UNIT I

INTRODUCTION TO USING COMPUTERS IN EDUCATION
Information Technology
This can be explained in many ways. Some of which include:

· Information Technology (IT) is the use of modern technology to aid the capture, processing, storage and retrieval, and communication of information, whether in the form of numerical data, text, sound, or image. 
            The reference to modern technology in the definition refers to the use of

            Devices that are controlled by microchips

· Formally defined, information technology (IT) is any computer-based tool that people use to work with information and support the information and information-processing needs of an organization. 
· Information technology is any equipment or interconnected system or subsystem of equipment that is used in the automatic acquisition, storage, manipulation, management, movement, control or reception of data or information. 

WHAT IS A COMPUTER?

   Definitions:

i) Computers are electronic devices that can follows instructions to accept input, process data input, and produce information.
ii) A computer is a device, which can perform substantial computations including numerous arithmetic operations or logic operations without the intervention of a human being.
iii) A computer is just a tool for performing the instructions given to it by a programmer.
iv) A computer is an electronic device that can receive a set of instructions or program or data, analyses the data, stores it and give a response to achieve a goal. 
v) A computer is a device that enables you to process information

i. automatically and

ii.  In accordance with instructions that you give it
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This means:
1)   That it can capture-process-store and retrieve-communicate sequence all by itself, or at least with the minimum of human intervention. It does this by means of hardware, i.e. information capture, processing, storage, and communicating devices linked together electronically. 

2)  That it can be adapted to carry out almost any kind of information processing task, whether word processing or stock control. It does this by means of software, i.e. sets of instructions or programs that control the hardware devices so that they carry out the required operations on the information.

CLASSIFICATION OF COMPUTERS

Computers are classified into different types in three main ways as follows:


CATEGORIES OF COMPUTERS

 There are two categories of computers. The third category is essentially a combination of the two main categories of computers.
      1)  Analogue computers: - Analog computer systems were the first type to be produced.

These receive information through its input devices in the form of continuous variables—physical quantities such as unit of time, temperature, sound, waves etc. No counting is done. Analogue computer is built to solve one specific problem. It is not all-important as compared to digital computers. Examples include the speedometer, and the thermostat. Another type of popular analog computer used in the 20th century was the slide rule. To perform calculations with a slide rule, the user slides a narrow, gauged wooden strip inside a ruler like holder. Because the sliding is continuous and there is no mechanism to stop at any exact values, the slide rule is analog. They are mainly used in scientific and engineering applications.

      2) Electronic digital computers: - An electronic digital computer is a general-purpose machine, so that the same computer can produce invoice, solve differential equations or translate languages. It operates based on counting numbers or digits. It refers to the processes in computers that manipulate binary numbers, which represent switches that are turned on, or off by electrical current. Thus, digital computers can only handle information in digital (discrete) form, which means analogue (continuous) form must be converted to digital form before it can be processed.

       3) Hybrid computers: - A computer that combines the characteristics of both the digital and analogue computers is a hybrid computer.

TYPES OF COMPUTERS

Generally, computers can be classified into three (3) main categories: Purpose, Capacity and Type.

A) BY PURPOSE
i) Special Purpose

A special purpose computer is designed to perform a specific task or restricted classes of problem. Apart from that function, they do nothing again. Many of these computers are used as control devices in industries, which process for example; chemicals and those computers use for the control of the traffic light, speedometer, etc. Consider the fact that apart from telling the time, watches do nothing else. E.g. are the analog computers.

ii) General Purpose
A general-purpose computer is used to solve a wide range of problems. It is normally used for task such as banking, budgeting, inventory control, scientific analysis, word processing, desktop publishing, etc. An example of the general-purpose computers is the Desktop computer 

B) By Capacity
This group of Computers come in three sizes: big, small and very small. In the early lives of computers, their capacities were measured in terms of physical sizes but no consideration is given to the size of the hard disk, memory and processor. The late models have achieved compactness because of the development of the integrated circuit (IC). Their capacities, however, can be measured in terms of the volume of work that computer can handle.

The capacities of the computers are classified as follows: (1) Minicomputer, (2) Microcomputer and (3) Mainframe Computer. In other instances, the following classifications are made: (1) Minicomputer, (2) Micro Computers, (3) Mainframe Computer and (4) Super Computer. There is yet another classification, which looks at computers to be of (1) Microcontroller, (2) Microcomputers, (3) Workstations, (4) Mainframe Computers, and (5) Supercomputers. We shall consider the latter classification.
1. Microcontrollers (Tiny Computers)
Microcontrollers are also called embedded computers. They are the tiny specialized microprocessors installed in “smart” appliances and automobiles. These microcontrollers enable rice cooker, for instance, to disconnect electricity supply as soon as there is no presence of water in the container (rice cooker). Others are embedded within the circuitry of appliances, such as televisions and wristwatches. These computers are preprogrammed for a specific task, such as tuning to a particular television frequency, delivering doses of medicine, or keeping accurate time.

2. Microcomputers (small computers)
They are also called personal computers (PCs) and can be carried from one place to other. There are several types of microcomputers. These are desktop PCs, Laptop (Notebook), and Personal Digital Assistants (PDAs) – Handheld computers or Palmtops.

i) Desktop
These are large enough to be assembled on a desk. They usually have detached components such as System Unit sitting on the desk (desktop) or standing upright beside the monitor or on the floor beside a desk, monitor, keyboard and Mouse

ii) Laptop
These are small portable microcomputers also known as Notebook computers. They are lightweight portable computers with build in monitor, keyboard, and hard disk drive and has AC adapter. They can be operated on their own power supply unit (battery Unit). Their advantage is that they can be used anywhere

iii) Personal Digital Assistants (PDAs) or Packet PCs.
These are also known as handheld computers or Palmtops. They are used as notepads, scheduling systems, and address books. Hand-held game devices are also examples of small computers.
3 Workstations (Medium Computers)
These are also personal computer. Workstations are similar to personal computers but have greater memory and more extensive mathematical abilities, and they are connected to other workstations or personal computers to exchange data. They are typically found in scientific, industrial, and business environments—especially financial ones, such as stock exchanges—that require complex and fast computations.

4 Mainframe computers (large Computers)

These were the only computers available until the late 1960s. They have more memory, speed, and capabilities than workstations and are usually shared by multiple users through a series of interconnected computers. They control businesses and industrial facilities and are used for scientific research. The most powerful mainframe computers, called supercomputers, process complex and time-consuming calculations, such as those used to create weather predictions. Large businesses, scientific institutions, and the military use them. Some supercomputers have many sets of CPUs. Other earlier mainframe computers are ENIAC and Univac.
SUPERCOMPUTERS (super large computers)

The most powerful mainframe computers, called supercomputers, process complex and time-consuming calculations, such as weather predictions, designing of Aircraft, census count, etc. Large businesses, scientific institutions, and the military use them. They are high-capacity machines, which have many sets of CPUs. These computers break a task into small pieces, and each CPU processes a portion of the task to increase overall speed and efficiency

What Does Computer Do?
A computer does so many things, which we as human beings cannot imagine. However, these numerous tasks are perform in four main stages out of which two results are obtained. The four stages are Input, Processing or Process, Storage and Output. The results of these operations are Data and Information.

Data
This consist of the raw facts and figures that are processed into information, for example, the votes of different students being elected to Students Representative Council (SRC).
Information
This is the data that has been summarized or otherwise manipulated for use in decision making, for example, the total votes for each candidate, which are used to decide who won the SRC election.

DATA PROCESSING
Data processing is the activity of converting raw facts (data) into information. We are surrounded by raw facts: the number of children attending school, the number of telephone lines in operation etc. The activity includes:

a. data collecting

b. recording

c. sorting                          

d. classifying                    Processing

e. calculating

f. storing & retrieving

g. summarizing

h. communicating

Data collecting means gathering original data (raw facts) to be entered into the information system. For example, gathering the number of hours each week that hourly employees worked.

Recording: - After data have been gathered, they must be recorded. Only then can processing begin. Recording is the process of expressing data in a form that is recognizable by either person or machine. Without it, no further processing is possible. When data are recorded for the first time, the process is called origination.

Sorting: - means putting data in order. They may be arranged numerically or alphabetically in ascending or descending order.

Classifying: - Unlike sorting, classifying is arranging data according to some logical relationship.

Calculating: - A process of performing mathematical operations on data.
Storing & retrieving: - Storing data means recording them on storage media from which they may be retrieved when needed. Retrieving is the process of locating the stored data and making them available for other processing activities. Paper is the most frequently used data storage device. 
Summarizing - is the process of condensing data. An individual person would be interested in the details and amounts of sales in a weekly period.

Communicating is the process of transferring information from one place to another. Information is organized data. The purpose of communicating is to inform the receiver.

The above can be summarized into four tasks: capture (input), process, store & retrieve, and output.

The Processing Cycle

Regardless of the type and size, all computers follow the same four basic operations: Input, processing, output and storage.
a) Input Operation: This is putting data into the computer. In some cycles, it is referred to as data or raw data waiting processing. Input can be any kind of data – letters, numbers, symbols, shapes, colours, sound, or whatever raw material that needs processing. When you type anything on the keyboard (words or numbers), they are considered input data.
b) Processing Operation: This is the manipulation the computer does to transform data into information. The processing is done by the central processing unit (CPU), a device consisting of electronic circuitry that executes instructions to process data. When the computer changes your normal text to bold style it is processing.

c) Output Operation: This is the results obtained from the computer system after it has processed the data inputted. Output is called information. Examples of outputs are numbers or pictures displayed on a screen (softcopy), words printed out on paper (hardcopy), or music from speakers. 

d) Storage Operation: There are two types if storage and these are temporary storage (primary or main storage), and permanent storage (secondary storage). Primary storage or memory is the computer circuitry that temporarily holds data while it is being processed. The primary memory is often referred to as, “working storage”. Secondary storage simply called storage is the area in the computer where data or information is held permanently. These materials are referred to as storage media. The principal storage media for microcomputers are diskette (floppy disk), hard disk, magnetic tape and CD-ROM (optical disk).
COMPUTER LITERACY

The word literacy means the ability to read and write. It also means the ability to use language proficiently. It can there be concluded that the term literacy means ability to understand and apply knowledge acquired in a field of study.

Computer literacy is therefore the knowledge and ability, skills or understanding a person has to use computers and technology efficiently. Computer literacy can also refer to the confident someone has with using computer programs and other application that are associated with computers. That is, how to turn on a computer, start and stop simple application programs, and save and print information. Such a person must know how computers work and operate.

Importance of computer literacy in education.
· Computers are for writing papers
· They are use for searching for information from the internet.

· Computer skills are taught in schools as a subject

· They are useful part of the education system in terms of teaching and learning (it has created a revolution in education).
· It enhances communication.

Information Literacy

By concise English Dictionary definition, it is knowledge acquired through experience or study. The experience or study could be about the computers as it is the case under discussion. Hence, information literacy means the acquisition of knowledge or experience needed to access and process data into information.
Integration Literacy
This is the fusing of both computer literacy and information literacy together to come out with one product. Integration also refers to the bundling of several applications to form a single package. Integrated Software such as Microsoft Office package consists several application software. They include Ms. Word, Ms. Access, Ms. Power Point, Ms. Excel, Ms. Outlook, etc. Integration literacy is the sure way of changing the face of how knowledge or experience is acquired today.
Why are computer so powerful?

Computers are powerful because of the following reasons:

· Speed: Data processing using the computer is not only easy but fast too. Imagine arranging manually a total population of one thousand students in an alphabetical order. This same operation can be dome within few seconds on the computer.
· Reliability: Computers are not like human beings who may decide to tell the truth or lies. What matters is to input the right data and give the appropriate instruction is. E.g. If you enter 2 * 2 the computer will definitely give “4” as the answer.

· Accuracy: A computer will give wrong results when wrong data is entered or wrong instruction is given. It means that computers always give accurate results. Sometimes the computer will even alert the user about mistakes concerning data.

· Storage: Computers store volumes of data and for a longer period until needed.

· Communication: Computers are used for communication. With a modem and a telephone line one is able to access varied form of information on the internet and communicate with others elsewhere through the email. 
CHARACTERISTICS OF A COMPUTER

Computers are not the only devices for data processing. It is therefore important to bring out the features that differentiate them from other data processing devices.

1.       Computer is an electronic device or machine used for processing data.

2.       A Computer has storage facilities (memory, CD-ROM, floppy disk and hard disk)

3.       A Computer has a very high speed of operation

4.       A Computer requires special environment.

5.       A Computer is digital machine.

6.       A Computer can serve many people at the same time.

7. A computer works accurately
8. A computer has input devices through which data can be entered.

9. A computer has output devices for display and release of data and information.

10. A computer is reliable.

11. It is an automatic machine.

Caring For a Computer

Computers should be kept away from;
·  Excessive heat environment

·  Moisture or dust

·  Children and unskilled persons

· Diskette infected with virus

·  It must be kept in a very low temperature preferably in an air condition room.

Why use computers in Education. 
Why should schools and teachers work towards increasing the use of ICT in education? There are two main reasons. Firstly, ICT has the potential to change the nature of work and leisure over the next twenty years. Today’s learners need to develop the skills which will enable them (and society as a whole) to benefit from new opportunities offered by ICT. Secondly, ICT enhances the quality of teaching and learning in schools, and thus contributes to the raising of standards of achievement in education.

Benefits of ICT in Education

Here are some of the benefits which ICT brings to education according to recent research findings.
Benefits for teachers

● ICT facilitates sharing of resources, expertise and advice

● There is greater flexibility in carrying out their work as teachers.

● They gain ICT literacy skills, confidence and are enthusiastic about their work. (Harrison et al, 1998)

● Easier planning and preparation of lessons and designing materials

● Access to up-to-date pupil and school data, any time and anywhere (Perry, 2003)

● It enhances the professional image of teachers.

● Computer use during lessons motivated students to continue using learning outside school hours 

● Higher quality lessons through greater collaboration between teachers in planning and preparing resources (Ofsted, 2002)

· Computers are used in writing documents

· Computers are used in searching the Internet for information.

Benefits for students
· Students who use ICT in school are more motivated to learn and have increased self-confidence and are generally successful.
· It encourages the student to be independent and active in his/her learning and be self-responsible.
● Teaching is more focused and tailored to students’ strengths and weaknesses, through better analysis of attainment data

● Gains in understanding and analytical skills, including improvements in reading

Comprehension (Lewin et al, 2000)

● It helps students to development writing skills (including spelling, grammar, punctuation, editing and re-drafting), and elaboration (Lewin et al, 2000)

● Flexibility of ‘anytime, anywhere’ access (Jacobsen and Kremer, 2000)

● ICT helps students to develop higher level of learning styles (Gibbs, 1999)

· It allows the student to gain understanding and analytical skills, including improvement in reading comprehension.
· Students find learning in a technology-enhanced setting more stimulating and student centered than in the traditional classroom.

· It gives students the opportunity to collaborate on assignment with each other, outside or inside the school.

· It gives students the opportunity to address their work to an external audience (e.g. Power Point presentation).

· It allows students to download web hosted educational multimedia resources.

· Computers are used in writing documents

· Computers are used in searching the Internet for information
In conclusion, ICT has been proven as a significant contributory factor in the raising of standards of achievement in schools. This is because,

· Schools judged to have very good ICT resources achieved better results than schools with poor ICT.

· Schools that made good use of ICT within a subject tended to have better achievement in that subject than other schools.
How Computers change the way we Teach and Learn

· The teacher is a coach, a supervisor and an expert, but from time to time also a self-learner;

· The student is no longer primarily focused on listening to a teacher, he or she has to accomplish tasks, is very active, is in a certain way building, constructing knowledge;

· The teacher no longer offers and explains texts but  offers experiences and  tasks;

· The contents of the learning process are multidisciplinary, integrating knowledge, skills and attitudes;

· Testing is not purely aiming at selection, but at diagnostics and measuring progress;

· The learning environment is based on a small scale, a lot of interaction, a lot of information sources and only a few teachers’ orders.

To achieve the above environment, teachers need not only formal training, but also sustained and ongoing support from their colleagues to help them learn how best to integrate technology into 
their teaching. Teachers need to be able to transform their classrooms from places where a static one-way flow of information from teacher to student occurs, into a dynamic, student-centered learning environments in which learners interact with peers in teams doing collaborative learning, both in their own classroom as well as with virtual classes around the world through the internet. This is the core and essence of integrating ICT in Education. We all need to brace ourselves 

What is Curriculum?
Definitions

i) “All the experiences that a learner has under the guidance of the school” (Kearney and Cook)

ii) “A programme of activities designed so that pupils will attain, as far as possible, certain educational ends and objectives”(Paul Hirst)

iii) “All the learning which is planned or guided by the school, whether it is carried on in groups or by individuals, inside or outside the school”(John F.Kerr)

iv) It is a systematically organized course of teaching and learning.
WHAT DO YOU KNOW?
1. What is computer literacy? Why is it important to the trained teacher?

2. State the difference between data and information
3. How will ICT transform education in Ghana?
4. What is a computer? State five characteristics of a computer.

UNIT 2
COMPUTER COMPONENTS I

The computer components involve: 

A) The computer system  
Software & hardware
The diagram below gives a summary of hardware and software before the detail explanation
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A computer system is made up of both hardware and software. That is, it consists of a central processing unit (CPU), input devices, storage devices, and output devices. 

Without the software, the hardware will be of little use. The software complements the hardware; none can work in isolation. It is the software that drives the hardware; thus, the availability of software justifies the acquisition of hardware because without the software the computer is an inert mass of metal and plastic.

i)   SOFTWARE

  Computers do only what they are instructed to do. Computer programs or software provides these instructions. 

Software is the set of instructions that your hardware executes to carry out a particular task for you. Software is defined as a set of programs, procedures, rules and possibly the associated documentation concerned with the operation of processing system. Software has no physical form, hence cannot be touch. It can be liken to human brain, which cannot be seen but controls all the parts of the body. Like hardware, there are categories of software, with the most important two being system software and application software.

     System software is a set of programs that improves the convenience and efficiency of using a computer system. System software is required to run application software; however, the reverse is not true. System software can be further broken down into three categories – Operating system software, utility software and Language translator.  

            Operating system is system software that controls your application software and manages how your hardware devices work together. It is the basic software of any computer system. Popular personal operating system software today includes:

· Microsoft Windows XP

· Microsoft Windows 2000 Millennium (Windows2000me)

· Microsoft Windows 2000 Professional (Windows2000pro)

· Microsoft Windows NT Workstation

The second category of system software includes utility software. Utility software is software that provides additional functionality to your operating system. They are used to support, enhance, or expand existing programs in the computer system. Examples of utility programs include square calculation, Trigonometric functions, sort programs, performing backups and external utility programs such as Antivirus programs, etc.

Language Translator: This software translates a program written by a programmer into machine language for the computer to understand.
The Role of Operating System

The operating system performs basic tasks such as: 

· Recognizing inputs from the keyboard.

· Sending output to the display screen.

· Keeping track of files and directories on the disk.

· Controlling the peripheral devices such as disk drives and printers.

· Controls disk space 

 Application software (Productivity software or End user Programs) is a program designed to meet the specific processing needs of a user. It includes instructions for handling and transforming data.  Application software is therefore the software designed to help you solve specific problems (personal or business) or perform specific tasks (again, personal or business). Personal productivity software helps you to do things that you could otherwise probably do manually. Personal productivity software includes such tools as word processing, spreadsheet, desktop publishing, presentation graphics, and database management systems.

                                                         SOFTWARE

SYSTEM SOFTWARE                                                        APPLICATION SOFTWARE

                                                                                                  (Productivity software)

Operating system    Utility software              


             Language translator
                                         Personal productivity                                 Business productivity

                                                  Software                                                       


Spreadsheet            Database                 Presentation        Graphic & Multimedia
Word                     software                                            multimedia

Processing
User Interface

This the user-controllable part of the operation system that allows you to communicate or interact with the computer. E.g. the icons or pictures that greet you when you boot a computer as can be seen in the picture below.
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There are four (4) types of user interface for both operating system and Application software. These are:

1) Command-driven Interface: - This requires you to enter a command by typing in codes or words. E.g. Dir. for directory in Ms DOS.

2) Menu-driven Interface: - This allows you to use cursor-movement (arrow) keys or the mouse to choose a command from a menu.

3) Graphical User Interface (GUI):- This allows you use graphics (images) and menus as well as keystrokes to choose commands, start programs, and see list of files and other options. Some of the images take a form of icons. Icons are small pictorial figures that represent tasks, procedures and programs.

4) Network User Interface (NUI):- This offers a browser-like interface that helps users interact with online programs and files.

The role of User Interface

The user interface enables us to interact with either the operating system or the application software.

ii) Hardware
Computer Hardware is a term used to define all the physical components of the computer system. That is, the parts of the computer that can be seen or touched. Examples of computer hardware include the following, System Unit, Monitor or Visual Display Unit (VDU), Printer, Keyboard, Mouse, Scanner, Modem. The system unit also houses other hardware components such as the CPU (Central Processing Unit), hard disk, memory unit, disk drives, power unit etc. Some of these hardware are discussed briefly below.
System Unit - This is often a rectangular box, which contains the Central Processing Unit (CPU) or brain of the computer and the main memory. The type of processor in a System Unit determines the efficiency of the computer. The System Unit also contains other components like the Power Unit that receives and supplies electric power to enable the system function. There is also a modem, which helps in communication or sending messages from one computer to the other. The modem serves as a gate – man who transmits digital messages to analog messages and vice versa. Other components are Memory Chip, Sound Cards, Input/Output Cards or IOC Cards and so on.
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 Units of Measuring Computer Capacity                                
A BIT
Bit (computer), abbreviation for binary digit, and the smallest unit of information in a computer. A bit is represented by the numbers 1 and 0, which correspond to the states on and off, true and false, or yes and no Bits are the building blocks for all information processing that goes on in digital electronics and computers. Bits are usually combined into larger units called bytes. A byte is composed of eight bits, and a byte is the equivalent of a character (letter, number or symbol).
A computer system’s data/information storage capacity is represented by bytes, kilobytes, megabytes, gigabytes, and terabytes.
· Kilobyte (abbr. K or KB): One kilobyte = 1000 bytes (or characters). Kilobytes are a common unit of measure for the data-holding (memory) capacity of PC.
· Megabytes (abbr. M or MB) and sometimes-called “meg” is one million bytes. Some software programs require 16 or more of megabytes memory.
· Gigabytes (abbr. G or GB) sometimes called “gig” is one billion bytes. It is used with large computers.
· Terabytes (abbr. T or TB) is one trillion or 1000 gigabytes.

Monitor - This looks like a television screen. It is simple called Screen or Visual Display Unit (VDU). As an Output Device, it presents the soft copy on screen of whatever the processor has processed. The monitor and the printer are the main output devices.
TYPES OF COMMON MONITORS
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CRT Monitor                          Flat-Penal Monitor      Dual-scan LCD (liquid crystal display) 
Disadvantages of CRT Monitor 

· Because they are big, they take up desktop space and can be difficult to move. Flat-panel monitors are gaining popularity because of their comparatively lightweight. 

· CRT monitors require a lot of power. They are not practical for notebook computers, which must be small and need a battery built into the computer to run. Instead, notebooks use flat-panel monitors that are less than 1 inch thick.
Disadvantages of Flat-Penal Monitor

· It does not emit light, so there is not enough contrast between the images and the background to make them legible under all conditions. The problem is solved by backlighting the screen.
· They have a limited viewing angle--that is, the angle from which the display's image can be viewed clearly. In LCD monitors, the viewing angle shrinks; as you increase your angle to the screen. Technological improvements have extended the viewing angles of flat-panel monitors but have also caused their prices to increase.
Keyboard – This is used to instruct the computer on what to do. It is a device that converts letters, numbers, and other characters into electronic signals that are machine-readable by the computer’s processor.  It is usually connected to a port on the system unit by means of a coiled expansion cable, which looks similar to a telephone cord. This allows maximum suppleness (flexibility) for the placement of the keyboard relative to the user, monitor processor and other devices. The keyboard has a direct link with the central processing unit (CPU).

The most common English-language key pattern for typewriters and keyboards is called QWERTY. Computer keyboards copied the QWERTY key layout.
Types of keyboard

There are two types of keyboard. a) The standard Keyboard b) Ergonomic Keyboards
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                   Ergonomic keyboard                                                         Standard keyboard
Ergonomically keyboards are designed to help the user's hands stay positioned correctly, reducing bending and strain.
Features of the Standard keyboard

In addition to the mouse, the keyboard is another principal tool of word processing. Besides letter, number, punctuation keys and often a calculator style numeric keypad, computer keyboards have special-purpose and function keys. 
· Function keys: - This can be programmed by the user or the software being run so that a key depression sends a command to the computer. They are labelled F1, F2, and so on, and are positioned along the top of the keyboard.
Special-purpose keys: They are used to enter, delete, and edit data and to execute commands. Special-purpose keys are generally used the same way regardless of the application software package being used. Most keyboards have the following special-purpose keys: Esc, Ctrl, Alt, Del, Ins, Home, End, PgDn, PgUp, Num Lock, Enter key/Return key (which we use often to execute certain commands and to start a new paragraph in a document. (Esc means escape, Ctrl means control, Alt means alternate, Del means delete and Ins means insert). 
Other special keys include the: 

· Backspace key (which when pressed once clears the character just before the insertion point).
Cursor control keys: also known as directional keys, Screen control keys or Navigational keys are used to move the cursor around the screen.
     Summary of Cursor control keys

	KEY
	               FUNCTION
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	Moves the cursor left one character at a time
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	Moves the cursor right one character at a time

	
[image: image11]
	Moves the cursor down one line at a time
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	Moves the cursor up one line at a time

	Home
	Moves the cursor to the beginning of the current line

	End
	Moves the cursor to the end of the current line

	PgUp
	Moves one screen up at a time within a large document that extends over several screens.

	PgDn
	Moves one screen down at a time within a large document that extends over several screens.


Shortcut keys on the keyboard

Ctrl + [to decrease font size of highlighted text one point at a time (MS Word and MS PowerPoint)
Ctrl + ] to increase font size of highlighted text one point at a time (MS Word and MS PowerPoint

Ctrl + P to print in many applications
Ctrl + A to select all in many applications.

Ctrl + B to make selected text Bold.

Ctrl + W to close a window.

Ctrl + Z to undo (to Zap an error)
Ctrl + X to cut selected text or images
Ctrl + C to copy selected text or images
Ctrl + V to paste text or images that have been cut or copied
Ctrl + S to save a document
Ctrl + D to make a favorite in Internet Explorer
Tab  -   This key can be used to move forward through options in a dialog box.

Ctrl + Shift + Tab can be used to move backward through the options

Ctrl + Tab allows movement from one open window to the next in an application with more than one open window. 

Alt + Tab displays a list of open application windows. Keeping Alt depressed and selecting Tab cycles through the list. Releasing selects the highlighted application window.

Mouse - A mouse is a handheld pointing device for computers, involving a small object fitted with one or more buttons and shaped to sit naturally under the hand. The underside of the mouse houses a device that detects the mouse's motion relative to the flat surface on which it sits. The mouse's 2D motion is typically translated into the motion of a cursor on the display. It is called a mouse primarily because the cord on early models resembled the rodent's tail, and because the motion of the pointer on the screen can be mouse like. In popular usage, the plural can be either mice or mouses.
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Types of Pointing Devices
Pointing devices used in computer science include mice, trackball, pointing stick, touchpad, light pen and joystick.
Trackball

This is a movable ball, on top of a stationary device, that is rotated with fingers or palm of the hand. In fact, the trackball looks like the mouse turned upside down.

Pointing stick

This looks like a pencil eraser protruding from the keyboard between the G, H and B keys mostly on laptops.
Joystick
This consists of vertical handle like a gearshift lever mounted on a base with one or two buttons. This is mostly used in playing electronic games.
Touchpad

This is a small, flat surface over which you slide your finger, using the movement as you would with a mouse. As you move your finger, the cursor follows the movements. This is found on laptops.
Light Pen

It is a light-sensitive pen-like device, connected by a wire to the computer terminal. The user brings the pen to a desire point on the display screen and presses the pen button, which identifies that screen location to the computer. 

Printer - Is a computer peripheral that accepts signal or data form the computer and puts text or a computer-generated image on paper or on another medium, such as a transparency. This is another Output Device that presents the hard copy of whatever has been processed. 
Types of printers: 
Printers can be categorized in several ways. The most common distinction is impact and non-impact printers. 
Impact printers physically strike the paper and smash an inky ribbon against the paper. E.g. are dot-matrix printers and daisy-wheel printers. Usually they make lots of noise when printing.  
Non-impact printers include every other type of print mechanism, including LaserJet, Ink-jet, DeskJet and thermal printers. They do not make noise when printing. 
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System Unit (System Cabinet)
This house the electronic circuitry called the CPU (Central Processing Unit) which does the actual processing and main memory, which support the processing. 
CPU

This is the brain of the computer, which follows the instructions of the software to manipulate data into information. The CPU does the actual processing, and the main memory supports the processing. The CPU is the computing part of the computer. It controls and manipulates data to produce information. In personal computers the CPU is usually, a single fingernail-size chip called microprocessor, with electronic circuitry printed on it. The CPU performs arithmetic and logical calculation and time end control the operations of the other elements of the system.

The CPU is composed of three functional sections.
1. Arithmetic and logic unit: - For performing arithmetic and logical operations and controls the speed of those operations. As you might guess, arithmetic operations are the fundamental math’s operations: addition, subtraction, multiplication, and division.
Logical operations are comparisons. That is, the ALU compares two data to see whether one is equal, greater than or less than the other is.

2. Registers- They are high speed areas that temporarily store data during processing. They hold data, keep track of instructions, and hold the locations and results of these operations. They hold materials that are to be processed immediately. The computer loads the program instructions and data from main memory into the register just prior to processing, which helps the computer process fast.
3. Control Section or Unit – It tells the rest of the computer system how to carry out a program’s instruction; times and regulates the operations of the entire computer system.-Indicates the order in which individual operations use the CPU and regulates the amount of CPU time that each operation may consume. It also direct the electronic signals between main memory and the input and output devices.
The control unit and the ALU are the main components of the CPU. However, these components are connected by a kind of “roadway” called a bus.

Internal Bus: - A network of communication lines that connect the internal elements of the processor and leads to external connectors.

CPU

                                  Control Unit                             Bus                               ALU
                     Register


                 Main Memory
MEMORY

These hardware allow information to be stored and retrieved.   It is storage space in the computer. There are two main classes of memory, (a) Main memory (RAM) (b) 2 Secondary memory.
Main Store (RAM) is the high-speed memory used to hold the programs and data.  Ideally, computer memory should be fast, cheap and robust but these aims conflict, and different options offer different benefits and drawbacks.
STORAGE DEVICES;

In computer science, any apparatus for recording computer data in permanent or temporary form is a storage device.  Hence, there are two main types of storage in computers; these are

1. ` Central memory (Primary or main memory) this is called working storage, used to hold programs and data or information temporally while they are been used. It stores data temporary. This central memory is referred to as Random Access Memory (RAM).  Hence the bigger this memory is the more programs you can run at the same time.  However, when the computer is switched off the contents of RAM are lost. They are therefore said to be volatile. This is why you must save your work before finishing a computer session. The RAM (chip) is mounted on the motherboard and is like pieces of paper that can be written on, erased and used again.  All information processed by the computer must first pass through the main memory.

2.    Secondary storage device (Auxiliary or Permanent Storage device), this is used to store data permanently until we need to use them. It is not mounted on the motherboard. The best example of this is the hard disk drive.  When you save work, you write it onto the hard drive. Other storage devices include floppy disks, CD-ROM, DVD, tape, zip disk, pen drive and magnetic tape. These storage devices are also termed as storage media.
Anther permanent storage device is the read- only memory (ROM) chip.  ROM (flash memory) contains information that the computer needs to function (e.g. boot up) which cannot be erased or overwritten. This is programmed and inserted by the manufacturer and cannot be altered (changed). This is where the Basic Input Output System (BIOS) reside. ROM is non-volatile. The ROM chip is like a book, with its words already set on each page. 

Booting

This to switch the computer on. And when you turn on a computer, it goes through several steps to prepare itself for use. The first step is called the power-on self test (POST). The computer identifies the devices attached to it, identifies the amount of memory available, and does a quick check to see whether the memory is functioning properly. This routine is initiated by a part of the system software located in read-only memory (ROM), a chip that contains brief, permanent instructions for starting the computer. 
Next, the computer looks for an operating system, which is usually stored on the hard disk. The operating system tells the computer how to interact with the user and how to use devices such as the disk drives, keyboard, and monitor.
Types of Booting

Cold Booting Is to switch on the computer by flipping the power switch.

Warm Booting Is to restart the computer without turning the power off but by pressing the reset button in front of the system or by pressing some combination of keys to restart the computer (Ctrl +Alt+Del). 

Note; magnetic tape has the capacity to hold enormous amount of data; hence, they are commonly used to store information for large mainframe or super-computers.

Examples of storage devices: -These include hard disk, Diskettes, magnetic tape, optical disk (CD-ROM), pen drive and memory. The hard disk, floppy disk, magnetic tape, CD-ROM and pen drive are also known as storage media.
 Magnetic tape storage technologies store information on and retrieve it from a tape using a sequential method of access. That is, in order to read information halfway through the tape, the first half of the tape must be passed over (using something similar to fast forward with cassette tape). Magnetic tapes are primarily used for backing up information and software that exist on another storage technology. The amount of storage on a tape is referred to as tape density. Tape density is measured in bytes per inch (BPI). Therefore, a tape with a density of 9,600 BPI can hold 9,600 bytes or characters per inch. 
CD-ROM (compact disk-read only memory) is the most common type of optical disk. Optical disk storage technologies use a laser beam to read and write information to optical disk. Because of the precision of laser technology, CD-ROM can hold more information than a tape. In addition, because the laser must physically alter the surface of the disk (by creating pits), information cannot be changed once written to the disk. Data is written to the CD-ROM by burning microscopic pits into the reflective surface of the disk with a powerful laser. That is why CD-ROMs are ROM, or Read-Only Memory. CD-R is an optical storage device on which you can write information, but only once. We often refer to these types of storage devices as WORM (write once, read many). CD-ROM holds approximately 630 megabytes (see Byte). While a regular, floppy disk holds approximately 1.44 megabytes.

Difference between CD-ROM and DVD-ROM
Digital Video Disc or Digital Versatile Disc (DVD), an optical storage device that looks the same as a compact disc but is able to hold about 15 times as much information and transfer it to the computer about 20 times as fast as a CD-ROM. A DVD, also called a Super Density disc (SD), can hold 8.5 gigabytes of data. DVDs come in two formats: the DVD-Video format and the DVD-ROM (DVD-Read Only Memory) format. The DVD-Video format is used for home movie entertainment through a DVD player. The DVD-ROM stores computer data.

Floppy disk (diskette): - A floppy disk is a removable device used to transfer smaller amounts of data. They are called floppy because data is stored on a very thin flexible, or floppy, plastic disk. A floppy disk can be defined as circular piece of oxide-coated plastic that stores data as magnetic spots. Diskettes are made out of the same material as video and audiotapes. This material is sensitive to magnetism and can store information magnetically. Data is stored on a floppy disk by the disk drive's read/write head, which alters the magnetic orientation of the particles. There are the 5 ¼ inch and the 3 ½ inch diameter disks, which is now the standard on personal computers. To use a diskette, you need a disk drive in your computer. They hold about 1.4MB (megabytes) of data. One CD is approximately 464 floppy disks.                                                                 

A floppy disk                                                           











                                                                                                          A zip disk
Caring for the floppy disk (diskette)
1. It must be kept in a safe place.
2. Keep disk away from dust or moisture.
3. Keep them form magnetic substances.
4. Do not expose it to high temperature.
5. Do not touch the magnet surface of the diskette.
6. Do not bend it.
Difference between Primary Memory and Secondary Storage
The Primary memory:  i) it is small in capacity. ii) It is very expensive. iii) It holds data/programs that are being used by the computer (i.e. it stores data temporally). iv) It is volatile.
The secondary storage: i) stores volumes of data too large to fit into memory (i.e. it has a large capacity). ii) it stores programs and data permanently and retrieved into memory as and when required iii) it is not volatile. iv) It is not expensive.
What Do You Know?

· What is the difference between the primary memory and secondary storage? List 5 examples of secondary storage devices.
· What is the difference between system software and application software?
· What is the function of the system unit in a computer system?
· Mention 5 examples of pointing devices.
· Which of the following converts computer output into printed images?
a) Keyboard b) mouse c) scanner d) printer e) All the above
                                                                      UNIT 3
COMPUTER SECURITY

Computer security is the technique developed to protect computers and networked-linked computer systems from accidental or intentional harm. Such harm includes destruction of computer hardware and software, loss of data, and the deliberate invasion of databases and applications by unauthorized individuals.

VIRUS
It is a computer software program developed with the intent to replicate and pass itself undetected to multiple computers. A virus becomes active when the computer executes its code. Alternatively, it is a self-duplicating computer program that interferes with a computer's hardware or operating system (the basic software that runs the computer). Viruses are designed to duplicate or replicate themselves and to avoid detection.

TYPES OF VIRUS

1. Boot-sector virus – The boot-sector is that part of the system software containing most of the instructions for booting, or powering up, the system. The boot-sector virus replaces these boot instructions with some of its own. Once the system is turned on, the virus is loaded into main memory before the operating system. From there it is in a position to infect files. E.g. of boot-sector virus are AntCMOS, AntiEXE, Form.A, etc.
2. Parasitic or file viruses – This virus attaches itself to executable files- those that begin with programs. When the program is run, the virus starts working, trying to get into main memory and infecting other files.

3. Multi-partite virus- This is a hybrid of the boot-sector virus and the file virus. It affects both files and boot sectors, which makes it better at spreading and more difficult to detect. Eg are Junkie and Parity Boot.
4. Macro virus - In computer applications, a set of keystrokes and instructions recorded and saved under a short key code. When the key code is typed, the program carries out the instructions of the macro. Program users create macros to save time by replacing often-used, sometimes lengthy, series of strokes with shorter versions. Doing this eliminates frequent retyping, typing errors, etc. Macro viruses therefore, are written in macro languages and automatically execute when the legitimate program is opened. They take advantage of macros created in documents such as word, Excel and emails and infect files. Fortunately, the latest version of word and Excel come with built-in macro virus protection. E.g. of macro virus are Concept (infect Word) and Laroux (infect Excel).
5. Logic bomb – This differs from other viruses in that they are set to go off at a certain date and time. A disgruntled programmer created this virus in a program that was supposed to go off two months after he left. His aim was to erase an inventory tracking system.
6. Trojan horse- This is usually found in computer programs, especially computer games. As the program is in use, the virus goes on with its destruction unnoticed. E.g. is FormatC.
Viruses are spread in two major ways.

· Through infected diskette, especially from friends.

· Through the network, especially email. Hence, all downloaded materials should be scanned for virus.

Worm- This is virus that copy itself repeatedly into the computer memory or into a disk drive until no more space is left thereby causing the computer to crash.

VIRUS DETECTION

Several types of antiviral software (vaccine) can be used to detect the presence of a virus and sometimes destroy them, by scanning the computer hard disk, floppy disk and main memory.
VIRUS PROTECTION/REMOVAL

The following steps could be to prevent virus infecting your computer.

1. Install and use antivirus software.

2. Constantly update your antivirus software.

3. Scan all floppy disk before use

4. Make regular backups

5. Download from trusted web sites.

6. Beware of email attachment – scan them first

7. Delete Junk emails.

SIGNS OF VIRUS

· The system run slowly and behaves strangely

· Sudden increase in executable programs.

· Change in creation date of files.

· Programs take longer time to load.

· Programs or data files are corrupted.

· Commands take longer than normal to execute

DAMAGES VIRUS CAN CAUSE TO YOUR PC

· They can erase files

· They can corrupt files

· They can cause memory conflict in the computer.

· They can cause damage to the hard disk by destroying all the files in it.

UNTHOURIZED ACCESS AND USE OF INFORMATION/COMPUTERS
This is gaining access into computers or telecommunication system for the fun of it or for malicious intentions. Various groups of people such as hackers and crackers, employees, suppliers, clients, etc usually do this.

Hackers – These people gain unauthorized access to computers or telecommunication systems for the challenge or fun of it. 
Crackers – People who gain unauthorized access to information technology for malicious purposes. That is, to obtain information for financial gain, shut down hardware, pirate software or destroy data.
In addition, employees of companies and institutions can steal hardware or information for personal profit of to seek revenge for real or imagined wrongs.

Suppliers and clients may also gain unauthorized access into company’s information technology and use it to commit crimes.

HARDWARE THEFT

This is the stealing of computer accessories or portable computers from homes or stores.  Laptops are mostly stolen because of their sizes.  Professional criminals may steal shipment of microprocessors chips off a loading dock.

To guide against hardware theft ensure the following steps, 
· Make inscription on the computer to help recover it when it is stolen.
· Insure your computer.

· Find a way of locking your computer.

· Create backups of important data or documents.

· install alarms, either on each item or in the rooms as a whole – this is obviously a much more expensive option;

-     make sure doors and windows are kept locked 

In addition, hardware vandalism is the physical destruction to computer hardware or the use of computer virus to cause damage to computer hardware.
SOFTWARE THEFT;

This includes either making away with someone’s diskettes, or illegally copying of programs. Pirating of software is an example of software theft.

Another type of software theft is counterfeiting of well-known software program. 
INFORMATION THEFT;

This is the stealing of confidential personal records and selling the information.  Thieves have also broken into computers of major companies or firms and stolen very important information and sold it or used it to transact business.  On campuses, thieves have stolen private information such as grades.

SYSTEM FAILURE

System failure or (crash) refers to the sudden failure of either a program or a disk drive resulting in the loss of all unsaved data.

BACKUP

This is making duplicates of every file on your hard disk on diskettes or other removable storage medium so that if your hard disk fails valuable files can be safeguarded from being lost.  A backup is an insurance and should be done regularly especially of programs or files that cannot easily be reconstructed. Some application programs automatically make backup copies of data files, maintaining both the current version and the preceding version on disk.

INFORMATION PRIVACY
This is the right of people not to reveal any information about themselves. Personal data or information should not be used without the concern of the person involved.

What Do You Know?

· What are computer viruses? How can you protect your PC from viruses?
· What indicators can you to determine that your PC has virus?
· What is hardware theft? How can it be prevented in our schools?
UNIT 4

PRODUCTIVITY SOFTWARE APPLICATION
Application (productivity) software is the software designed to help solve specific problems or perform specific useful tasks. As a user, you interact with the application software.

    Personal productivity software helps in doing things that could otherwise probably be done manually. Productivity software is one of the application software. The rest are entertainment software, Home/personal software, Education/reference software and specialty software. Productivity software includes such tools as:
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Word processing
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Spreadsheet
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Desktop publishing
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Presentation graphics
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Database management systems
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Graphic & Multimedia
Software Suite. This is when several application software programs are designed to work well together. That is, applications such as word-processing, spreadsheet, and electronic mail programs with a standard user interface (so users can easily learn the commands for all the programs in the suite) that are bundled together and sold for a fraction of what the programs would cost if bought individually. Larger suites add such features as database management, and presentation programs. An example is the office program (Office 2003).
WORD PROCESSING

This is a software that allows you to use computers to format, create, edit, print, and store text materials or documents which are communication-related such as letters, reports, memos, proposals, Newsletters, brochures, etc. This software allows users to maneuver through a document and delete, insert, and replace text, the principal correction activities. Word processing software has virtually replaced the manual typewriter today.
Starting word

· Click on start on the task bar.

· Point to programs /all programs

· Click Microsoft Word

THE WORD SCREEN -   The Word screen displays several items to help you perform tasks efficiently. The main screen looks like what is below.
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When you start a word program, Word displays specific screen elements as default. These include:

1.     Title Bar
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The Title Bar containing the name of the program and the current document
2.    Menu Bar
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The Menu Bar containing a list of menus.  You open a menu and select the desired command. The most common menus used are File, Edit  and Format.

3. Toolbars

a) Standard toolbar
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     b) Formatting toolbar
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The Tool Bar is used with the mouse to provide instant access to frequently used Word commands. The most common toolbars include the Standard Toolbar (contains buttons that help you select common commands such as Save and Print) and the Formatting Toolbar (quickly helps you change the appearance of text).

A very nice feature of MSWord is the Tool Tips.. When you position your pointer over a button on the tool bar, a description of the button is displayed.  

      c) Ruler
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The rest are workspace/text area, Insertion point, Scroll bars, status bar, task bar, Mouse pointer and office Assistant.
The workspace consists of a blank white page within which you enter or edit text, place pictures and graphics and work with your document. The insertion point, also called the cursor, shows you where the text, picture and graphic will be placed.

Examples of word

1) Microsoft Word
      2) Word Perfect

3) WordStar
       4) Word Pad
5) MultiMate

Creating Documents

Creating a document means entering text using the keyboard. Word processing software has three features that affect this process – the cursor (the movable symbol on the display screen that shows you where you may enter data or commands next), Scrolling, and word wrap.

Features of Word

A. Editing
This is the act of making alterations in the content of your document. Some features of editing are inserting, delete, undelete, find and replace, cut and paste, copy, spelling check and grammar check.

When moving things around in your document, it will be very convenient to get to know Cut 

  or Crtl X, Copy 

  or Ctrl C and Paste 

 or Ctrl V.  You have to first select the text then you can apply these functions. Cut removes selected text and graphics and puts it on the Clipboard. Copy places a duplicate of selected text and graphics on the Clipboard.  Paste inserts a copy of the Clipboard contents at the insertion point, replacing the selection (if any) the text on the Clipboard.  

You can also use the right mouse button to cut, copy and paste once you have selected text.

Word allows you to correct some mistakes.  Located on the standard tool bar and in Edit menu is Undo and Redo or on the standard toolbar undo 

 Redo. As the name suggest, undo lets you “take back” a change to your document.  Redo lets you take back a undo.

B)    Formatting – This means determining the appearance of a document. That is to make the document presentable by designing it in a proper format.  
Formatting features include spacing between lines, specifying columns, setting of margins and justifications, inserting page numbers, headers footers, font, shading, use of borders and decorative lines, etc.

To format text in word, SELECT the text and then apply the desired format from the Formatting Toolbar or by using certain commands.

· To change the FONT and SIZE of text, you can scroll on the Formatting Toolbar 

or go to Format then Font and make appropriate changes. You can change font to subscript, superscript, all caps and small caps.
· To BOLD text, click on 

 or press Ctrl B.  Make sure you turn of this function when you are done.
· To UNDERLINE text, click on   

 or press Ctrl U.  Make sure you turn of this function when you are done.
· To ITALICIZE text, click on 

 or press Ctrl I.  Make sure you turn of this function when you are done.
· To HIGHLIGHT text, select the text then select the highlight function from the formatting toolbar.
· By default, Word uses left-aligned text. To change the alignment of text, select the text to be changed and use the following buttons or key combinations:




Align left or use CTRL+L 




Center or use CTRL+E




Align right or use CTRL+R




Justify or use CTRL+J

To insert BULLETS

 or  NUMBERS

 , click on the respective icons on the Formatting Toolbar.  You can also go to Format, then to Bullets and Numbering.

· To change LINE SPACING, go to Format, then to paragraph, then to line spacing.

C)     Saving – to store or preserve the electronic files of a document permanently on diskette, hard disk, or CD-ROM

The First time you save a document, or when you want to save changes to a document to another filename, you’ll want to use the Save As option.

· Select File, Save As from the pull-down menu

· You’ll see the Save As dialog box.  Save the file to the drive you want and you can use the Browse command to locate the appropriate file and folder.

· Enter the Filename in the File Name: box

· Select OK
D)      Printing – To produce a hard copy of a document created using a printer. Word processing software gives you the option to either print one copy or several copies.

The easiest way to print is to click on the Print button 

  However, you have very little control when you use this icon to print.

To have a little more control, you’ll want to use the File, Print options from the pull down menu.


The print dialog box lets you select what you want to print, as well as leads you to other printing and printer options. You can select specific pages you want to print, the number of copies, number of pages to a page and also layout and quality of printing.

Note:  to change the orientation of the paper or size of paper, go to File, page setup, paper size and click on portrait or landscape.
E)      Word wrap – This automatically continues text on the next line when you reach the right margin. That is, the text “wrap around” to the next line.
MPORTANCE OF WORD PROCESSING
Word processing performs multiple editorial functions, such as editing text, inserting new text, deleting text, and performing search and replaces functions within the text.

What Do You Know?
· What is a word processor? What are the main features of a modern word processor?

· What is a software suite? Give an example.

· What is an icon?

Ans.
A picture that represents a command, program, file or task.

· What is window in computer science?


 
Ans.


It is a feature of graphical user interface; rectangle that appears on the screen and displays information from a particular part of a program. 
UNIT 5

PRESENTATION SOFTWARE

Introduction to PowerPoint
PowerPoint is a program that helps you plan, organize and design professional presentations which is projected onto a screen through a projector connected to the computer. It is used by business professionals, educators, students and members of the public as a visual aid to help an individual with a speech, presentation or lecture. It is not indented to show the entire speech of the speaker but to give a summary of the key points of each section of the presentation. Other examples of presentation software are WordPerfect Presentation, Gold Disk’s Astound, etc. 
 Each time you start PowerPoint, you see a blank presentation with one slide.

A presentation graphic program helps you to create a Slide show presentation. PowerPoint makes it easy to generate and organize ideas. It provides tools you can use to create the object that make up an effective Slide show – charts, bulleted eye – catching text, Multimedia video and sound clips and more.

Starting PowerPoint

1. Click on start

2. Click on Programs

3. Click on PowerPoint

When you launch PowerPoint in Windows 98, you will see the window below: 
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Then you select blank presentation, and the next screen will be like what is seen below.

Select the layout of your choice and click on OK. 
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Using Templates

Templates offer a unique look for your presentation but make no content suggestion. To use templates, click on design template and click on OK and you will be presented with a screen like this;
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Templates act like presentation blueprint. They come with complete colour coordinated bullets, background, fonts and design elements. After choosing the template, PowerPoint displays the new slide dialog box where you can choose an Auto layout. Each slide layout is designed with placeholder to make it easy for you to enter text or objects.

To change the template, click on format and select apply design templates, then select the new template or type it in and choose apply.
Title slide is the layout presented for your first slide. You may choose the layout by double-clicking on the layout, or by clicking on the OK button. You may select a different layout by clicking on the thumbnail image. Several types of layout are illustrated above:
However, in Windows XP, the screen you will get after launching PowerPoint will look like what is seen below. At this point, you can click to add your text.
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Adding Text to A Slide, Moving The Text, And Changing Text Style Or Colour
ADDING TEXT  On whatever slide format you have chosen, you will find dashed boxes including instructions to "Click to add..." for whatever can be added to the slide. On the Title slide click in the title and type "Cool things to be found in the Library Media Center" On the Sub-Title, slide click in the block and type "Reasons to Keep Coming Back to the Library," or whatever you have chosen for a sub-title. 
Adding a New Slide - After you have selected the format for your first slide, you may add a second slide to your presentation by; 1. Go to the Insert menu at the top of the page and select New Slide 2. Click on the New Slide button [image: image33.png]



MOVING TEXT BLOCK - To move a text block to another position on the slide, click the cursor in the border surrounding your text. Your cursor will change to a four-headed arrow indicating that you can now click and drag the block to a new
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You can get this cursor by moving your mouse to any point of the border surrounding the text block except for the eight white squares. If you move your cursor to those points, it becomes a double-headed arrow indicating that you can change the size of the block.
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Promoting and Demoting Text
To demoting a text indent the text by one level and changes the font or font size. PowerPoint provides two buttons on the formatting toolbar specifically for promoting and demoting text. The buttons look like the arrows. However, a text can only be demoted or promoted after it has been selected. Remember; always use the undo button to undo any last action performed.


Adding Graphic

To add graphic to your presentation, select a layout that contains placeholder for both text and clip art. After selecting the slide with both text and clip art, click on apply. To insert graphic, double click on the clip art placeholder, then select the picture of your choice and click on OK.

Slide show
Arranging slide for slide show
To arrange your slide for presentation, go to slide sorter view. Here you can add or delete slides. In the slide sorter view, you can also change the order of the slides by clicking and dragging on a particular slide to another location of your choice. 

Adding Transition to Your Presentation

Transition effects allow your slides to be displayed with special wipes, dissolves and fades to add a multimedia flair to your presentation.
To add a transition effect, select a slide, and then click the slide Transition button on the Formatting toolbar. A slide Transition dialog box will appear where you can choose a Transition effect. You then click the drop down arrow in the Effect box and select the transition you want and click on apply.

Adding Animation Effects

Animation effects will add objects to your slide, one by one, to create a more effective presentation Choose animation effects from the Text Preset Animation drop down list box on the Formatting toolbar. Animations are not limited to only text; it can be added to shapes of objects.
EDUCATIONAL SOFTWARE

The two software applications mentioned above (application software and Presentation software) can be used for educational purposes. However, some software applications are specifically designed for educational and research purposes. 

The Encarta software is an example of educational software. It behaves exactly like the normal encyclopedia we know. In addition to text content, it has pictures, sound and animations among others.[image: image36.png]
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