Albert Lea Public Library

The Monitor & CPU
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Monitor — looks like a TV screen. This is where you view what is
happening. Make sure this is ON. A button, usually on the lower right
corner, will show a green light when it is on. If the button shows an orange
light, it is “asleep” when you move the mouse or touch any key it will “wake

up”.

CPU or Tower — This is the brain of the computer. It does all the work.
Make sure this is ON. Push the button on the front, (usually it is the size of
a nickel). It will light up when it is on.

Keyboard — like a typewriter, but with more keys.

Mouse — a device used to move the pointer around the screen and select
items by clicking.

Printer — transfers images on the screen to paper. It may or may not be
physically next to the computer.

Hard Drive — “the brain” of the computer. It stores information.
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The Mouse

Clicking — press and release a button on the mouse.

Double clicking — sequence of two clicks done VERY quickly. Double
click to open new programs.

Left button — most commonly used for clicking and selecting.

Right button — click once and it will usually bring up a menu. Press ESC
(short for Escape) on the upper left corner of the keyboard to clear the menu.

If in doubt, SINGLE CLICK THE LEFT BUTTON.

*Remember*
1- Hold the mouse still when clicking

2- If you run out of space on the table, lift the mouse off the surface and
reposition it.
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The Keyboard

Many features on the keyboard are the same as those on a typewriter. There
are some additional features that will help when using your computer.

ESC - (Escape) — will clear screen or “exit” out of menus
Tab — will move your cursor to the next field, when pressed alone it moves
the cursor down the screen. To go back up the screen, press ALT and Tab

together.

Caps Lock — will capitalize all typing. ***make sure this 1s OFF when
typing passwords.*** Passwords must be EXACT. They are case sensitive.

ENTER — acts as the return key, and submits typed information to the
computer.

DEL — will delete or “throw away” selected item.
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Storing Information

CD-Rom — A shiny disk, must have a CD burner in order to save to CD.

Floppy disk — A 3.5 inch square device which fits into the slot on the front
of the computer.

Flash drive — Small device — looks like a stick of gum. Fits into the USB
port on the front of the computer.

Hard drive — Physical storage in the computer.

Definitions

Desktop- Initial screen that appears after the computer has been turned on.

Icon — An image representing a program or file on the computer. Usually it
requires a double click to open the program or file.

Cursor — shows you where you are on the screen. Often and arrow, may
change to a hand when passed over something clickable.
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Mouse Practice

Opening Solitaire

. Click on the start button (a menu will come up.)

. Click on All Programs (another menu will come up.)
. Select Games (another menu will come up.)

. Select Solitaire

. Play

Other games to try
Mindsweep
Hearts

Free Cell

Mouserobics
http://www.ckls.org/~crippel/computerlab/tutorials/mouse/page 1. html

To shut down the computer — (Turn it off)

1- Close all programs that are open. It can be done one of two ways.
a- Click on red square with an X, upper right hand corner.
b- Click on File, a drop down menu will come up, scroll down to
EXIT and click on it.
2- Click on the Start button (green lower left corner). A menu will come up.
Click on Log Off. Usually on the lower portion of the menu. Wait for the
computer to shut down and turn off the power.
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Computer Glossary

Application Software

Helps you perform a specific task on your
computer

Central Processing Unit
(CPU)

The brain of your computer. Itis a chip,
which carries our all the functions needed to
control the operations within your computer.

CD-ROM Q: %

Compact Disk Read Only Memory.

CD-ROM Driver

Is found on the outside of the computer. Itis
where you insert your CD -ROM. Itis known
as the d: Drive

Click

Is hitting a button on the mouse, which sends
an electronic signal to the computer to

select something on the screen. The term
Point and Click.

Clip Art

A collection of graphics (pictures)within a
program.

Compatible

Is a software program, which will run
successfully on your computer.

Computer System

This is all the parts of the computer together.
It is made up of the CPU, memory,
peripheral devices, and the operating
system.

Data

Are the facts you give to your computer.
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Delete

Is to erase tex t or graphic.

Disk Drive

Is the part of your computer that reads
programs and data froma  DISK

Disk or Diskette

Is a reusable storage device that holds
information.

Drag It to continue to hold down the mouse
button as your move the mouse to move
objects on the computer screen.

E-Malil Is electronic mailing of personal letters from
one computer to another.

Flash Drive . -
Alsocalled a o0t humb éitislasiorage
device about the size of a lighter.

File Is a collection of related record s or a basic
unit of storage.

Filename Are characters you choose to identify a
particular file (the name you give your
record). It should relate to the file itself.

Floppy Disks Are 3.50 in diameter.

+

a plastic case. Iti s used to store and retrieve
data.

Font

Is the different style of lettering that
characters can be.
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Format Initializing a disk so that it will be usable on
your computer. Today disk come already
formatted

Hardcopy Is a piece of paper that has you r PRINTED
work on it.

Hard Drive Found inside your computer. It stores and

saves everything you put into the computer
even after you turn it off. The hard drive is
known as the c: drive.

Hardware Are all the parts of the computer that you
can see and touch.

Icon A small picture representation or symbol of a
@ computer command or function.
Input Is data you put into the computer.
Input Device Is a device used to put information into the
computer.
Internet Is an ENORMOUS network made up of

thousands of interconnected smaller
networks throughout the entire world. Itis
also known as the INFORMATION
SUPERHIGHWAY.

Keyboard |l s the device that | et
computer. You press the keys on the
keyboard to tell the computer what to do.

Menu Is an on-screen display listing the options

available to you within a program.
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Monitor

Is a peripheral device which produces an
on-screen display. Itisthe TV SCREEN.

Mouse y

Is an input devic e used for moving a cursor
on the screen.

Output Device

Is a type of device that displays information
to you.

Print |l s putting your wor k f
screen onto a piece of paper.

Printer Is a device attached to your computer that
prints information processed by your
computer onto a piece of paper.

RAM |l s the computerds temp:

Random Access
Memory

because once you turn off the computer; all
its (RAM) contents will be erased.

ROM
Read Only Memory

Is a perm anent memory chip inside a
computer, it cannot be altered or erased.

Save Is putting your work into a permanent
storage area.

Scanner Is a device that you can use to copy a
picture or words from a printed page onto
your computer screen.

Screen Display area on the monitor.
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Scroll Bar

The name given to the vertical and
horizontal Windows movement bars at the
right side and bottom of windows that
contain more data than will display in the
parameters of the window.

Shareware

Are software programs that can be
purchased inexpensively and shared with
your friends.

Software

Are programs that run on your computer, i.e.

Word, Excel, PowerPoint, AOL, etc.

Text

Are words, sentences, and paragraphs
made up of characters.

Toolbar

The row of buttons right below the menu
that perform special functions quickly and
easily. Often, these bars are definable and
modifiable.

User-Friendly

This is a term used to express the fact that

most sof tware programs provide step  -by-

step directions, which make them easy to
use and understand.

Virus Is a part of a software program deliberately
designed to sabotage your computer.

Windows Is a program many computers use to
manage files withi n your computer.

World Wide Web Is the main feature of the Internet.

WWW.
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Write Protection Notch Prevents a disk from being written to,
thereby protecting all the data on a disk.
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Internet Terms and Definitions

Bookmark 1 list of favorite sites stored in your browser.

Browseri a computer program that helps you navigate the web.

Directory i Lists areas of interest. Link to pselected websites.

Homepagei Start page for a website. Often it is an index for the website.

HTML 1 Hype Text Markup Languagg Code for writing computer pages,
Internet i global network of computers that can communicate. Encompasses the
world wide web, email, newsgroups, and chat rooms.

ISP 1 Internet Service ProvidérCompany that gives you space oseaver - Like

a phone company

Links or Hyperlinksi words or icons on a page that when clicked, will take you to
a different page or website.

Modem i translates from digital format to readable type.

Online T connected to the internet

Search Enginel helps users search the World Wide Web for a particular topic
using keywords.

Surfing T Moving from one website to another on the internet.

URL 1 Uniform Resource Locatarthe address of the web site.

Web pagei a document written in HTML that appearghin a website.

Websitei a location on the internet accessed by a specific URL or address. It may
be one single page, or multiple pages.

WWW i World Wide Web.
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Buttons on the Toolbar

B\ack T shows the previous

Home1i takes you back to your home

(= brookside - Google Search - Windows Internet Explorer

E‘ LM | http:/fwww.google.com/search?hl=en&g=brookside "| 4y |

w [brooksmle—Google Search [_l - 8 = v ik Page v () Tooks -
Web |mages Maps [ews Shopping Gmail more v Sign in
Google s (==
Web Results 1 - 10 of about 4,870,000 for brookside. {0.17 seconds)
Brookstone Official Site Sponsored Link Sponsored Links

Brookstone.com  Unigue Tools, Gifts, Ideas & More. Shop Online at Brookstone Today! B
Brookside

Montgomery Parks: Public Gardens - Brookside Gardens New & Used Recreational Vehicles
Browse Indiana's largest RV dealer.

Brookside Gardens is Montgomery County's incomparable, award-winning 50-acre public v EwingsRY
display garden situated within Wheaton Regional Park ... A EWINGSR.E0m
®ap of 1800 Glenallan Ave. Silver Spring. MD 20902

www_brooksidegardens.org/ - 18k - Cached - Similar pages

Brookside Business Association Online - Kansas City. Missouri

Our goals are improve and maintain a safe. clean and attractive climate for business owners
their employees and customers. promate business growth in ...

www_brooksidekc org/ - 8k - Cached - Similar pages

Brookside - Wikipedia, the free encyclopedia

Brookside. commonly referred to as "Brookie”. was a soap opera based in Liverpool.
England. United Kingdom - introduced with the then new British television ...

en wikipedia_org/wiki/Brookside - 98k - Cached - Similar pages

Brookside. Delaware - Wikipedia. the free encyclopedia
Online encyclopedia article that provides information about the community.
en.wikipedia.org/wiki/Brookside,_Delaware - 34k - Cached - Similar pages
[ Mare results from en wikipedia org ]

Brookside Equipment Sales

John Deere and Massey Ferguson dealer with several Houston area locations. Includes
product lines. locations, and inventory.

www_brooksideusa.com/ - 18k - Cached - Similar pages

Done @ mternet F 100% v

internet_handout.p... {f brookside - Google g Document1 - Micros... t}'| Google Search.docx ...
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General Guidelines

1. Don't Trust all you read Anyone ca post a website. Take into
consideration who is posting the site.

2. Protect your information Anyone can send email. If someone, an individual
or companycontacts youasking for sensitive information, DO NOT
RESPOND! Doing business on the internet t®amonly used practice and
usually quite safe HOWEVER use your good judgment. NEVER give out
sensitive information that is solicited, i.e. Social security numbers, bank
account numbers, credit card numbers etc.

3. Don't save your username and passworduiiip computer§ i.e. those at a
library.

4. When searching for a website, it is safer to use a search engine rather than
guessing the address. Often times a guess at an address will bring up
unwanted websites. If this should happen, close out as qukigssible.
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What is in address?

WWW.Qoogle.com

WWW name extension

www i world wide web

Name- usuallythe name of the company or group

Extensioni tells you something about the group or company. Following is a list of
common extensions.

com--For bisinesses, commercial enterprises, or online services like America
Online. Most companies use this extension.

.edu--For educational institutions and universities

.gov--Reserved for United States government agencies

.info--For all uses

.mil--For the Unied States military

.name--For use by individuals

.net--For networks; usually reserved for organizations such as Internet service
providers

.org--For norcommercial organizations
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Looking for something???
Let 6s search t he Arnlfeeatatog:Lea Pu

Home Page,®iScreen, clicki Li br ar
Cat al osgarcheston ALPL
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