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Class Goal:

The student will be able to operate computer hardware and software as well as know basic
computing concepts and terms.

Class Objectives:

Open CPU, identify motherboard, hard drive, flash and DVD/CD-ROM drives, install
cards, memory & reassemble computer, wire computer including peripheral devices
Explain RAM verses ROM, IP address, processing speed.

Use "My Computer" to locate files on the memory stick and DVD/CD-ROM

Open windows, minimize, maximize, size and move them

Use icons and tool bars, Search, History, Task Manager to shut down, end task, change
password

Demonstrate cut and paste across several programs,

Use Windows Explorer

Create folders to manage computer files

Check for and install updates on a regular schedule for Windows, Java, Adobe acrobat,
and how to find versions.

View MS Office and Adobe website for help.

Use safe computing practices to prevent computer infection, manage firewall, update
virus protection.

Use zip and unzip software on SLIS desktop
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Topic 1 Computer Hardware

A computer workstation can consist of a desktop tower with a monitor, keyboard and mouse or
laptop. The lab in Room 131 Marist has18 Dell Intel Core 2 computers running Windows 7
while the student lab in Room 237 has 5 Dell Intel Core 2 computers running Windows 7. There
is a multi-media lab in 131A Marist with an IMAC and Dell Intel Core 2 Computer. You must
have an active NT user ID and password to use the computers.

Let’s look inside the desktop tower and identify the components.

fCer1traI Fllzcxesﬁg_umt

Mother board Cfe ! I

CD ROM drive - an acronym of "compact disc read-only memory" is a optical device that allows
the user to play and view data held on a CD(compact Disc).

Motherboard- the primary circuit board of a personal computer, containing the circuitry for the
central processing unit, keyboard, mouse and monitor, together with slots for other devices

Central Processing Unit - A microchip that acts as the computer's "brain", executing
instructions sequentially as if following a recipe for making a cake. The speed of a CPU is
measured in megahertz or gigahertz.

Hard Drive - A hard disk drive is a device for storing digital data. It has one or more rotating
rigid platters on a motor-driven spindle within a metal case. Data is encoded magnetically by
read/write heads that float on a cushion of air above the platters.

(definitions adapted from Wikipedia)
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Topic 2 Computer Memory

RAM- Memory modules on the motherboard that contain microchips which temporarily hold
data and programs while the CPU processes both. Information in RAM is lost when the PC is
turned off.

3

You need approximately 2-3 Gb of RA to run the Windows 7 and Office 2010 applications. It
is easy to upgrade memory for your computer by taking out the old memory chips and installing

new higher memory chips.

Let’s see how to tell how much RAM your computer has.

Steps:

1. Click the Start button
and right click on
Computer.

2. Click on Properties.

3. Onthe General tab
view the RAM.

4. You can also see the
amount of processing
speed you have
measured in GHz.

Computer
Open
Control Panel Manage
Map network drive...

Show on Desktop

Rename

Properties

Disconnect network drive..

View basic information about your computer

Windows edition
Windows 7 Enterprise
Copyright © 2009 Microsoft Corporation. All rights reserved.

System
Rating: System rating is not available
Processor: Intel(R) Core(TM)2 CPU 6300 @1.86GHz 1.86 GHz
Installed memory (RAM]): 2,00 GB
System type: 64-bit Operating System

Pen and Touch: Mo Pen or Touch Input is available for this Display

Computer name, domain, and workgroup settings
MARI3117D55
MARI3117DSS cuz.edu

Computer name: & Change settings
Full computer name:
Computer description:

Domain: cua.edu

e ROM: Read Only Memory - built-in" computer memory containing data that normally
can only be read, not written to or edited.

GeneralComputingWksp.doc
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Topic 3 Computer Wires

Sometimes you will hear someone talking about wiring up a computer or maybe you have just
bought a computer and want to set it up. Alternatively, maybe someone has stepped on a
cable and now the mouse or keyboard doesn’t work. This can be a show-stopper in a library.
Where do you start?

Monitor cable
power corgd
Fiber optig ¢
mic

headphg !g

mouse 5

Steps:

1. Setup the tower first. Plugin the power cord to a power strip.

2. Set up the monitor next. Plug in the power cord to a power strip. Plug in the monitor
cable into the back of the tower in the video outlet on the back of the tower.

Insert the mouse and keyboard Universal Serial Bus (USB) cables into the USB drives.

4. Insert the fiber optic cable into the data port.

w
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Topic 4 My Computer

In the Windows 7 hierarchy, the Computer icon is one level down from the desktop. It provides
access to disk drives on the computer and on the network such as the “M” drive. It also

provides access to Printers and Control Panel.

To open the Computer window, double-click on the Computer menu item after clicking the
Start button on your desktop. The window displays icons representing objects on your
computer. You can restore, resize, and close this window as you can any other window.

Drives on Windows7 PC

4 Hard Disk Drives (1)
Local Disk ()

&/ 301 GB free of 74.4 GB

4 Devices with Removable Storage (3)

& & CD Drive (B} U3 System
) DVD/CD-RW Drive (D) 0 bytes free of 5.45 ME
= CDFS

Removable Disk (F:)

o —

W 756 B free of 972 ME
4 Metwork Location (1)

i WEEKSS (\\cuasentj) (M)
L — — Shared drive example

=
] 334 GB free of 148 TE

example

C:\ drive is the hard drive to store system files and programs.
The My Documents folder will be found here.

E:\ drive is for CD-ROMs and DVDs.

F:| drive is for a flash or memory stick

Shared drive

M:\ drive or another letter is for the network drive that students can use to store shared files

or save files on the server.

GeneralComputingWksp.doc 4 September 2010
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The Computer window includes, by default, the Standard Buttons toolbar and the Address Bar
toolbar to allow you to navigate through the Windows 7 hierarchy.

[~ = = =
\J@v|:‘.i » Computer » s |‘r Search Computer
Organize « System properties Uninstall or change a program Map network drive Open Control Panel
Cut . ;
" 4 Hard Disk Drives (1)
Copy
| nral Digle (04

If would like the menu bar, click on Organize, Layout, Menu bar and a window will open where
you can manage your view of the Computer.

Organize = Systemn properties Uninstall er change a pr
Cut
Copy
Paste
Undo

Redo

Select all

Q La}rl:l u _‘:. @

— — i n e
AT |@ » Control Panib - v | +4 | Search Control Panel
ol .S

| File Edit View Tools Help

Topic 5 Open windows, minimize, maximize, size and move them

(o
Use the button X to cl i
the window.

Use the _ button to Ga
minimize the window,

Use the[ Jto maximize the
window.
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Exercises:

1. Use the center square control in the window upper right to maximize and reduce the size of
the window.

2. Move your cursor over the edge of the window until it becomes a double-sided arrow and
drag to resize it. Move your cursor on the blue bar at the top and drag the window to move it
to a new location.

= | B

oy [l @

Move your cursor to the top
and drag the bar to move the
window.

Move your cursor over the
side until it turns into a double
arrow to resize the window.

Topic 6 Using Search Functions

Search in Windows 7 is very powerful. You can use Search to locate files, folders, or even
people, web pages etc. There are several ways to use Search.

1. Click on the Start button, then select Computer. You can select the drive to search.

= | =]
. . Bss- e - E=RECE x|
- | +4 | | Search Computer = I
iinstall or change a program Map network drive Open Control Panel i - il (7]

4 Hard Disk Drives (1)

Local Disk
()

GeneralComputingWksp.doc 6 September 2010
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2. You can select what you want to search.

ESIE =
. - a " 5 . e e = | :
Search Results in Removable Disk (F:) » - | 4 | workshops x |

Add a search filter

Tools  Help
Date modified: Size:
Save search Burn o= T
1 Workshops Date modified: 3/31/2008 9:36 PM
= FADocumentshlabstaff
] ] workshopssignup.doc Date modified: 1/6/2010 6:52 PM
e Size: 38.5 KB

Authors: weeks

3. You can drill down in the folder hierarchy then search in a specific folder. When you enter
your search terms they display in a highlighted form with the exact file where they appear.

If you double click the file it will open.

@j workshopssignup.doc

F\Documentstlabstaff orientation

You may also select Search from the My Computer window tool bar.

Topic 7 Control Panel

The Windows Control Panel gives the user many tools to customize the computer.
Steps:
1. Click the Start button.

2. Select the Control Panel
3. Use the Dropdown arrow to select the view of the control panel.

GeneralComputingWksp.doc 7 September 2010
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@uv|@ v Control Panel » All Control Panel Items »
ot a0 == e -— =

File Edit WView Tools Help

Adjust your computer’s settings

? Action Center

&7 Autodesk Plotter Manager
%@l BitLocker Drive Encryption
‘- Date and Time

i Device Manager

@ Ease of Access Center

=1 Getting Started

|| Intel(R) GMA Driver

E2 Keyboard

F Mouse

B Performance Information and Tools
3 Power Options

il Recovery

By software Explorers

@ Sync Center
[ Troubleshooting

[+] Administrative Tools

Ea AutoPlay

O Color Management

@ Default Programs

@ Devices and Printers

Folder Options

ﬂa. HomeGroup

€ Internet Options

[ Location and Other Sensors
:‘: Network and Sharing Center
'! Personalization

(&l Programs and Features

& Region and Language

-Hj Sound

18 System

82, User Accounts

View by: Smallicons =

‘54 Autodesk Plot Style Manager
‘E’ Backup and Restore

[E Credential Manager

B Desktop Gadgets

B Display

A Fonts

¢= Indexing Options

|| Java (32-bit)

£ Mail (32-bit)

Motification AreaIcons

H::I Phone and Modem

€ QuickTime (32-bit)

3 Remotefpp and Desktop Connections
@ Speech Recognition

'.j_ Taskbar and Start Menu

a Windows CardSpace

Topic 8 Using Task Manager Functions

Task Manager —In Windows7, you can use the Task Manager to change your password, close
programs that are not responding, log off or lock the computer.

When you want to bring up the Task Manager, hit Ctrl, Alt, Del .

GeneralComputingWksp.doc
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1. Select Task Manager. u"- Windows Task Manager | (=] ﬂ

File Options View Windows Help

2. Select the program

that is frozen or not Applications |P'rcu::esses | Services | Performance | Metworking I Users |

responding and then _

select the End Task Task Status

button. You will only B8 Al Control Panel Ttems Running

close the frozen 1M datemodified: - Computer Running
@GenerEICDmpuﬁngkﬁfksp.duc [Compatibility Mode... Running

| labstaff Running

€ Microsoft Outlook Web Access - Windows Intern,..  Running

window and then may ||
continue to use the |l

other programs. o Music Running
1B l_‘- Recent Places Running

1 Untitled - Paint Running

,:! waorkshops - Search Results in labstaff Running

s

;; warkshops - Search Results in Remaovable Disk (F:)  Running

EndTask || SwitchTo || New Task...

Processes: 52 CPU Usage: 36% Physical Memony: 59%

Topic 9 Cut and Paste

One of the most useful functions in Windows is the ability to cut, copy and paste across
multiple applications.

Steps:

1. You can highlight a selection of text on M
a web page and right click and select
Copy. Alternatively on the top menu
bar you can select Edit and Copy.

Agreement

Select all

Dliem &

GeneralComputingWksp.doc 9 September 2010
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2. You then can right click and paste in
the copied content. Alternatively on

the top menu bar you can select Edit
and Paste. )
You can _
3. If you right click and select “cut” it a web pa{ih este L})
removes the content but then you can *’i Font...
still right click and paste it in another =% | Paragraph...

document.

Topic 10 Windows Explorer
Windows Explorer gives you a very useful left pane to view the hierarchy of drives and their
structure and a right pane to view the contents of any drive that has been selected. Let’s

access Windows Explorer.

Steps:

1. Right click on the Start button.

Select Open Windows Explorer.

3. You will see a panel with all the
Libraries, Computer drives and your
desktop.

N

'\‘:/"\H:/' |J_d v Libraries »

File Edit View Tools Help

Crganize « Mew librany

4 ¢ Favorites
Bl Desktop
& Downloads

‘| Recent Places

4 = Libraries
» 3 Documents
4. You can select “Computer” and you - @' Music

will see all the drives - [&=5] Pictures

; E Videos

4 1M Computer

&, Local Disk (C) <=1
» CD Drive (E:) U3 Systemn
- e Peemovable Disk (F:)

» g™ WEEKSS (M\cuasent)) (M:)

4 E.l_-l Metwork
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Topic 11 Create Folders and Manage Computer Files

Just as you can put your paper documents in file folders in a filing cabinet, you can create
folders in your “My Documents” folder on the hard drive of your computer. In the computer
labs you should save your files on a flash or memory stick or on the M:\drive (this will be

covered in the CUA SLIS Computing Environment Workshop).

Steps:

1. Open the “Documents” window from
the Libraries or in the Computer
window.

2. Rightclick in a blank space.

3. Select New >>Folder

4| o Libraries
; 3 Documents
> J’- Music
* =] Pictures

- B Videos

<=

Documents library

Includes: 2 locations

Marme

:

4. Name the folder just as you would a
file folder for a filing cabinet.
5. You may now save files in

this folder by selecting:
File>>Save as and
navigating to this folder.

@ Save As

G-

3 ¥ Libraries » Documnents »

Organize = MNew folder
o Documents library
‘-"a_Llhra”ES Includes: 2 locations

j Documents

,J’. Music Mame

=] Pictures . New folder

B vVideos Date created: 8/4/2010 9:20 PM

Empty folder
GeneralComputingWksp.doc 11 September 2010
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Topic 12 Check for and Install Updates on Your Computer

For your computer safety it is very important to check for updates for your operating system as
well as for programs on your computer. You may check for versions of software programs to
see if you need to download and/or purchase newer releases.

You should check regularly for Windows Updates.

Steps:
1. Pressthe Start
button>>Control Panel.
2. Select Windows Update

I?] Windows CardSpace

4 Windows Update

Control Panel Home

Windows Update
Check for updates
Change settings .
3. Select the Express button. View update istoy g1 1) Checking for updates..

Restore hidden updates
4. |nstall the recommended

high-priority updates. Updates: frequently asked

guestions

You should also check for updates for the Adobe Reader to view Portable Document Format
(PDF) files. The Adobe Reader is a free downloadable file from:

http://get.adobe.com/reader/otherversions/

Topic 13 Check for the Version of the Software

Software is distributed and tracked by version. You should always know the versions of the
software you are running on your computer.

GeneralComputingWksp.doc 12 September 2010
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Steps:

1. Onthe top menu bar, select Help. -
’ Help

Internet Explorer Help F1

What's Mew in Internet Explorer &
4 Online Support
Customer Feedback Options...

About Internet Explorer

T -~ T lar -

2. Select the About XXX program.

3. View the version number.

4. Check on the Program’s website to
determine what the latest release is.

5. You may be able to purchase just the upgrade at a lower cost.

ADOBE DREAMWEAVER CS5

BUY | UPGRADE ~

Topic 14 View MS Office and Adobe Websites for Help

The MS Office help website has many tutorials as well as step-by-step procedures for specific
guestions. You may press F1 to open the help website at:

http://office.microsoft.com/en-us/support/getting-started-with-office-2010-
FX101822272.aspx?CTT=97

GeneralComputingWksp.doc 13 September 2010
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oa Office 2010

]

i

Word

#
L"
T

f 4|

Getting started with

s Office 2010

< Click a product on the left
to get started.

Lc,
-
R

L'f

T
o
m

=]
O
=
=

b=

]
o |
m
]
=
m

Access

L‘u
al
|8
il
i
[4i]

The Marist classroom 208, 131 and the Information Commons have the new Adobe Creative
Suite 5 (CS5) with Dreamweaver, Fireworks, Photoshop and Flash.

The Adobe has an extensive help system called Adobe TV at: http://tv.adobe.com where you
can watch tutorials on various topics in each application.

Products
E AIR DREAMWEAVER LIVECYCLE

A ACROBAT ENCORE LIVECYCLE DATA SERVICES
m AFTER EFFECTS FIREWORKS ONLOCATION

m AUDITION
- BRIDGE

m CAPTIVATE «FI* FLASH MEDIA SERVER

FLASH BUILDER PHOTOSHOP

BEEEEH

FLASH CATALYST PHOTOSHOP ELEMENTS

B |
BEBE - -

PHOTOSHOP.COM

Topic 15 Use Safe Computing Practices

The Center for Planning and Information Technology (CPIT) has excellent information on many
best practices for safe computing at http://computing.cua.edu/security/security-hints.cfm.

GeneralComputingWksp.doc 14 September 2010
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Here are some of them:

. Exercise extreme caution when opening e-mail attachments.

Unless you and the sender arranged in advance that an attachment would be sent, it is
safest never to open e-mail attachments. E-mail attachments are a primary method
used to spread computer viruses.

Never open any e-mail attachment if you are not running antivirus software with up-to-
date virus definitions.

. Be careful when downloading programs and viewing Web pages.

Take care not to run any program that does not come from a company or other entity
that you trust.

Note that Web pages can sometimes contain malicious program code that executes
silently as you view the page.

Turn off the preview pane in your e-mail program if possible. Many e-mail messages are
written in the same language as Web pages; these may contain malicious code.

If you are visiting a Web page and are prompted to install software unexpectedly, click
"No" or "Cancel."

Scan your computer for spyware every week.

. Use instant messaging wisely.
Don't accept messages from sources that you don't recognize. Configure your IM
program to accept messages only from users on your contact list ("buddy list"). If
someone is bothering you via IM, remove them from your IM program's contact list. If
problems continue, abandon your IM screen name and select another, giving the new
name to trusted friends only.

Don't accept file transfers via your IM program. You have no way of knowing whether
the file being transferred is malware or contains viruses.

Even if you know the person sending the message, don't click on web links in IM
messages. Some viruses work by sending IM messages containing web links that can
appear to be from someone you know.

. Use social networking sites safely.
Keep control over the information you post to Facebook, MySpace, Twitter and other

GeneralComputingWksp.doc 15 September 2010



General Computing Workshop

social networking sites by limiting access to your pages to just your friends.
Use a different password on each of your social networking sites.

Don't list personal information such as your full name, address, phone numbers, Social
Security number or bank and credit card numbers on social networking sites.

Consider opening a free e-mail account that is dedicated to your social networking site,
and then forward that e-mail to your primary account in order to keep your primary e-
mail account more private.

Do not allow social networking sites to scan your e-mail address book. This helps protect
your friends' e-mail addresses.

10 Tips for Social Networking Safety
http://www.microsoft.com/protect/yourself/phishing/socialnet.mspx

Social Networking Sites: Safety Tips (FTC)
http://www.ftc.gov/bcp/edu/pubs/consumer/tech/tecl4.shtm

. Use strong passwords.
Your logon password is the first line of defense in protecting you and your data from
intruders. It is important that you select a strong password: make it at least eight
characters long (14 or more characters is better); use at least one uppercase letter,
lowercase letter, number and symbol; use phrases to create easy to remember
passwords that are hard to guess.

Use the Microsoft password checker to determine the strength of a password you are
considering using. Select a better password if the password checker says that it is weak.

Password checker (Microsoft)
https://www.microsoft.com/protect/fraud/passwords/checker.aspx?WT.mc id=Site Lin
k

GeneralComputingWksp.doc 16 September 2010
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Topic 16 Update your Virus Protection

Use virus protection software on your computer. Microsoft provides its Security Essentials
for Windows as a free download for personal use at:
http://www.microsoft.com/security essentials/

There are many commercial antivirus software packages available, including Symantec
Norton AntiVirus at: http://www.symantec.com/norton/products/index.jsp and McAfee
VirusScan at: http://home.mcafee.com Your computer may have come with a full or trial
version of one of these packages.

There are also antivirus packages available that are free for personal use, including Avira
Antivir at: http://www.free-av.com and AVG at: http://free.avg.com

Learn More About Antivirus Software (Microsoft)

Be sure to configure your antivirus software to download virus definition updates
automatically so that you are protected against the latest viruses.

Topic 17 Manage Your Firewall

Your firewall is critically important to protect your data. You should always enable your
firewall. Microsoft Windows has a firewall feature built-in. Be sure that it is enabled.

There is information from Microsoft about the Windows 7 firewall at:
http://windows.microsoft.com/en-us/windows7/products/features/windows-firewall

Microsoft Firewall: Frequently Asked Questions at: http://windows.microsoft.com/en-
US/windows-vista/Firewall-frequently-asked-questions

Please note that some antivirus software packages replace the built-in Windows firewall with
an enhanced version of their own

GeneralComputingWksp.doc 17 September 2010
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Topic 18 Zipping and Unzipping Files

Many files are too large to transmit over the Internet without compression called “zipping the
file.” On the CUA SLIS computers, we have the 7-zip program.

Zipping Files
Steps: L i-Zip
Control Panel
1. Go to the Start | Accessories LLOBIHLE
button>>Programs>>7- . Adobe Web Premium C55 n
Zip. ) Autodesk

7-Zip File Manager
2. Select the files to be File Edit View Favorites Tools Help
compressed.
gp =m <7
3. Select the Add icon to Add  Extract Test
. . -
add files to be zipped. > &
Mame
1M Computer
| Documents
‘Fﬂ Metwork
Add to Archive =
4. In the Archive format use P
the dropdown and select Teoumanze T k)
. Archive format : Zp -~ Update mode:
ZIp. compressiontevel [Add and replace files ~]
Options
|| Cempression method: Ereste SEX anchive
Dictionary size: [C] Compress shared files
Word size Enciyption
Solid Block size: Enter password:
Mumber of CPU threads: ’2 feort .
S —
Memory usage for Compressing: 67 MB
Memory usage for Decompressing 2MB ] Show Password
Spiit to volumes, bytes: Encryption method: ZipCrypio -4
Parameters:
5. Select OK. o ) [ G ] [ ree ]
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Extract Files (Unzip)

Steps:
1. Select the ChlUsershweeks\Documents\zippedfiles),
Zipped file to File Edit View Favorites Tools Help
be extracted.
op wm
Add Extract Test
? J ChUsers\weeks\Documents'zippedfiles',
Size Modified
: : 2010-08-09 21:01
IEIJ FacultyStaff... 36 804 2008-12-03 20:55
@ Fall 2002 Sch... 11752 2009-08-24 20:41
IEﬂflatpanelir15,t... 14373 2008-09-23 17:44
Y zippedfiles.zip 27 588 2010-08-09 2100
2. Select the rCopy e
Extract icon.
Copy to:
-
Fles: 3 {62 989 bytes )
C:hUsers'weeks \Documentst Documents ziph
FacultyStafflUpgradeSch doc
Fall 2009 Schedule of Computer Workshops docx
flatpanelinstructions docx
3. Select OK.
[ ok | | Cancel
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