Computer Technology

PC Hardware and Windows XP
Study Guide




Table of Contents

INErOAUCHION ... s naan 4
Introduction to PC Hardware..............iiieisss s nnnnns 5
What is @ Personal COMPULET? ......eeiiiii ittt e e e e et ee e e e e s e stee e e e e e e seeeeeseantaaaeeaaeeessstssaseeaasesnnes 5
WA GIE /O DOVICES? ..eeeeeee ettt et e et e e ettt e e e e e ee et eeesssasassaeteeesssasaase aaeteeessssaanssesteeesssanassseeeeessssannns 5
WHhat @re STOrage DEVICES? ...cccuiiii it cceiee ettt ettt e et e e e s ette e e e s tte e e eaataeeesesartaeeesabtaeesansaeeesasteeeesnssneenns 6
WAt 1S PrOCESSINGT ....uutiiiieieiieciiiiete e e ee e eeectt et e e e e e s tateeeeeeseeaastaeeeeaeesaa st ansssaeeeaeesaasstasasaasssannstssnneessennnes 6
PrOCESSING SUMMIAIY coiiiiiiiiiiiiiiiiieieieieee ettt et eeeeeeteeeeeeeeeeeeeeeaeeeeeeeeeeeesteteeeteeeeeteteeeretereeeeeterereeerereeeees 7
What'’s on the Qutside of the COMPULET? ....cc..eeiiiiie e e e e srra e e e s aaeeaeas 7
What's on the Inside of the COMPULEI? .......eeiiiiii e e e e e e e sarrae e e e e e e 8
PrOCESSING OVEIVIEW ..cciiiiiiiiiiiiiiiiiiieieieteeiieteeeeeteeeteeeeeteteteteteeteeteeteseeeeeeeeeessseteteeeteeeeeteteeeretereeeeeeetereeeeeeeeeees 9
Introduction to Microsoft Windows XP...........ccccsssssssssssssnnes 10
AV g L R VAT o o T 1YL o PSSP 10
Y g A I o [l o= oY Y ol =T o SR 11
WAt IS the DESKEOP?...ueiiiieee ettt e et e e e e e ettt e e e e e e eeseabte s beeeeeaaeesnsssaneeeaseaasssenseeaasasnnns 11
WHhat @re DESKLOP [CONS? ...uviiiiiiii ittt et e e e e e e et e e e et e e e seeaatbeeeeasaeeeenssaeesansseeesnnseeeas 12
What is the STart BUTEONT c..eeeiiiieie et se e st te e s be e s b e e sbae e s abe e sabaeenbeeenens 12
What is the QUick LaunCh tO0IDar?.......coouiiii i e s 13
WAt IS the TASKDar? ..o.eeeiieeeee e st e te e sbe e s be e e sbaeesabeesabaesbeeenens 13
WHhat iS the SYSTEM TraY? ..eeeiicciiiieciee et e e e et e e e et e e e e s tt e e e sesaatbeeeensaeeeenssaeeeansseeesnnsanens 13
WHhat @re the WINAOWS? .....ciiiiiiie ettt ettt e e et e e s sttt e e s e s sabteeesasbteesssseeesansreeesnnsenens 13
What are the WINAOW Parts?.......oiiiiiieiies ittt ettt sbe e e saaeesate e sabaesbaeenanes 14
18 L2 o - | TP 14

Y Y10 T PZ=T o TV o PSR 14
MaXIMIZE/RESTOIE DULTON ..cveveieeeceiee ettt ettt e e e et e s ettt eseeabeeesess bt eseasraeesassseeesasraeesssnrees 15

(01 [o Tyl 10T 4 o [ PP UPP O PRSTU 15

Y 1T o TN o - TR 15

DT FE1 [ 2 LoD TSRS 15
o] (oY o= Lo TN o @e g oY o 1V (=] SR 16
SEANCIING fOI LOSE FIlES ceviiiiiiiiiiieee ettt e e et e e e e e e e s te e e e e e e e e e essasstsaeeaeesesnsssenaeaeeeannnns 16
o] (oY o= dl T TY3R- T o I o] o [=T oSSR 18
USING WINAOWS EXPIOTEI .. .eeiiieieiiiee ettt ettt e e et e e e tte e e et e e e e bebaeeeeasbaeeesnsseeeennsteeeenseeeeannees 18
Working With FOIAErs @and FilES.......ueie ittt e e e e e e e e e e b rre e e e e e e e eanrraaeeeas 19
Moving and Copying Files and FOIEIS......ccccuiiii ittt e e e e aae e e e 19

L 2= g L= 4 ] (o - S 20
Wt IS @ WED BrOWSEI?..cueiieiiiieiie ettt ettt st e ste e sbe e s ta e e saee e s be e sbee s ssateesabaesbaeensteessbeesnbaeenseeensns 20
Computers and the INTEINET ......coi it e e et e e e e ebte e e s sbaeeesentaeeesrteeaeans 21
What are Web Addresses and URLS?......ocuuiiiiiiiieiiiieeesiiee e sieeesstee st e s s snee e s s e sabee e s ssbeesssnseeessnsnenas 21
Commonly Used dOMAIN NAMES ......ueiiiiiiieicciee et ertee e e ete e e e stae e e s eatee e e e sbte e e esataeeeenntaeeesasenas 21
Identify @ hyperlink 0N @ Wb Page .......ooo i e et e e e 22
HYPEIINKS @Nd WED PAgES...ciieiiiiiiiiiee ettt ettt e et e e e e e e e st a e e ae e e e e s e s nseraeaeaeeessansrasaeeanns 22
Save and Organize Webh addrESSes. . ... i ciiiee e ccteee et e et e et e e e rare e e e e stae e e ssaaaeeeenaaeeeaaraeeeas 23
Favorite Web sites can be saved and Organized........ccceeievieeiiciiee e e 23




PriNtING @ WED Page..cciiiiiiieeee ettt e e e e e et e e e e s e sttt e e e e seeeaeesssstaaeeeaesssanssseneeeeeaesnes 23

HOW dOES E-Mail WOTK?...ciiiiiiiieiiiiis ettt st e e st ae e e s ratae e e ssbaeessnaeeesnnneeeas 24
[0 o1 =Yoo T Ty R olo Ta Y o To ] 1= | £ SRR 24
Send and receive e-mail using Microsoft OUtIOOK EXPress........ccoueeveeieecciiiieeee e e 24
Y/ 1ol g o Xo] A f @ 1] d FoTo] [ 4 o] f LY USSR RRPR 25
SeNnd and reCEIVE E-MAil...ccicuiiiiiiiiee st ettt et sbe e e aae e 25
Outlook Express New Message dialog DOX ....cccoeceuiiiiiiiiii ittt eerrrre e ee e e e e e e sanre e e e e e 26




Introduction

St. Edward School

500 S. Merrill St.

Corona, CA 92882
www.stedwardeagles.com

This document is the study guide for the St. Edward School Computer Techology class
and has been compiled and written by William Hahn. It is provided free of charge to the
students of St. Edward School, Corona, CA. and is distributed in electronic format only.
Students are responsible for any printed versions of this document.

The information contained in this document is not copyrighted. No permission is
required to reproduce the contents of this document.




Introduction to PC Hardware

What is a Personal Computer?

A Personal Computer or PC is a general-purpose
information processing device.

» It can take information from an Input Device (through the keyboard

and mouse),

= or froma Storage Device (like a floppy disk, hard disk or CD).
Once processed, the information is:

= thensentto Output Devices (such as amonitor, or printer),

u and/or sentto a Storage Device (such as a floppy disk, hard disk or
CD).

e Information can also be sentacross a netwark for storage or sharing
with other people,

What are I/0 Devices?

People interact with the computer using input/output devices, or /O devices.
The most common types of /O devices are monitors, keyboards and a mouse.

Ee Mouse — The mouse s is an Input Device and the
primary device for navigating and interacting
with the computer

Keyboard - The keyboard is an Input Device
andis the pnmary device for entening information
into the computer.

Monitor - Is an Quiput Device and is the primary
device for displaying information from the
computer

Printer - Is an Output Device andis the
\ primary device for printing documents.




What are Storage Devices?

To store information and programs, computers use removable and
non-removable storage devices.

Removable storage - Removable storage devices allow you to add new
information to your computer very easily, as well as save information that
you want to carry to a different location.

CD-ROM (compact disc, read-
only memory) is another
common form removable storage

Floppydisk —

The most common form of
removable storage, floppy disks
are extremely inexpensive and
easy to save information to.

USB Memory Key

What is Processing?

On the inside of your computer, a CPU (Central Processing Unit) controls
all processing functions. Informationfrom Storage Devices and I/0 Devices is
processed and temporarily stored in Random access memory (RAM).

RAM is volatile memory and is erased when the computer is turned off.

e Stores




Processing Summary

Input Devices

i O
Devices o

RAM
CPU
8
What's on the Outside of the Computer?
Front View
Floppy Disk Drive

On/Off

USB Ports
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Back View

Power Cord Connector

Keyboard and Mouse Ports
USB Ports

Speaker Ports

Video Connector

1

What's on the Inside of the Computer?
Main System Board and Expansion Slots
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IDE Hard Disk Drives
Intelligent Drive Elecironics or Integrated Drive PCICards

Electronics, Peripheral Compaonent Interconmect

AnIDE mterface 13 an mterface for mass storage devices, m
which the controller is mtegrated mto the disk or CD-ROM

drive. j,l

s

A wireless network adapter is
a common type of PCI card.

Processing Overview

Devices

Storage
Devices




Introduction to Microsoft Windows XP

What Is Windows XP?

Microsoft Windows XP is a computer program. Specifically, it's a type of program known
as an operating system, often abbreviated OS.

One thing that makes the OS different from all other programs available for PCs is that
an OS is required to make your system work. A computer without an OS is like a car
without an engine. Turning on a computer that has no operating system installed leads
to nothing but a message on the screen telling you there is no operating system
installed.

One reason that an operating system is required on all computers is that it plays the
important role of making all the things that make up a computer system — the screen,
mouse, keyboard, the programs you use, the hard disk, and all that other stuff — work
in harmony. And thankfully, it does all that in the background, without your even being
aware of it. And without your having to know how it does it.

The operating system also provides the user interface for the computer. That is, it
determines what you see on your screen and how you interact with those things. To that
extent, learning to use your computer is really a matter of learning to use its operating
system.

In fact, learning Windows XP is probably the most important first step in learning to use
your computer. That’s partly because you need to learn to use Windows just to start any
other programs you plan to use. In addition, many of the skills you acquire while
learning to use Windows will apply to just about anything you do with your computer, be
that word processing, making custom CDs, working with digital photographs, creating
Web pages . . .whatever. So every moment spent learning Windows is actually an
investment in learning to use your entire computer and all the amazing things that it is
capable of doing.

In the next section we will identify the basic screens in Windows XP.

10




What Is the Logon Screen?

To Bogin click your vmr nama

[ Tierny off XP Ao

What Is the Desktop?
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What are Desktop Icons?
Shortcuts to your programs.

Start by Double-Clicking the Left Mouse Button.

o

Windows
Explorer

"

My Computer

o

My Documents

What is the Start Button?

The Start button, as the name implies, is where you can start any program on your
computer. When you click the Start button, the Start menu opens.

The Start menu is divided into two sections. The left half of the menu provides access to
frequently used programs. The right side provides access to frequently used folders
(places where things that are “in your computer” are stored), as well as access to Help
and Support and other features of Windows. Your Start menu won'’t look exactly like

the one in the figure. Again, that’s because it provides options, programs, and features
that might be unique to your computer.
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What is the Quick Launch toolbar?

The Quick Launch toolbar (also called the application launcher) provides one-click
access to commonly used programs. It provides an alternative to going through the
Start menu to start these programs (and can be handy when your desktop icons are
covered by some large program window). When you point to an icon in the Quick
Launch toolbar, you'll see the name of the program or service that the icon
represents.

e Tes  Ermm

What is the Taskbar?

The taskbar is the colored strip along the bottom of the desktop. In a sense, the taskbar
is like the center desk drawer of a real desk. It provides quick access to frequently used
programs and features of Windows. Even when some large program window is covering
the Windows desktop and its icons, the taskbar can remain visible on the screen so that
you can get to the things if offers.

What is the System Tray?

The System Tray (sometimes called Notification Area) contains the clock, and icons that
keep you posted as to the status of various programs or services running on your
computer.

Pointing to the current time reveals the current date.

Double-clicking the current time brings up a dialog box that lets you set the current date,
in case it's wrong. (As you'll learn, a dialog box is a window that pops up on the screen
and provides options from which you can choose.)

[ ] - |

What are the Windows?

Every window that you open on your desktop will have certain elements in common.
What's inside the window will vary a lot, because all programs display within windows. If
you look closely, however, you may notice the frames surrounding those windows are
similar. The reason for this similarity is simple: All the tools you use to manage the
window are in this frame. Because of this arrangement, you need to learn only one set
of skills to manage windows. Those skills then apply to any and all open windows.

13




What are the Window Parts?

Close

Maxamuze/Restore

Inthes bar Minimize

{7 Decument - WerdPad

Fis [ Vs [roel Fpema el Meru bar
DFE & A |\ —t— Toolbar
Iy & dlocyrmeeest e WurdP sl @ar I ed  ssndiew ofere e

vaerre aed of ocly (bl ertusly el svsdows offer Thas ead ves, are

readng v e The dic omanl wrwa of The sches
Eor Palp, prema. ¥ | N

Status bar Document area

Title bar

The title bar shows name of the program being run in the window, and the buttons for
resizing and closing the window.

The title bar alone offers some handy features:
e To expand a window to full-screen size or to shrink it back to its original size,
double-click its title bar.
e To move a window to some new location on the screen, drag the window by its
title bar.

Minimize button

When you click the Minimize button, the window disappears and shrinks to a button in
the taskbar. Doing so gets the window out of the way for the moment so that you can
see the desktop behind that window. To reopen a minimized window, click its button in
the taskbar. Every open window has a button in the taskbar associated with it. As an
alternative to using the Minimize button to hide/show a window, you can just click that
button in the taskbar.
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Maximize /Restore button

Clicking the Maximize button expands the window to full-screen size (a quick way to
hide other windows that may be distracting you). When the window is full-screen size,
the Maximize button turns into the Restore button. To return the window to its previous
size, click the Restore button.

Closing versus Minimizing a Window

Think of minimizing a window as taking some document on a real desktop and sliding it
into a desk drawer. The document is not cluttering your desk anymore, but it is within
easy reach. Just click the document’s taskbar button, and you’re back in action. Closing
a window, on the other hand, is more like putting a real folder back in the file cabinet.

You still can get back to the document when you want it, but you’ll need to restart the
program from scratch, at which point it opens up with no document.

Close button

Clicking the Close button closes the window, taking it off the screen and out of the
taskbar as well. To restart the program in the future, you'll need to go through whatever
procedure you usually perform to start that program.

Menu bar

Many windows that you open will have a menu bar across the top. The menu bar offers
access to all the features that the program within the window has to offer.

Dialog Boxes

A dialog box is sort of like a window. Instead of representing an entire program,
however, a dialog box generally contains some simple settings from which you can
choose.

The term dialog box comes from the fact that you carry on a kind of “dialogue” with the
box by making selections from the options it presents. Controls within a dialog box are
similar to the controls on any other kind of machine, be it a car, dishwasher, or stereo.
Controls enable you to control how a program behaves and looks.
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Exploring Your Computer

Now that you have the basic skills to work in the Windows desktop, as well as any
dialog boxes that pop up, it’s time to turn our attention to the one Windows program
you’re likely to use more than any other. Its name is Windows Explorer (or just Explorer,
for short).

As its name implies, its purpose is to enable you to explore the contents of your
computer. There are lots of ways to start Explorer, as you'll learn. For starters, either of
these methods will do:

e Click the Start button and choose My Documents.
e Or, click the Start button and choose All Programs — Accessories — Windows
Explorer.

Like all windows, Explorer has a title bar with Minimize, Maximize/Restore, and Close
buttons, a menu bar, toolbar, and so forth. Unlike most programs, however, Explorer
doesn’t display its own name in its title bar. Instead, it displays whatever it

is that you’re exploring at the moment.

| Conmmon e
B

1 e 0 Lo

" iy e e Dol

Searching for Lost Files

It's not unusual, especially among beginners, to lose files on a hard disk. You might
download a file from the Internet or create and save some document without paying
much attention to where you put it or what you named it. Or, you may be digging around
for some document you created ages ago, and have long since lost track of its name
and/or location.

The Explorer Search Companion will help you find it.

16




To open the Search Companion:
If you're already in Windows Explorer, just click the Search button in the Standard
Buttons toolbar.

e Or, choose View — Explorer Bar — Search.

e Or, press Ctrl+E.

e Or, if you're not in Windows Explorer, click the Start button and choose Search.

The first time the Search Companion opens, you'll see a prompt asking whether you
want to search with, or without, an animated screen character. This is a one-time
question, so you might not see it at all. Frankly, it makes little difference which you
choose, unless you happen to be fond of animated dogs.

You can change your mind at any time by choosing Change Preferences within the
Search bar. The first set of options to appear in the Search Companion bar, shown in
the image below:

e Pictures, music, or video: This option limits the results of the search to those
types of files.

e Documents: This option limits the search to document files that go with specific
programs, such as Word documents, Excel documents, and so forth.

e Allfiles and folders: This option returns search results with all types of files.

e Computers or people: This option enables you to search for computers in a
local network, people in your address book, or the Internet.

¢ Information in Help and Support Center: This option plays the same role as
the Search option in Windows Help.
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Exploring Files and Folders

Windows Explorer shows the files, folders, and drives on your computer

the name of % Professional Writing I- |F|®
the 59lect9d File Edit Wew Favorites Tools Help n';'
folder
e Back - \J , () search » Folders ‘
Folders - 4 Memo Palicy
Click to Close @ Desktop :’s" :;jyl;;(”:ur“em: I;;:-*l(g:zcl,m:—rw
& ) My Documents e = contents of the
thevlaee ) Basic Accauring selected folder
(L) Computer Concepts I?Ep? [t S -
(L2 Management Skills 11 ; KE
click to open 0 ) y Musc -
the f0| der I+ u‘Eﬂ My Pictures }
(] Prof essional Writing ‘—l SEIECtEd folder |
E3) i My Computer
£l ﬁ My Metwork Places
@ Recycle Bin
Using Windows Explorer
My Documents folder
8% My Documents [—|{—|®
File Edit View Favorites Tools Help J"
3 Ba > ¥ O search | ) Folders | [~
Folders = . N
@ Dasitop ;h/ My Music ﬁ My Pictures

= |,B My Documents

# Recycle Bin

E3 ;é My Music = -
A oy i $ contents of the
= j My Computer o
@ B 3% Floppy (A1) : folder selected in
< Local Disk (C:) drives on your| |the Folders pane
@ & €D Drive (D) —~*—| computer
# A CD-RW Drive (E:)
= Control Panel
m g Shared Documents Dther USEfU]
@ () Andrea's Documents locations on
€3] .g My Metwork Places your Com'puter

18




Working with Folders and Files
Creating Folders using Windows Explorer

» Click File on the menu bar, point to New to display the submenu, and then click Folder

CEX
File Edit View Favorites Tools  Help :'.,
Qo - ©Q (T O search [ Foiders | [T
Folders X Agenda
@ Desktop A (% Holiday
® IJD Py Documents NE""" Logo
= W My Computer Prnpnsal
= u 314 Floppy (4 ) RE!‘SLIme
=) FM = | (-15alinas members
5 c &.Stationery -
i’—j - [ vinca folder name is selected and
Revi -
S e _ (= |-« ready for you to replace

Moving and Copying Files and Folders
> Moving a file removes it from its current location and places it in a new location you specify

> Copying places the file in both locations

Move Items Elgl

Select the place where you want to move ‘Resume’. Then
click the Move button,

use the expand and
collapse icons to navigate
your computer

Desktop

eD My Documents
= i My Computer
e ﬂ 314 Flopp )
# < Local Disk (C:)

& g DVD Drive (D:)
# L CD-RW Drive (E:)
# & Zip 100 {F:)

14

To wiew any subfalders, click a plus sign abave.

Make New Folder Move
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Internet Explorer

What is a Web Browser?
The Web is a collection of files that reside on computers, called Web servers.

» Web servers are connected to each other through the Internet
The software you use to connect your computer to the Web server is your Web browser.
» Common Web browsers are Netscape Navigator and Internet Explorer

» These browsers use a standard Graphical User Interface design

20




Computers and the Internet

+-{ne oa conmeciion] <| i

What are Web Addresses and URLSs?

Each computer on the Internet has an unique identification number, called an IP
(Internet Protocol) address.

The IP addressing system currently in use on the Internet uses a four-part number.

Each part of the address is a number ranging from 0 to 255, and each part is separated
from the previous part by a period, for example: 106.29.242.17.

Although each computer connected to the Internet has a unique IP address, most Web
browsers use domain name addressing to locate Web sites and pages.

Commonly used domain names

Web Server Types Description

Ao Businesses. and other commercal enterprises

edu Educationsd institutions

gaw W5, governmient apencies. bu'eaus, or departmanis
Ant Internatienal organzaThans

il LS. militnry units or agencies

nat Metwiork service providers or resources

B Other arganiraticna, usdally charitoble o~ net-for-profit

21




Identify a hyperlink on a Web page

& Breaklast—Rooms - Microseft Internet Explorer
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Save and organize Web addresses
Use Internet Explorer's Favorites list to store and organize a list of Web pages that you have visited so
you can return to them easily.

e The Favorites button on the Standard Buttons toolbar opens the Add Favorite dialog box.

e Use the Favorites list to open URLs you have stored as favorites.

e Create folders to organize your favorites in the way that best suits your needs and working style.

e Organize your folders in a hierarchical structure using the Organize button on the Favorites
Explorer Bar.

Favorite Web sites can be saved and organized

3 Organize Favoriles

Tocresie anew iosde, chok on ihe Cisais :
Foldes button. To rensme o delate an O L the list of
item. sloc he fem and cick Renane ot | g M5 com favorites on
sl ] Racko Station Gusde vour screen
Lfizszfolde J| Bename | | @) Contemis J will differ
[ MovetoFolder. [ Delete |
[Uirkes [
|Favantes Folder
|nmﬂ'uc|; the favorite
1/29/2006 2 34 PM ~— | | you saved
 should appear
in this list
Close

indicates the last time the Links folder was
modified (this date on your screen will differ)

Printing a Web Page
Make sure the page you want to print is displayed in the browser window.

e Select Print from the File menu to open the Print dialog box.
e Ready the printer and click the Print button.
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How does E-mail work?

you create and
send an
e-mail message
to a friend

"

the e-mail server
stores the
message until

the message
travels through

the network to an your friend -
e-mail server requests it your irien
. retrieves

e-mail and reads the

message

e-mail
message

d =
message l |!

e-mail server

your computer

b

your friend’s computer

E-mail address components

You may have an e-mail account through a business network or you may create an e-mail account with a

service that provides Internet access.

An e-mail address consists of:
» Auser name or login ID
» The “at” symbol (@)
» The name of the e-mail server

Send and receive e-mail using Microsoft Outlook Express

To access your e-mail account you also need an e-mail program, which is also called e-mail client

software.

You use the e-mail program to open, print, delete, reply to, forward, and save mail from your e-mail

server.

One such program is Microsoft's Outlook Express, which installs as part of Internet Explorer.

Outlook Express can be accessed through the Start menu on the All Programs submenu.
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Send and receive e-mail
To send an e-mail message:
» Press the New Mail button on the Outlook Express toolbar
> Type in the e-mail addresses of the recipient
» Type your subject matter
» Type your message and then click the Send button
To retrieve mail that has been sent to you:
> Click the Send/Recv button on the toolbar
» Outlook Express will contact your e-mail server and download your e-mail messages
To reply to a message:
» Click the Reply button
» The recipient address and the subject matter are automatically filled in
» When you have completed typing your reply, click the Send button
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