts of a computer and what they do, the operating system, and how to perform some simple computer related tasks. 
 Activity 1: Introducing Yourself 
In this activity, you will have an opportunity to introduce yourself and meet other participants. 
1. On the lines below, you can list the key points you want to share with others, such as your name, occupation, interests and an interesting fact about yourself.
________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ 
2. Introduce yourself to the group.
Activity 2: Do You Know Computers?

Let’s see what you know about computers. Answer the questions below:
1. Have you seen a computer before? Do all computers look the same? Can you name some parts of the computer?

_____________________________________________________________________________  _____________________________________________________________________________ _____________________________________________________________________________

2. Do you know what a computer does? What do you think a computer can be used for?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Have you used a computer before? If yes, what have you used it for?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Do you know what a computer application is? If yes, can you name some computer applications? Which applications have you used before?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. Have you heard about internet? Have you used it before? If yes, what have you used it for?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Activity 3: Parts of the Computer 
A computer is an assembly of many parts working together. Before you begin using the computer, you need to learn about these basic parts of a computer. There are two main types of computers – a desktop computer and a laptop. The parts of computer are listed in the following table. Try to locate the corresponding part on your computer. 

Step 1: Naming the Parts 
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The system unit is the core of a computer system. CPU (Central Processing Unit), the brain of the computer, is found enclosed within the system unit. In a Desktop computer, the system unit is usually a separate rectangular box placed on or underneath your computer desk.   In a laptop, the system unit is built into the body of the computer and is not a separate unit. 
The monitor, like television has a screen to display information. 

The computer keyboard is designed like the keyboard of a typewriter. It has keys for letters and numbers, but it also has special keys. It is used to type and give commands to the computer.

The mouse is a small hand-held device attached to the desktop computer.  It controls the pointer on the screen. A mouse usually has two buttons, a primary button (usually the left button) and a secondary button (the right button). A mouse can also have a wheel between the two buttons, which allows you to scroll smoothly through screens of information. The laptop has a touchpad which functions like the mouse.  Also, on many laptops, there may be a small mouse built into the keyboard. An external mouse similar to the desktop computer can also be attached to the laptop. 

The CD drive is usually located on the front of the system unit in a desktop computer. In a laptop, the CD drive is located on the side of the computer. It is used to ‘read’ information from the Compact Disk or CD-ROM. The CD-ROM is the short form of Compact Disk Read Only Memory. It is used to store information for or from the computer. 
Step 2: Match the Following
	Description
	Computer Part
	Computer Part Name

	The display device of the computer
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	The brain of the computer is found in this part
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	The device that helps move the pointer
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	Device used to type information
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	Device used to hold disks that store information 
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Draw a line to match the Description (Column A) with its associated Computer Part (Column B), then name the computer part (Column C).

Activity 4: Introduction to Operating System 

Whenever you turn on the computer, the operating system, which is the most important program in the computer, starts automatically. An operating system controls almost everything a computer does, such as recognizing the input from the keyboard and mouse, sending output to the monitor, and organizing and managing files and folders on the computer. There are different types of operating systems. For e.g. Microsoft Windows*, Linux, Mac OS, MS-DOS, UNIX, and so forth. 
In this activity, we will explore Microsoft Windows*, which is one of the most popular operating system.
Step 1: Turn on the Computer 

Turn on your computer by pressing the Power On  [image: image8.jpg]


 button on the computer. When you turn on the computer and the operating system has finished loading, the computer´s Desktop is displayed on the monitor. The desktop is the screen you see when you turn on the computer. 

Step 2: Learning about Desktop 

After you turn on the computer, the monitor will display a main image on the screen.  This is called the desktop. The desktop is so named because it functions like a “virtual” desk workspace; it has place to work, a place to file documents, and is the location of various tools to help you complete your tasks. There are many icons or small pictures on the desktop. 
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Icons are small pictures that represent some of the actions or tasks you can perform on a computer. Some of the icons represent computer software. Other icons represent places on your computer where files can be stored. Icons provide an easy way to open the programs or files you would be using on a daily basis. 
What picture, or icons, do you see on your computer desktop? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Taskbar is the blue rectangular bar located at the bottom of the Windows desktop. The taskbar includes Start button, status area, and the systems clock. 
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Activity 5: Using the Mouse 

Follow the steps to explore the desktop and practice mouse movements.
Step 1: Exploring Desktop Using the Mouse

1. Hold the mouse gently with your index finger resting on the left button and your thumb resting on the side.

2. Move the mouse by sliding it slowly in any direction. Notice that as you move the mouse, the pointer on your screen moves in the same direction.
3. Click any desktop icon. What happens to the desktop icon?

__________________________________________________________________________________________________________________________________________________________
Note: Click means to point an item on the screen, then pressing the primary button (usually the left button) of mouse once and quickly letting it go. Most of the time you will be doing left clicking. As a general rule, “Click or single click” refers to clicking the primary button (usually the left button). On a laptop, the primary button on the touchpad is clicked. 
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4.  Click in an empty area of the desktop. What happens to the desktop icon?

__________________________________________________________________________________________________________________________________________________________
5. Right click in an empty area of the desktop. What happens?
__________________________________________________________________________________________________________________________________________________________
Note: Right click means to point an item on the screen, press the secondary button (usually the right button) and release it.
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6. Double click any desktop icon. What happens?

________________________________________________________________________________________________________________________________________________________
Note: Double click means to point to an item on the screen and press the primary button (usually the left button) twice very quickly. Note that if the two clicks are spaced too far apart, they might be considered as two individual clicks rather than as double-click.
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7. Click the Close button [image: image14.png]


 at the top right corner.  
8. Click and Drag any desktop icon to empty area of the desktop. 

9. Click and Drag the desktop icon back to its original position. 
Note: Drag means to point an item on the screen, press the primary button (usually the left button) and move the item to a new location and release the button. You can drag the mouse towards left, right, up or down or any other direction.
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Step 2: Exploring Start Menu

The desktop icons represent only the most frequently used programs and features. For more options, you need to use the Start button which is the main gateway to all your computer's programs, folders, and settings. Follow the steps to explore start menu.
1. Click the Start button [image: image16.png]77 starth,



 at the bottom-left corner of the desktop. What are some of the listed options?
Note: In some versions of the Windows Operating System, the Start button is represented only by the windows icon.
_________________________________________________________________________________________________________________________________________________________
2. Click All Programs. What are some of the listed options?

__________________________________________________________________________________________________________________________________________________________
3. Click Accessories. What are some of the listed options?

__________________________________________________________________________________________________________________________________________________________
4. Click Notepad. It is the most basic text editor included in Microsoft Windows. 
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5. Notice that Notepad has opened in a new window. This window is on the top of the desktop. The title bar at the top of the window shows the name of the application, for e.g. Untitled – Notepad. The taskbar at the bottom of the desktop displays the name of the program which is currently open. Notice the notepad button on the taskbar.   
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6. Click the Minimize button [image: image19.png]


 at the top-right corner of the Notepad Window. What happens to the window?

__________________________________________________________________________________________________________________________________________________________
7. Click the Notepad button on the taskbar at the bottom of the desktop. What happens?

__________________________________________________________________________________________________________________________________________________________
8. Click the Maximize window [image: image20.png]


 at the top-right corner of the Notepad Window. What happens to the window?

__________________________________________________________________________________________________________________________________________________________
Activity 6: Using Notepad 

Notice a blinking vertical line ( | ) in the work area of the Notepad Window. It is a cursor, which shows where the text will begin. 

Follow the steps to learn the keyboard functions and how to type in Notepad.

Step 1: Know the Keyboard 
The keyboard is the main way to enter information into the computer. There are different types of keyboards available, but basically all keyboard keys can be divided into several groups based on their functions.
· Typing keys: These keys are used to type letters, numbers, punctuations, and symbols just like a typewriter
. 

· Control keys: These keys are used alone or in combination with other keys to perform certain actions. The most frequently used control keys are CTRL, ALT, the Windows logo key, and ESC.

· Function keys: The function keys are used to perform specific tasks. They are labeled as F1, F2, F3, and so on, up to F12. The functionality of these keys differs from program to program.

· Navigation keys: These keys are used for moving around in documents and editing text. They include the arrow keys, HOME, END, PAGE UP, PAGE DOWN, DELETE, and INSERT.

· Numeric keypad: The numeric keypad is handy for entering numbers quickly. The keys are grouped together in a block like a conventional calculator or adding machine.

Using Typing Keys

In addition to letters, numerals, punctuation marks, and symbols, the typing keys also include SHIFT, CAPS LOCK, the TAB key, ENTER, the SPACEBAR, and BACKSPACE.

	Key Name
	Key Image
	Function

	SHIFT
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	Press SHIFT in combination with a letter to type an uppercase letter. Press SHIFT in combination with another key to type the symbol shown on the upper part of that key.


	CAPS LOCK
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	Press CAPS LOCK once to type all letters as uppercase. Press CAPS LOCK again to turn this function off. 

	TAB
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	Press the TAB key to move the cursor (the blinking vertical line (I) which shows where the text will begin) several spaces forward. You can also press the TAB key to move to the next text box on a form.

	ENTER
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	Press ENTER to move the cursor to the beginning of the next line. In a dialog box, press ENTER to select the highlighted button.

	SPACEBAR
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	Press the SPACEBAR to move the cursor one space forward.


Using Navigation Keys

The navigation keys allow you to move the cursor, move around in documents and web pages, and edit text. The following table lists some common functions of these keys.
	Use this
	Key Image
	Function

	LEFT, RIGHT, UP or DOWN ARROW
	[image: image26.jpg]



	Move the cursor in the direction of the arrow or use it to scroll pages of information in the direction of the arrow.

	HOME
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	Move the cursor to the beginning of a line.

	END
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	Move the cursor to the end of a line.

	CTRL+HOME
	 [image: image29.jpg]et Home




	Move to the top of a document.

	CTRL+END
	[image: image30.jpg]- ’ m




	Move to the bottom of a document.

	PAGE UP
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	Move the cursor or page up one screen.

	PAGE DOWN
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	Move the cursor or page down one screen.

	DELETE
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	Delete the character after the cursor, or the selected text.

	INSERT
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	Turn Insert mode off or on. When Insert mode is on, text that you type is inserted at the cursor. When Insert mode is off, text that you type replaces existing characters.


Step 2: Type in Notepad 

Follow the steps to use Notepad and explore different keys on your key board.
Type your name using the typing keys of the keyboard. Press SHIFT key in combination with the first letter of your name to type an uppercase letter. For e.g. Malini.
1. Press the SPACEBAR key to move the cursor one space forward.

2. Type your surname using the typing keys of the keyboard. Press SHIFT key in combination with the first letter of your surname to type an uppercase letter. For e.g. Mathur.  
3. Press ENTER key to move the cursor to the beginning of the next line.
4. Type your address. (See example below) 
[image: image35.jpg]walini Mathur
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5. Keep the cursor at the last letter of your name and press BACKSPACE key to delete the letter before the cursor.
6. Keep the cursor at the first letter of your name and press DELETE key to delete the letter after the cursor.
7. Notice the vertical scroll bar along the right side of the Notepad Window. To view the text not visible on the screen, click the Down scroll arrow[image: image36.png]


. To go back to the top of the page, click the Up scroll arrow[image: image37.png]


. You can also press the left mouse button and drag the rectangle on the scroll bar to display the part of the page that you want to see. 

8. Click the Close button [image: image38.png]


 at the top right corner of the Notepad Window. What happens to the window? Also, notice the change in the taskbar.
________________________________________________________________________________________________________________________________________________________
You will have an opportunity to develop your typing and mouse control skills as you complete the sample in the Guided Practice section and create samples in Self Practice section later. 
Step 3: Guided Practice 

1. Follow the instructions and type a paragraph about yourself. 
a. Open Notepad.
b. Type a paragraph about yourself. (See example below)

[image: image39.jpg]My name is Malini mathur.

1 Tive in Ahmedabad, India.

1 am a housewife.

1 Tike to listen old songs,

watch television and read books.

My favourite television channel is Discovery Channel.

1 Tove to travel and wish to travel around the world.|]





c. Click the Close button [image: image40.png]


 at the top right corner of the Notepad Window. 
2. Fun with Keyboard: Open the Notepad and type the following sentences as quickly as possible. This will help you gain practice with the key board. Make note of the uppercase, lowercase and special characters. 

a. The Quick Brown Fox Jumps Over The Brown Fox!
b. tHe fivE boXing wizArds jumP quiCkly! 
c. I have $28 in my Pocket; how much is it in Rupees?
d. The interest is @ 13% /Annum.
e. 651 is > (234 +97 - 36) & 3 is < (2*2). (2+3+8 -3) = (2*5).
f. He said, “Hello, my name is Deepak Singh”.
g. #Names: ‘Blue_Star’, {Flower}, [Square], ^Pup^.
h. What is the difference between /,| and \? 
Step 4: Self-Practice 

In this Self Practice, you will learn how to type in your Note pad. 
Complete the following activities in your spare time.
1. Letter

Type a letter to your trainer informing about your progress in using computer keyboard. 
Type the letter as shown in the sample.
[image: image41.jpg]seema Nandi,

12, s8 Road,

Kalyani 741235

pear sir,

I am very happy to share with you that I have learned to type and T am really amased at my rapid progress.

T find that a1l the letters are alnost equally easy to reach. Even fingers that are comonly supposed to be ueak
are able to key on the letters with ease. This i5 because the keyboard has been shaped to fit the human hand.

I reallty seem to enjoy typing. I can type all punctuation marks 1ike , . - : ; * ? | without ant difficulty now.
1 can also type symbols Tike =) / & @ # ] \ *with ease.

I can now rate my typing skills as 5 on a scale of 1-10.

1 shall keep writing such letters to you to practice different keys and inform you about my progress.

Thank you very much for 211 your support and encourangment.

vours faithfully,

walini





2.  List of Addresses
Do you remember how you typed out your name and address in the Notepad? 

In this self practice, you will practice special characters such as underscore(_),at the rate(@) and forward slash(/);punctuation marks such as colon(:) and hyphen(-) and numeric keypad. Type a list of your friends’ addresses one below the other as shown in the sample.
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Activity 7: Basic Computer Operations
In this activity, you will learn a few more basic operations which will help you organize your work on the computer in an efficient way. 

Step 1: Creating Folders 

A folder is like a filing cabinet, where you can store files and subfolders. It assists you in organizing and managing your files and documents. All documents, spreadsheets and presentations relating to this course will be saved in specific folders so that you will be able to find them easily. Follow the steps to create folders on the desktop. 

1. Right click in the middle of the desktop, click New ( Folder on the drop down menu. 
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2. Notice that a new folder icon appears on your desktop. [image: image44.png]



3. Rename the folder by typing your first name underscore your last name. (for example, malini_mathur) Press Enter. If the new folder text is not selected, right-click the folder, and click Rename. 
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4. Double-click the folder that you renamed, to open the folder. Inside, create three more folders in the same manner described above.  

5. Name the new folders: Word_Processing, Spreadsheet and Multimedia. 
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6. Click the Close button [image: image47.png]


 in each window. You will now be able to see the desktop again.

Step 2: Copying and Moving Files 

Follow the steps to copy and move files to your newly created folder.
1. Right click on the file that you have saved on the desktop. Then, select Cut or Copy from the menu. 
Note: ‘Cut’ will remove the file from the present location whereas ‘Copy’ will make another copy of the file.
2. Open the folder with your name. 

3. Right-click inside the folder in the menu and click Paste. The file will be pasted in the folder. 

Step 3: Turning Off The Computer 

When you have finished working on your computer, you must shut down the computer.

Follow the steps to shut down the computer using the Start menu:

1. Click the Start button and click Turn Off Computer.
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2. The computer is turned off. 
Step 4: Self-Practice 
Complete the following activities in your spare time.
a.  Switch on the computer (if the computer is switched on, omit this task).
b. Create a  folder on the desktop and rename it “Test”.
c. Open the notepad. 
d. Type a Welcome note for your classmates. The welcome note must mention the names of the classmates and the sentence “Welcome to the Class.”
e. Save the note in the folder “Test”.

f. Close the notepad.
g. Close the folder. 

Activity 8: Using What I Learnt

1. In this activity you will discuss the uses of computer in your daily life. The computer has many uses. For example, you can use computers for:
· Creating documents and presentations

· Making Calculations 

· Communicating with others 

· Desktop Publishing
Think about other possible uses of computers in your day to day life. Use the space given below to list the different uses of computers. ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Share the list with your friends and note down any additional points. 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Skills Set Checklist
Go through the checklist to review what you have learnt. 

	Skills
	Yes
	No
	Need Practice

	I can name the different parts of a computer.
	 
	 
	 

	I know about the functions of different parts of a computer.
	 
	 
	 

	I can turn on the computer.
	 
	 
	 

	I know about Windows Desktop.
	 
	 
	 

	I can use the Start Button and Start Menu.
	 
	 
	 

	I can use the Task Bar.
	 
	 
	 

	I know how to hold and move the mouse.
	 
	 
	 

	I can identify the different keys of keyboard.
	 
	 
	 

	I know functions of the keys of keyboard.
	 
	 
	 

	I can type using different keys of the keyboard.
	 
	 
	 

	I can use Notepad.
	 
	 
	 

	I can identify the parts of an Application Window.
	 
	 
	 

	I can save files.
	 
	 
	 

	I can create folders and subfolders.
	 
	 
	 

	I can copy files.
	 
	 
	 

	I can move files. 
	 
	 
	 

	I can turn off the computer.
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