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GETTING STARTED
Class Overview
This is a class for very beginning computer users. You are not expected to have

ANY experience with computers. If you've never touched a computer before, this
is the right place for you.

We will be using personal computers (PC) running the Microsoft Windows
operating system. You may have heard these words before, but if not, don't
worry. We'll cover their meanings later in the class.

Don't get discouraged! Remember: Practice makes perfect and everyone starts
out as a beginner. Using the keyboard and mouse may be challenging at first, but
it will become easier the more you use them. Note: The mouse is intended for
you to use with your right hand, regardless of whether or not you are right-
handed. This shouldnt be an issue in class, but if the mouse is uncomfortable for
you, let your instructor know.

Please let the instructor know if you have questions or concems before the class,

or as we go along.
What You Will Learn
Identify major computer | Understand the basics of | Differentiate between
components how computers work software and hardware
Turn a computer on Log on to a computer Identify the computer
desktop
Change the appearance | Use the keyboard Use and understand the
of the desktop different functions of the
mouse
Basics of the Microsoft Utilize the Start Menu in | Utilize the Taskbar in
Windows operating Microsoft Windows Microsoft Windows
system
Buy a computer Buy other software and | Differentiate between
programs logging off and shutting
[ down
Shut down the computer | Find more help




BASIC COMPUTER SKILLS

On any given day, you will encounter computer systems in much of what you do,
even if you don't realize it. The television channels you watch, the radio stations
that you listen to, the car that you drive in, and even the cash register at the local
grocery store are all controlled in some way by computer systems! They help us
perform tasks, keep track of information, and even control the airplanes that fly
above us. Throughout the course of this class, you will leam about how
computers work, how to perform simple tasks, and more.

Anatomy of a Computer

As with most products, computers are designed in a variety of ways. There are,
however, major similarities regardless of the brand (e.g., Dell, Apple, Acer, HP,

Lenovo) of the computer. There are two main types of computers, desktops and
laptops. However, all computers have the following components:

Kergtoard

THE MONITOR

The monitor looks like a television screen and is where you see what is
happening on your computer. By using shadows and graphics with over a million
different colors, much of what you see will appear 3-dimensional. Think of this as
the ‘face’ of the computer.

THE CPU (Central Processing Unit)

The CPU houses the machinery that allows your computer to work. Think of this
as the ‘brains’ of the computer. This component looks very different in desktops
and laptops, but it works the same.

THE KEYBOARD
The keyboard is one of two ways to interact with your computer. The keys should
mostly mimic a traditional typewriter.

THE MOUSE
This is the other way to interact with your computer. Most mice have two
buttons—a right and a left button—and a scrolling wheel.




Tablet Computers

A type of mobile computer called a tablet. Tablets have all of the main computer
parts in one unit. Generally, a tablet comes with no phyzical mouze or keyboard
and most of the input i done by touching the screen. Additional accessornas
such as kevboards are normally available for purchase to help make the tablat
easier o uza. Tablels are convenient o use for traveling since they are small and
easgy o carry.

How Computers Work
Hardware | Software

Computers use both hardware and software to parform their work. Think of
hardware as the physical pieces of a computer—the monitor, the CPU, all the
pieces and parts inside the CPU, the mouse, the keyboard, etc. Softwara, on the
other hand, consists of programs that we use o interact with the computer. You
can't physically louch zoftware like you can the keyboard, but you can still
intaract with it. A word processing program like Microsoft Word is a plece of
software that you could usa 1o typa a grocery list. Games that you play on your
computer ara also considered software—It doesn't have to be work-related!

Infarmation /| Data

Computers are designed to work with a type of information commaonly referred to
az “data.” Data comes in many forms, whather it is written data (such as a letter
to a friend), audio data (like a song), video data (like a popular movie or DVDY),
and mora. Certain types of software programs work with different types of data.
For example, iTunes works primarily with audio data, while Microsoft Word, a
word processing program, works primarily with written data.

The keyboard is just one of the ways in which you can creats, interact with, and
madify data. There are many ways to get data off of the computer, such as

printing it out on paper, copying it to a CD or flash drive, or publishing it to the
Intarnat.



“My Computer is Possessed!”

It iz a common misconception that computers have “a mind of their own.”
Although computers can parform certain tasks much more easily and faster than
humans (like counting, perferming mathematical calculations, atc.). they are, in
the end, machines and can't think for themselves. It is safe o say that the
computar cannot do anything that you do not tell it lo do. Remamber that you are
in contral of the computer, in the same way that you are in control of your car.
Your car won't move until you press your foot on the accelerator, and it won't
stop until you press the brake. Computers work in the same way.

Keeping Your Computer Healthy

In the end, computers ane machines just like any other. Sometimes, although not
often, they may malfunction, become stuck (or “frozen”), or may have a part that
breaks and needs 1o be replaced. Just like your car or lawnmower, computers
need o be maintained. Keeping your virus software up-to-date, installing updates
for your operating system (e.g., Windows updates), and refraining from installing
unnecessary programs will keep your computer running smoothly and efficiently
for a longer period of time. Consider computer maintenance like oil changes in
cars = nacessary for the machines to run as long as possibla!

Key Facts About Computers

» A computer does not need o access the Internet in order to run properly.

» The Internet is a way of connecting to other computer usars. You can
connect to the internet using a phone line, a cable connection, or by using
a wireless connecting device (wi-fi). For most home computer usars, this
s a paid service, though you can use the Internet for free in some public
locations, like the library or a coffee shop.

» A computer will be able to perform most common functions (play music,
type documents, adit pictures) and run programs without an Internat
connection. However, to view a wab page or send an a-mall, you will nesd
an Intarnet connaction.

# A computer needs an Operaling System in order o work, though any new
computer that you purchase will come with an operating system already
installed. The most common operating systems are Microsoft Windows
and Macintash 05 X.



OPERATING SYSTEMS

The Operating System (0S5)

Computers without operating systams are axactly like televizions without a
slgnal: They will turn on, but you will be looking at a blank screen
with no hope of interacting with it {the iighls are on, bul nobody’s
home)! The most popular operating system is “Microsoft
Windows," and it is utilized by most personal computer [PC)
usars. It ks what you are using today in class. If you think of the
CPU as the “brains” of the computer, the oparafing system acts
as the nervous system of the computer, connecting the CPU
1o all the computer programs. The operating system allows you to run other
programs, work on projects, and do basically everything else that computars are
capable of. There are many different versions of Microsoft Windows, and a new
version is released every couple of years (just like car modals).

Thera are other operaling systems as wall. Apple manufaciures a

computer called a Macintosh, or Mac. Macs use an operating o
syatem called “Mac O3S X" which, while it looks very differant from

Microsoft Windows, runs using the same basic principles. While &
fewer people use Macs than PCs, schools often use Macs, as well 1

as people who work with graphic design and video and image
aditing. As a genaral rule, Macs tend to ba more expansive than PCs.

You shouldn't ever nead t© mess with the operating system. It should run
correctly and without error for as long as you have your computer. In fact, if you
evar lake your computer in for a repair, the techniclan will be looking primarily at
wour aperating system (nol your programs), in the same way that a mechanic will
look at your car's angine.

The operating system of your computer is so important, that any compuler you
buy will be sold with one already installed and ready to go (20 outside of
choosing between a PC and a Mac, you don't really need to worry about the
operating system except to make sure you get the neweast or most appropriate
wersion). In addition, popular software programs are also often already installed
on computers, 50 all you have o do is plug your computer in and gol

Computer Manufacturer (e.g. Appla

Lenawva) Computer ks called a Macintosh
Computer is called a PG (Mac)

Operating System iz Windows | Operating System iz 05 X
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Turning On the Computer and Logging On:

Turning the Computer On

Let's get started! As you sit down at your desk, you can assume that your
computer system is one of three states:

o OFF: This is exactly what it sounds like: The computer is off, and no parts
are running or working. The monitor is black (no images), there is no
“whirring" sound from the CPU, and the computer is unresponsive to
mouse movements or pressing keys on the keyboard. The power button (if
it lights up) should not be lit up.

e ON: When a computer is on, you should see images on the monitor,
possibly hear a “whirring" noise coming from the CPU (hopefully not too
loud!), and the pointer on the screen (the small white arrow) should
respond when you move the mouse.

e SLEEP MODE: Most computers have a mode called “Sleep,” in which the
computer is on, but has assumed an energy-efficient, minimal power
mode. To “wake" the computer, simply move the mouse around or press
the space bar on the keyboard, and it will “wake up” and return to the
exact same place that it was when it went to sleep. In other words, if you
were using a word processing program and the computer went to sleep, it
would return to exactly what you were working on when it wakes up.

To turn a computer on, simply press the power button once (no need to hold the
button—just press and release). We will go over how to turn off a computer later
in this handout.



Logging On

Once you turn the computer on, the computer will go through a series of
automated tasks before it is ready for you to interact with it; this process is called
“startup.” This process will last between one and two minutes. If the computer is
not working correctly, you may see an error message during startup. If the
computer is performing as it should, however, you will probably see one of the
following screens:

% Windows / Ubimate’ ' A

This is called a “Log On” window, and it means that the computer is password
protected. If you do not see this window upon starting the computer, you can
assume that your computer is NOT password-protected and may be used by
anyone. To log on, you simply enter your user name and password. If you are
using a public library computer, this could be your library card number.



After you log on, the computer will display what is known as your desktop within
a few seconds to a few minutes (if your computer is newer, this will probably go
faster). Here you will see a digital representation of something similar to a real-
life office space, complete with a workspace, files and file folders, and even a

recycling bin!

One of the neatest! features about Microsoft Windows is that your desktop may
not look anything like the one above! While this may sound confusing, it means
that you are able to personalize, alter, and change almost everything about your
desktop environment. If you do not like the color blue as your background, where
the icons are, or even what language it is in, you can change it! Here are some

examples:
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THE KEYBOARD AND MOUSE

Keyboard Commands

In order to use your computer effectively, you must interact with it using both the
mouse and the keyboard. The above image of a keyboard may closely resemble
(if it is not identical to) the keyboard in front of you; learning the function of just a
few keys will help you to interact better with your computer and individual
programs. The following is a list of commonly used keys that have special
functions (keep in mind that key functions can change depending on which

program you are using).
1. Backspace: This key deletes letters backward ( ).
2 Delete: This key deletes letters forward ( ).
3. Shift: This key, when pressed WITH another key, will perform a
secondary function.
4. Spacebar: This key enters a space between words or letters.
5. Tab: This key will indent what you type, or move the text to the right.

9.

The default indent distance is usually % inch.

Caps Lock: Pressing this key will make every letter you type
capitalized.

Control (Ctrl): This key, when pressed WITH another key, performs a
shortcut.

Enter: This key either gives you a new line, or executes a command
(pressed in a word processing program, it begins a new line).

Number Keypad: These are exactly the same as the numbers at the
top of the keyboard; some people find them easier to use in this position.

10. Arrow Keys: Like the mouse, these keys are used to navigate through a

document or page.
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The Mouse

While the keyboard is primarily used to insert/input and manipulate text and
numbers on a computer, the mouse is used mostly for navigating around the
screen. Mice come In a variety of shapes and sizes. Some of the strangest-
looking mice often look that way because they are designed to be more
ergonomic than traditional mice.

There are traditional mice... unusually shaped mice...

stylish mice... complicated mice...

The type of mouse that you choose to use is totally based on your preference—If
you want a fancy mouse, that's fine; if you prefer a simple mouse, that's OK too.
Each mouse, however different it may be, has similar functions. As you can see
on the “traditional” model above, a traditional mouse has two buttons with a
wheel between them (gray) that spins, called a “scroll wheel.” Both buttons can
perform separate functions, and are referred to by which side of the mouse they
are located on.

Pressing the LEFT mouse button is called “left-clicking,” while pressing the
RIGHT mouse button is called “right-clicking.”

Left-clicking is used far more often than right clicking. For now, know that left-
clicking is used to select or click on something, while right-clicking presents
additional menu options.
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Left-Clicking, Double-Clicking and Right-Clicking

One of the most difficult things to learn when first beginning to use a computer, is

how to use the mouse. It takes coordination, precision, and patience. Fortunately,
the more you practice, the easier it will become!

The mouse symbol, or pointer, that appears on the computer screen will change
its look and function depending on what it is near or hovering over.

[}Your mouse pointer will most often look like an arrow

@When your mouse pointer is over an internet link, it will look like a pointing
hand

® When your mouse pointer is over a place where you can type, it will look like
an |-beam

8 O When your computer Is busy or ‘working,” your mouse pointer may look
like an hourglass or a spinning circle.

There are actually many different pointers (though these are the most common),
and they will change automatically depending on what task you are trying to
parform.

The buttons on the mouse may also have different functions, depending on
which program you are using. If you are working in Microsoft Word, for example,
the mouse will offer options related 1o Microsoft Word. Conversely, if you are
working in Microsoft Excel, the mouse will offer options related to Microsoft
Excel, and so on.

For now, remember these rules: e i T
1. The LEFT mouse button SELECTS items. -
2. The RIGHT mouse button GIVES YOU MORE / o
OPTIONS.
3. Double-Clicking the LEFT mouse button e
EXECUTES options (for example, you can open
a program by double-clicking an icon on the
desktop).
4, Double-Clicking the RIGHT mouse button does not do anything.
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NAVIGATING THE COMPUTER AND SOFTWARE

The Start Menu

The Start Menu is a good place to, well, start! The Start button (which opens
the menu) is located in the lower left corner of your screen. LEFT-CLICK once on
the Start Button to open the menu.

' This is the Start Menu as it appears in Windows
7.

Notice the options that are available in this
menu. Popular programs, like the calculator

' and paint applications are on the left, while
p folders, the Control Panel, and help features are
ST on the right.
| Jrna—
. onsaas Also note the “Shut Down" button at the bottom
§ ' of the menu. This button is very important. It will
L. allow you to log off or shut down the computer.

Logaing off a computer is like locking a car—the
compuler is in a stationary mode and you can't
do anything from the outside. Clicking Shut
Down is like turning off the engine. When you click
Shut Down, the computer has an opportunity to
properly “shut down” before the power is turned off.

We will cover how to log off and turn the computer
off in more depth later in this handout.

By LEFT-CLICKING once on “All Programs,”
another menu will appear. This is a list of all the
programs that you have installed on your computer.

Nearly everything that you can do with your
computer can be found in the Start menu. This
includes finding help, using programs, getting on the Intemet, e-mailing, playing
games, customizing your desktop, and more!

You should feel free to experiment with the Start Menu. Go ahead and left-click
on something!

Microsoft Windows has undergone many changes over the past few decades.
New versions of the operating system are released every couple of years. It is
currently being released in a version called “Microsoft Windows 8." Past versions
include: “Windows 95," Windows 98," “Windows ME,” “Windows XP," “Windows



14

Vista," and “Windows 7." Many people continue to use Windows Vista and
Windows 7, even though newer versions have been released. It is important to
know that there are different versions of Windows, because different features
(such as the Start Menu discussed above) may look different in different
versions.

Managing “Windows"

Microsoft Windows is called
“Windows" for a reason. Programs
appear on your screen as “Windows" =8
(rectangular shapes) and are laid 3-
dimensionally on top of one another s
(see image at right), just like on a
real desktop. The desktop is your
work surface, and all of your open
windows appear on top of it.

If you can see a window, that means
the program is open and running. It is possible to make the window bigger,
smaller, or close it using the buttons in the top right corner of any window.

Minimize: Left- Maximize: Left- Restore Down: Close: Left-click this
click this button click this button Left-click this button to close the
to shrink the to make the button to make window. The program
window down window as large the window will close and stop
to a small as it can be—it smaller without running. Make sure
button that will should take up minimizing it. you save your work
appear in the your entire first!
task bar (see scraen.
below). \ ¢

| e

7 ) > @

Microsoft Windows is capable of running more than one program at once. In
other words, you can write a letter in Microsoft Word, while surfing the Internet
while using Microsoft Excel while checking your e-mail and so on! This is called
‘multi-tasking” and is a feature of all computers. However, with all of these things
going on at once, how do you keep track of them all? The Taskbar, which is the
bar that spans across the bottom of your screen next to the Start Menu, is
designed to help you keep track of all of your programs. It looks like this:
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In the illustration above, there are several programs running. Each program that
s open is reprasented by a “button” on the Taskbar. To use one of the programs
that is “open,” simply left-click on it once to bring it up to the top of the screan.
The tazkbar is modaled after what might happan in real life: You are reading the
newspaper, and you put it down to plck up your favorite book. You didn't throw it
out or destroy it, you simply sat it aside. This way, you can pick up right where
you left off once you are done reading your book. The taskbar works the same
way, bul with software programs, not books.

Buying a Computer

When considering the merits of a computer, it's important o conzider the
following questions:

» How fast can the computer perform lasks?
» How much information (or data) can it store?
» How many programs (i.e. software) can it run simultaneously?

Buying a computer is a big decision, and can be quite expensiva. It iz a good
idea to do some research before buying a computer to find out what would work
best for your neads, what computers have performed wall for others, and what
models are within your price range. Asking for help finding this information at the
reference desk of your local library is a good place to start. In addition, here are
some wabsites you might want to check out:

hitp:/fwww.consumereports.org/ (under elactronics, select "Computars”)
hitp:/iwww.ehow.com/how 3038 buy-computer.htmil

hitp: wwew. pewarld_comlarticke/125649'how to buy a desklop pc.himl
Parsonal computer companies:

»  hittp:fwww dall comd

w  hitlp:/iwwie e novo. comy
e  hitip:/iwww.hp.com/

Other Programs and Software

Although there may be lots of software pre-installed on your computer when you
by it, thera are many more programs available for you to download or buy, from
aducational games for children to photo editing software to professional
programming software. If you are interested in a particular type of software, here
are soma suggested Wab sites to check out:
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Keep in mind that software is often designed for either a PC or a Mac, so make
sure whatever program or game you purchase is compatible with your particular
computer. If software is compatible with both types of computers, it will often
have a symbol like this:

SHUTTING DOWN THE COMPUTER
Logging Off vs. Shutting Down

To log off or shut down the computer, click the Start button:

Logging off your computer and shutting down your computer are two different
things. Remember the analogy of the car: Logging off a computer is like locking
the car (the computer is password-protected and you can't do anything). When
you first log in to a computer, it's like using a key (password) to get in, and when
you are done using the computer, you need to log off (the computer will remain
on) to make sure no one can make changes while you are away.

By contrast, when you click Shut Down, it is like tuming a car's ignition off. You
need to make sure that processes and programs are properly ended and shut
down before pushing the shutdown button, just as with a car you have to tum off
the ignition before pulling out the key. Click the Start button, then click Shut
Down. Do not press the power button to turn off your computer!

After you have clicked Shut Down, your computer will begin a shut-down process
in which it saves things you have been working on, and ends all programs that
are running. You may see a window that says, “Windows is shutting down.”
When the computer is done shutting down, the screen will go black, and the
computer tower will stop making any noise. It is now shut down. It is not
necessary to press the power button—your computer will tum off automatically.
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Finding More Help

If you ever find that you need help while using your computer, you can left-click
the Start button, and then click “Help and Support.”

In addition, most programs on your computer will also hal.-a an individual help
feature. The Help function may be available from a Y e

Help menu at the top of the window, or by clicking a
button. Help buttons are usually located in the top-
right corner of the window, and may look like a
guestion mark. Halp manus oftan have a search
function or pre-preparad FAQs. Most programs also
have 1-800 numbers to connect with a technician.

Vocabulary to Know

After taking this course, you should be familiar with the following basic computer
words. If you don'l recognize one, please ask your instructor!

Desklop

Laptop
Keyboard
Mousa

CPU

Operating Systam
[ntermet

Stant Menu
Logging on
Logging off

Shut down

Mac

PC

Taskbar

Pointer ar cursor
Left click

Right click



. Computer: Definition

A computer is @ machine that can be programmed to manipulate symbols. Its principal
characteristics are:

+ |t responds to a specific set of instructions in 3 well-defined manner.

+ |t can execute a prerecorded list of instructions (3 program).

= |t can quickly store and retrieve large amounts of data.

Therefore, computers can perform complex and repetitive procedures quickly, precisely and
reliably. Modern computers are electronic and digital. The actual machinery (wires, transistors,
and circuits) is called hardware; the instructions and data are called software. All general-purpose
computers require the following hardware compaonents:

+ (Central processing unit (CPU): The heart of the computer, this is the component that
artually executes instructions organized in programs (" software") which tell the computer
what to do.

« Memaory (fast, expensive, short-term memory): Enables a computer to store, at least
tempararily, data, programs, and intermediate results.

+ Mass storage device (shower, cheaper, long-term memory): Allows a computer to
permanently retain large amounts of data and programs between jobs. Common mass
storage devices include disk drives and tape drives.

+ Input device: Usually a keyboard and mouse, the input device is the conduit through
which data and instructions enter a computer.

« Output device: A display screen, printer, or other device that lets you see what the
computer has accomplished.

Im addition to these components, many others make it possible for the basic compaonents to work
together efficiently. For example, every computer requires a bus that transmits data from one
part of the computer to another.

Il. Computer sizes and power

Computers can be generally classified by size and power as follows, though there is considerable
averlap:

+ Personzl computer: A small, single-user computer based on a microprocessor.

« Workstation: A powerful, single-user computer. A workstation is like a personal
computer, but it has a more powerful microprocessar and, in general, a higher-guality
monitor.

+ Minicomputer: A multi-user computer capable of supporting up to hundreds of users
simultameously.

+ Mainframe: A powerful multi-user computer capable of supporting many hundreds or
thousands of users simultaneously.

+ Supercomputer: An extremely fast computer that can perform hundreds of millions of
instructions per second.



Supercomputer and Mainframe

Supercomputer is a broad term for one of the fastest computers currently available.
Supercomputers are very expensive and are employed for specialized applications that require
immense amounts of mathematical calculations [number crunching). For example, weather
forecasting requires a supercomputer. Other uses of supercomputers scientific simulations,
[animated) graphics, fluid dynamic calculations, nuclear energy research, electronic design, and
analysis of peological data (eg. in petrochemical prospecting). Perhaps the best known
supercomputer manufacturer is Cray Research.

Mainframe was a term originally referring to the cabinet containing the central processor unit or
"main frame” of a room-filling Stone Age batch machine. After the emergence of smaller
“minicomputer” designs in the early 1970s, the traditional big iron machines were described as
“mainframe computers” and eventually just as mainframes. Nowadays a Mainframe is a very
large and expensive computer capable of supporting hundreds, or even thousands, of users
simultaneausly. The chief difference between a supercomputer and a mainframe is that a
supercomputer chanmels all its power into executing a few programs as fast as possible, whereas
a mainframe uses its power to execute mamy programs concurrently. In some ways, mainframes
are more powerful than supercomputers because they support more simultaneous programs.
But supercomputers can execute a single program faster than a mainframe. The distinction
between small mainframes and minicomputers is vague, depending really on how the
manufacturer wants to market its machines.

Minicomputer

It is a midsize computer. In the past decade, the distinction between large minicomputers and
small mainframes has blurred, however, as has the distinction between small minicomputers and
workstations. But in general, a minicomputer is 3 multiprocessing system capable of supporting
trom up to 200 users simultaneously.

Workstation

It is a type of computer used for engineering applications (CAD/CAM), desktop publishing,
software development, and other types of applications that require a moderate amount of
computing power and relatively high quality graphics capabilities. Workstations generally come
with a large, high-resolution graphics screen, at large amount of RAM, built-in network support,
and a graphical user interface. Most workstations also have 3 mass storage device such as a disk
drive, but a special type of workstation, called a diskless workstation, comes without a disk drive.
The mast common operating systems for workstations are UMNIX and Windows NT. Like personal
computers, most workstations are single-user computers. However, workstations are typically
linked together to form a local-area network, although they can also be used as stand-zlone
systems.

M.B.: In networking, workstation refers to any computer connected to a local-area network. It
could be a workstation or a personal computer.



Personal computer:

It can be defined as a small, relatively inexpensive computer designed for an individual user. In
price, personal computers range anywhere from a few hundred pounds to over five thousand
pounds. All are based on the microprocessor technology that enables manufacturers to put an
entire CPU on one chip. Businesses use personal computers for word processing, accounting,
desktop publishing, and for running spreadsheet and database management applications. At
home, the most popular use for personal computers is for playing games and recently for surfing
the Intermet.

Persanal computers first appeared in the |ate 1970s. One of the first and most popular personal
computers was the Apple I, introduced in 1977 by Apple Computer. During the late 1970s and
early 1980s, new models and competing operating systems seemed to appear daily. Then, in
1921, IBM entered the fray with its first personal computer, known as the IBM PC. The IBM PC
guickly became the personal computer of choice, and maost other personal computer
manufacturers fell by the wayside. P.C. is short for personal computer or IBM PC. One of the few
companies to survive [BM's onslaught was Apple Computer, which remains a major player in the
personal computer marketplace. Other companies adjusted to IBM's dominance by building [BM
clones, computers that were imternally almost the same as the 1BM PC, but that cost less. Because
IBM clomes used the same microprocessors as [BM PCs, they were capable of running the same
software. Over the years, |BM has lost much of its influence in directing the evolution of PCs.
Theretore, atter the release of the first PC by IBM the term PC increasingly came to mean IBM or
IBM-compatible personal computers, to the exclusion of other types of personal computers, such
as Macintoshes. In recent years, the term PC has become mare and maore difficult to pin down.
Im general, though, it applies to any personal computer based on an Intel microprocessar, or on
an Intel-compatible microprocessor. For nearky every other component, including the operating
gystem, there are several options, all of which fall under the rubric of PC

Today, the world of personal computers is basically divided between Apple Macintoshes and PCs.
The principal characteristics of personal computers are that they are single-user systems and are
based on microprocessors. However, although personal computers are designed as single-user
gystems, it is common to link them together to form a network. In terms of power, there is great
variety. At the high end, the distinction between personal computers and workstations has faded.
High-end models of the Macintosh and PC offer the same computing power and graphics
capability as low-end workstations by Sun Microsystems, Hewlett-Packard, and DEC.

ll.  Personal Computer Types

Actual personal computers can be generally classified by size and chassis / case. The chassis or
case is the metal frame that serves as the structural support for electronic components. Every
computer system requires at least one chassis to house the drcuit boards and wiring. The chassis
also contains slots for expansion boards. If you want to insert more boards than there are slots,
you will need an expansion chassis, which provides additional slots. There are two basic flavors



of chassis designs=desktop models and tower models=but there are many variations on these
two basic types. Then come the portable computers that are computers small encugh to carry.
Portable computers include notebook and subnotebook computers, hand-held computers,
palmtops, and PDAs.

Tower model

The term refers to a computer in which the power supply, motherboard, and mass storage
devices are stacked on top of each other in a cabinet. This is in contrast to desktop models, in
which these components are housed in @ more compact box. The main advantage of tower
mizdels is that there are fewer space constraints, which makes installation of additional storage
devices pasier.

Desktop model
A computer designed ta fit comfartably on top of a desk, typically with the maonitor sitting on top

of the computer. Desktop model computers are broad and low, whereas tower model computers
are narrow and tall. Because of their shape, desktop model computers are generally limited to
three internal mass storage devices. Desktop models designed to be very small are sometimes
referred to as slim line models.

Motebook computer

An extremely lightweight personal computer. Notebook computers typically weigh less than &6
pounds and are small enough to fit easily in a briefcase. Aside from size, the principal difference
between a notebook computer and a personal computer is the display screen. Notebook
computers use 3 variety of technigues, known as flat-panel technologies, to produce a
lightweight and non-bulky display screem. The quality of notebook display screens waries
considerably. In terms of computing power, modern notebook computers are nearly equivalent
to personal computers. They have the same CPUs, memory capacity, and disk drives. However,
all this power in a small package is expensive. Notebook computers cost about twice as much as
equivalent regular-sized computers. Notebook computers come with battery packs that enable
you to run them without plugging them in. However, the batteries need to be recharged every
few hours.

Laptop computer
A small, portable computer -- small enough that it can sit on your lap. Nowadays, laptop
computers are more frequently called notebook computers.

Subnotebook computer
A portable computer that is slightly lighter and smaller than a full-sized notebook computer.

Typically, subnotebook computers have a smaller keyboard and screen, but are otherwise
equivalent to notebook computers.

Hand-held computer
A portable computer that is small enough to be held in one’s hand. Although extremely
convenient to carry, handheld computers have not replaced notebook computers because of



their small keyboards and screens. The most popular hand-held computers are those that are
specifically designed to provide PIM (personal information manager] functions, such as a
calendar and address book. 2ome manufacturers are trying to solve the small keyboard problem
by replacing the keyboard with an electronic pen. However, these pen-based devices rely on
handwriting recagnition technologies, which are still in their infancy. Hand-held computers are
also called PDAs, palmtops and pocket computers.

Falmtop

A small computer that literally fits in your palm. Compared to full-size computers, palmtops are
severely imited, but they are practical for certain functions such as phone books and calendars.
Palmtops that use a pen rather than a keyboard for input are often called hand-held computers
or PDAs. Because of their small size, most palmtop computers do not include disk drives.
However, many contain PCMCIA slots i which you can insert disk drives, modems, memory, and
other devices. Palmtops are also called PDAs, hand-held computers and pocket computers.

PDA

Short for personal digital assistant, a handheld device that combines computing, telephone/fax,
and networking features. A typical PDA can function as a cellular phone, fax sender, and personal
organizer. Unlike portable computers, most PDAs are pen-based, using a stylus rather tham a
keyboard for input. This means that they also incorporate handwriting recognition features.
Some PDAs can also react to voice input by using voice recognition technologies. The field of PDA
was pioneered by Apple Computer, which introduced the Newton Message Pad in 1993. Shortly
thereafter, several other manufacturers offered similar products. To date, PDAs have had anly
modest success in the marketplace, due to their high price tags and limited applications.

Howewer, many experts believe that PDAs will eventually become common gadgets. PDAs are
also called palmtops, hand-held computers and pocket computers.



