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Digital Basics
Terminology
Security

Connect the Concepts. we live in a digital world and we are constantly
picking up bits and pieces of information about computers and other digital
devices. But understanding digital devices in a way expected of a college Digital Literacy

graduate requires a framework of concepts that organizes information into

Information Tools
Technology in Context
Careers

Criticar Think®

Applications
Operating Systems

hierarchies and relationships. It is, in a sense, THE SOCIAL NETWORK OF ting
lities

LEARNING.

Skills

New Perspectives on Computer Concepts 2014 is designed to help students
connect the dots to visualize and internalize a framework for technology concepts
that’s applicable to academic research, career preparation, and today’s digital
lifestyles.

Ensure Success. Developed by digital textbook pioneers, NP2014 is a
time-tested and fully interactive teaching and learning environment that supplies
TOOLS FOR SUCCESS. The printed book, CourseMate Web site, interactive
multimedia eBook, and assessment tools offer an engaging, multi-layered
technology platform that supports diverse teaching and learning styles.

New for This Edition. what's the most effective study technique: Taking
notes? Reviewing? According to researchers, students study most effectively by
simply trying to recall the material they've read, seen, or heard. NP2014’s new
TRY IT! feature helps students recall key concepts as they read and later as they
review. TRY IT! questions and activities on just about every page are interactive
in digital versions of the textbook. Students using the printed textbook can find
answers in the back of the book.

NP2014 is offered in several printed and digital formats. You can use
the PRINTED TEXTBOOK alone or bundle it with one of the MmuLTIMEDIA
INTERACTIVE EBOOKS. Or use the interactive eBooks by themselves. They
contain page-for-page material from the printed textbook, plus videos, animated
diagrams, software tours, computer-scored assessment, and results tracking.

PRINTED TEXTBOOK EBOOK CD COURSEMATE & EBOOK

D Orientation Chapter D Page-for-page equivalent to the D Page-for-page equivalent to the

) Section Concept Maps printed textbook printed textbook

D Learning Objectives D Videos and software tours D Videos and software tours

D Learning Objectives Checkpoints D Interactive TRY ITls D Interactive TRY IT!s

) TRY ITls D Computer-scored and tracked D Computer-scored and tracked Pre-
o QuickChecks, Interactive Quizzes, Quickchecks, Interactive

D Section QuickChecks Summaries, Situation Questions, and Summaries, Situation Questions,

) Issues Concept Maps Concept Maps, and Chapter Quizzes

) Information Tools D Practice Tests D Audio Overviews

» Technology in Context D New Perspectives Labs with scored D Audio Flashcards

) Key Terms and tracked QuickChecks ) Games

D Interactive Summary b WebTrack results tracking D Track results with Engagement

) Interactive Situation Questions D Instructor annotations Tracker or WebTrack

D Concept Maps b Chirps
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PREFACE XVii

CREATE YOUR OWN LEARNING PLAN

It's easy! Use the NP2014 printed textbook, NP2014 Online
CourseMate, or NP2014 eBook CD in ANY WAY THAT’S RIGHT
FOR YOU. The Orientation helps you get acquainted with the
extensive array of NP2014 technology at your command.

|| New Perspectiveson Com % | [ CourseMate menupng (11 X\ |

.....

Your eBook CD Plan—Seven Easy Steps

1. Get started with the EBook cb and work on the Chapter
opener TRY IT! ACTIVITY for a hands-on introduction to
the chapter topics.

2. Read a chapter, answer the embedded TRY IT!s, and
complete the QUICKCHECKS.

3. Use cHIRPs while you're reading to send questions to
your instructor.

4. Work with NEW PERSPECTIVES LABS to apply your knowl-
edge.
5. Complete REVIEW ACTIVITIES using your digital textbook.

P
Concepts 2014

6. Take PRACTICE TESTS to see if you're ready for
the exam.

7. Transmit your results to your instructor on WEBTRACK.
Parsons | Ofa

Your CourseMate Plan—Eight Steps Online ‘%)
A\

1. Log in to the NP2014 CourseMate to take the PRE-Quiz and
gauge what you already know.

2. Listen to an Aubio oVERVIEW of chapter highlights.

3. Read a chapter in the online eBook and answer the embedded
TRY IT!s.

4. Work with the EBOOK ACTIVITIES AND PRACTICE TESTS to
assess your understanding. Your instructor can track your
progress with WebTrack.

5. Have some fun reviewing with ONLINE GAMES.

6. Use AUDIO AND TECHTERM FLASHCARDS to review terminology
from the chapter.

7. Check the DETAILED LEARNING OBJECTIVES to make sure
you’ve mastered the material.

8. Take the CHAPTER auiz if your instructor is tracking results
using Engagement Tracker.
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THE BOOK

NP2014 gives you the straight story on today’s technology. The style has been
carefully honed to be clear, concise, and visual.

Easy to read

Each chapter is divided into five SECTIONS, beginning with a CONCEPT MAP
that provides a visual overview of concepts. FA@s answer commonly asked
questions about technology and help you follow the flow of the presentation.

Keeps you on track

QUICKCHECKS at the end of each section give you a chance to find out if you
understand the most important concepts. As you read the chapter, look for the
answers to the questions posed as Learning Objectives, then try your hand
at the LEARNING OBJECTIVES CHECKPOINTS at the end of each chapter to
make sure you've retained the key points. Additional review activities include
TRY IT!s, KEY TERMS, INTERACTIVE CHAPTER SUMMARIES, INTERACTIVE
SITUATION QUESTIONS, and CONCEPT MAPS.

Helps you explore

The I1SSUE section in each chapter highlights controversial aspects of
technology. In the TECHNOLOGY IN CONTEXT section, you'll discover how
technology plays a role in careers such as film-making, architecture, banking,
and fashion design. The INFORMATION TooLs section helps you brush up on
digital research techniques and apps. Work with ISSUE AND INFORMATION
TOOLS TRY IT!s to apply the concepts you learned as you explore technology
controversies and sharpen your information literacy skills.

PREFACE

Digital Devices

COMPUTERS AND DIGITAL BASICS 33

o—
Control Execute the following set of

Unit commands using the ALU
diagram at left

Load Register 1 with 4.

Add two

TRY IT! questions and activities
embedded throughout the chapter
keep learning interactive.

numbers

Load Register 2 with 5
Add the two registers.
ALU Move the result to RAM

Register 1
Accumulator
|

Register 2

DIAGRAMS AND SCREENSHOTS on
every page make it easy to visualize
concepts.

FAQS break down concepts into
manageable chunks of information.

» What happens after an instruction is executed? When
the computer completes an instruction, the control unit increments the
instruction pointer to the memory address of the next instruction, and the

instruction cycle begins again.
» Do | need to know all this detailed stuff? What you should

take away from the ion about ing and i ion sets is

the idea that computers and other digital devices accomplish a wide array

of complex tasks by performing a very limited set of machine language

instructions very fast.

These concepts about how processors work will help you understand the
of mi such as speed and word size,

which you'll learn about in the next chapter.

QuickCheck SECTION D ./

AN

QUICKCHECK questions throughout
the chapter give you a chance to
make sure you understand the main
concepts.

1. A(n) |:| converts all of 4. The ALU in your computer’s microprocessor

the source code instructions into a new file con- holds data in

taining[ Jcode. 5. The microprocessor’s control unit contains
2. Amicroprocessor is hard-wired to perform a set a(n) pointer that holds the
of activities called a(n) |:|5er address of the instruction being executed.
3. Amachine language instruction has two parts:
a(n)|:|code and an operand. ° CHECK ANSWERS
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PREFACE XiX

THE INTERACTIVE MULTIMEDIA EBOOK CD

The NP2014 EBOOK cD is a digital version of your textbook with multimedia
and interactive activities designed to enhance your learning experience.

Works alone or with the printed book

Every page of the eBook CD MIRRORS THE PRINTED TEXTBOOK, SO use
the tool that's most convenient and that best suits your learning style.

Brings concepts to life

In the eBook CD, photos turn into vibpeos. lllustrations become
ANIMATED DIAGRAMS. Screenshots activate guided SOFTWARE TOURS,
so you can see how applications and operating systems work even if
they aren’t installed on your computer.

Makes learning interactive

As you read each chapter, be sure to complete the computer-scored
TRY IT!s and the auicKcHECKS at the end of each section. When you
complete a chapter, try the interactive, COMPUTER-SCORED ACTIVITIES.
Take some PRACTICE TESTS to gauge how well you'll perform on exams.

You can master hundreds of computer concepts using the NEW
PERSPECTIVES LABS. Use WEBTRACK to easily transmit your scores to
your instructor. If you have questions as you’re reading, use CHIRPS to

send questions anonymously to your instructor.

The digital textbook is easy to use.

It is packed with MULTIMEDIA,

g [ and offers plenty of COMPUTER-
il e desce, oo d SCORED ACTIVITIES.

B
Fie Conents WebLinks Help

Computer
Hardware Interactive NEW PERSPECTIVES

LABS give you hands-on experi-

L _ ence with concepts and software.

Quectiona Laarning Obiecti
ONAL COMPUTER BABICH g Objectives
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XX PREFACE

THE NP2014 ONLINE COURSEMATE WITH EBOOK

The NP2014 CourseMate is packed full of information and includes an inter-
active, multimedia eBook plus activities to accompany each chapter. Follow
the directions in Section D of the Orientation chapter to sign up for an account
and access the NP2014 CourseMate.

Lets you study anywhere

Jaimie Duplass /Shutterstock.com

CourseMate includes an ONLINE EBOOK, SO you can access your text-
book from any computer that's connected to the Internet. eBook activities
can be tracked by instructors using WebTrack.

Gives you options

Want to find out where to focus your study time? Start with a PRE-Quiz.
Looking for a fun way to review? Try an ONLINE GAME that packages chap-
ter concepts into an entertaining quiz show or action game. When you're
ready for some serious exam preparation, work with the CHAPTER
auizzes to see how well you understand key concepts. Need
some last-minute review? Load up your portable music player

with a CHAPTER OVERVIEW and AUDIO FLASHCARDS.
Now you can listen to Audio Overviews

Reinforces your understanding and Flashcards on your computer or
o study while you are out and about by
DETAILED LEARNING OBJECTIVES help you determine if you've mastered  downloading them to your portable

all the requirements for completing a chapter. music player.

Keeps track of your progress

CourseMate’'s ENGAGEMENT TRACKER records the time you spend on
various activities, saves your scores, and shares them with your instructor.
You can optionally send scores from the activities within the eBook to your
instructor’s WebTrack.

W [ Ew.PEﬁpecfnmsﬂn t‘umx / CourseMate menu.png (1 X \ L
€ 3 C0

ONLINE EBOOK lets you -
access your textbook from # CourseMate m COURSES  ENGAGEMENT TRACKER i L o
any computer that's con- g e

nected to the Internet.

Welcome to CourseMate!
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Rasource indes

Listen to chapter highlights or [E] Chaptar smeak
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AUDIO FLASHCARDS. g ey Cits
1 Shuation Quiz
i Chapter Qulz
@ Leaming Objectives
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Quizzes, games, and more ; i
provide many ways to explore . R
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PREFACE

INSTRUCTOR RESOURCES

NP2014 resources provide instructors with a wide range of tools that
enhance teaching and learning. These resources and more can be
accessed from the NP2014 Instructor Companion Site. Log in by connect-
ing to www.cengagebrain.com.

Instructor’s Manual: Help is only a few keystrokes away

The NP2014 Instructor’s Manual offers the following comprehensive
instructional materials:

D Chapter table of contents

D Chapter Objectives

D FastPoll Clicker questions

D Bullet-point lecture notes for each chapter section
D Key terms

)

Classroom activities and teaching tips, including how to effectively
use and integrate CourseMate online content, interactive multimedia
eBook content, and labs.

Tabbing Guide

If you've used previous editions of New Perspectives on Computer
Concepts, you'll appreciate the Tabbing Guide that lets you see at a
glance what’s been updated for this edition. Use it to make revisions to
your syllabus, as necessary.

Orientation scripts

We can help you introduce students to our technology. We've supplied
complete orientation scripts for the NP2014 CD and Online CourseMate.

Solution Files

Your password-protected instructor resources provide answers to all
the QuickChecks, Lab Assignments, Interactive Summaries, Interactive
Situation Questions, Learning Objective CheckPoints, Concept Maps,
Projects, Issue TRY IT!s, and Information Tools TRY IT!s.

Clicker Questions

Did your students read the assignment? Find out by using the FastPoll
questions supplied with the Instructor’'s Manual and included in the
NP2014 PowerPoint presentations. Each question is numbered so you
can collect results using Chirps or a third-party course polling system.
Even if you don’t have polling technology, you can use FastPoll ques-
tions with a simple show of hands or as a quick paper-and-pencil quiz.

Course Presenter PowerPoints

Instructors can deliver engaging and visually impressive lectures for each
chapter with the professionally designed Course Presenter PowerPoints
available from the NP2014 Instructor Companion Site.

Technology Guide

Do you need to learn how to use WebTrack, the eBook CD, and the
CourseMate interactive eBook? We now offer instructors a Technology
Guide that provides step-by-step instructions for collecting WebTrack
data, adding your own annotations to the digital textbook, exporting stu-
dent scores, and much more.

XXi

ANNOTATIONS! Instructors can
create their own text, graphical,
or video annotations that students
will see as they read their digital
textbook. Find out more about this
innovative feature in the Technology
Guide.
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INSTRUCTIONAL TECHNOLOGY TOOLS

The NP team provides technology assets to help instructors optimize
instruction, facilitate learning, and use their time effectively.

ExamView: Testbanks and powerful testing software

With ExamView, instructors can generate printed tests, create LAN-based
tests, or test over the Internet. Examview testbanks cover the same
material as Practice Tests and Test Yourself testbanks, but the questions
are worded differently so the ExamView testbanks contain a unique col-
lection of questions for graded tests and exams. The ExamView software
is available from the NP2014 Instructor Companion Site.

WebTrack

Monitoring student progress is easy. With WebTrack’s store-and-forward

system, a student can transmit scores to an instructor, who can down- We bTra C kl I I
load them at any time. Newly downloaded scores are consolidated with e
previous scores and can be displayed, printed, or exported in a variety of WebTracklll Instructor's Page
report formats.

WebTrack setup is easy. We mean it! Simply download one file, start the WEBTRlACK"' i; now available as a
app, and then create an ID and password. You don’t even have to enter ~ P°''ab!€ app that instructors can

, . . carry on a USB flash drive and use
your students’ names; your student list populates automatically as stu- o their classroom, office, or home
dents submit results. You can link to WebTrack assets from the NP2014 computer.

Companion site.

InfoWebLinks

Each chapter has a dedicated InfoWebLinks page containing significant
post-publication updates. Be sure to check InfoWebLinks periodically at
www.infoweblinks.com/np2014.

Chirps

Would you like to know the questions students have while reading their
textbooks? Chirps let you find out! Similar to tweets, our Chirps feature
allows students to send questions to instructors from within the eBook
CD. Instructors can also use Chirps as an in-class polling system, or as
an asynchronous polling tool for online students. To learn about this ver-
satile new NP technology, refer to the Technology Guide.

Engagement Tracker

For courses that take advantage of the activities on the NP2014 Online
CourseMate, the Engagement Tracker monitors student time on tasks
and records scores that help instructors keep track of student progress.

SAM and MindTap Reader eBook A

SAM (Skills Assessment Manager) is a robust assessment, train-
ing, and project-based system that enables students to be active
participants in learning valuable Microsoft Office skills and technol-
ogy concepts. The MindTap Reader version of New Perspectives
on Computer Concepts 2014 works within the SAM environment
for courses that combine concepts and Office skills. Let SAM be an @ N\IndTOp

integral part of your students’ learning experience! Please visit www.
cengage.com/samcentral.
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PREFACE XXiii

FROM THE AUTHORS

Many of today’s students have substantially more practical experience with
digital devices than their counterparts of 15 years ago, but even these stu-
dents may lack a cohesive framework for their knowledge. Our Concept
Map feature throughout the chapters is designed to help students organize
technology-related facts, terms, and experiences. Our new TRY IT! activi-
ties are designed to keep students actively learning on every page.

The goal of New Perspectives on Computer Concepts is to bring every stu-
dent up to speed with computer basics, and then go beyond basic computer
literacy to provide students with technical and practical information that
every college-educated person would be expected to know.

In producing the 2014 edition of this very popular textbook, we incorpo-
rated significant technology trends that affect computing and everyday life.
Concerns for data security, personal privacy, and online safety, controversy
over digital rights management, an explosion of interest in mobile apps and
cloud computing, and the skyrocketing sales of Macs are just some of the
trends that have been given expanded coverage in this edition of the book.

Whether you are an instructor or a student, we hope that you enjoy the
learning experience provided by our text-based and technology-based
materials.

ACKNOWLEDGEMENTS

The book would not exist—and certainly wouldn’t arrive on schedule—
were it not for the efforts of our media, editorial, and production teams. We
thank Kate Russillo for her developmental edit and tireless work on every
detail of the project; Suzanne Huizenga for a miraculously detailed copy
edit; Marie E. Lee and Donna Gridley for their executive leadership of the
New Perspectives series; Jennifer Goguen McGrail for managing produc-
tion; Julia Leroux-Lindsey and Brianna Hawes for managing the book’s
ancillaries; Elinor Gregory for marketing; and our brilliant sales reps for
encouraging instructors to adopt this book for their intro courses.

The MediaTechnics team worked tirelessly and we can’t offer enough
thanks to Donna Mulder for revising the screentours; Tensi Parsons for her
extraordinary devotion to desktop publishing; Keefe Crowley for his versa-
tile skills in producing the online and CD eBooks, creating videos, taking
photos, and maintaining the InfoWebLinks site; Chris Robbert for his clear
narrations; and Debora Elam, Kevin Lappi, Joseph Smit, Nikki Smit, Marilou
Potter, Michael Crowley, and Kelsey Schuch for checking and double-
checking the alpha and beta CDs.

We also want to give special thanks to Bob Metcalf for giving us permission
to use his original sketch of the Ethernet; and The University of lllinois for
supplying photos of PLATO.

In addition, our thanks go to the New Perspectives Advisory Committee
members and reviewers listed on the next page, who have made a tremen-
dous contribution to New Perspectives. Thank you all!

June Parsons and Dan Oja
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ACADEMIC, TECHNICAL, AND STUDENT REVIEWERS

Thank you to the many students, instructors, Advisory Committee members,
and subject-matter experts who provided valuable feedback and who have influ-
enced the evolution of New Perspectives on Computer Concepts:

Dr. Nazih Abdallah, University of Central Florida; Beverly Amer, Northern
Arizona University; Ken Baldauf, Florida State University; Dottie Baumeister,
Harford Community College; Paula Bell, Lock Haven University of
Pennsylvania; Mary Burke, Ocean County College; Barbara Burns, St. Johns
River Community College; Mary Caldwell, Rollins College; Chuck Calvin,
Computer Learning Centers; Wendy Chisholm, Barstow College; Linda
Cooper, Macon State College; Dave Courtaway, Devry University, Ponoma;
Becky Curtin, William Rainey Harper College; Eric Daley, University of New
Brunswick; Sallie Dodson, Radford University; Leonard Dwyer, Southwestern
College of Business; Robert Erickson, University of Vermont; Steven Everding,
Fox Valley Technical College; Mark Feiler, Merritt College; Alan Fisher, Walters
State Community College; Esther Frankel, Santa Barbara City College; Pat
Frederick, Del Mar College; Michael Gaffney, Century College; John Gammell,
St. Cloud State University; Ernest Gines, Tarrant Count College SE; lone
Good, Southeastern Community College; Tom Gorecki, College of Southern
Maryland; Steve Gramlich, Pasco-Hernando Community College; Safia Gray,
Metropolitan Community College: Longview; Michael Hanna, Colorado State
University; Dorothy Harman, Tarrant County College Northeast; Bobbye
Haupt, Cecil Community College; Heith Hennel, Valencia Community College;
Gerald Hensel, Valencia Community College; Patti Impink, Macon State
College; Bob Irvine, American River College; Ernie Ivey, Polk Community
College; Joanne Lazirko, University of Wisconsin; Stan Leja, Del Mar College;
Martha Lindberg, Minnesota State University; Richard Linge, Arizona Western
College; Terry Long, Valencia Community College; Karl Smart Lyman, Central
Michigan University; Dr. W. Benjamin Martz, University of Colorado, Colorado
Springs; Deann McMullen, Western Kentucky Community and Technical
College; Dori McPherson, Schoolcraft College; Saeed Molki, South Texas
College; Robert Moore, Laredo Community College; Ed Mott, Central Texas
College; Rob Murray, lvy Tech Community College; Cindi Nadelman, New
England College; Karen O’Connor, Cerro Coso Community College; Dr.
Rodney Pearson, Mississippi State University; Catherine Perlich, St. Thomas;
Tonya Pierce, Ivy Tech College; David Primeaux, Virginia Commonwealth
University; Ann Rowlette, Liberty University; Joan Shriver, Tarrant County
College; Lana Shyrock, Monroe County Community College; Betty Sinowitz,
Rockland Community College; Martin Skolnik, Florida Atlantic University; Karl
Smart, Central Michigan University; Jerome Spencer, Rowan University; Ella
Strong, Hazard Community and Technical College; Gregory Stefanelli, Carroll
Community College; Furkan Tari, Anne Arundel Community College; Shane
Thomas, Victor Valley College Martha; J. Tilmann, College of San Mateo;
Michael Wiemann, Blue River Community College; Kathy Winters, University
of Tennessee, Chattanooga; Paul Yaroslaski, Dodge City Community College;
John Zamora, Modesto Junior College; Matt Zullo, Wake Tech Community
College; Student Reviewers Kitty Edwards and Heather House; Technical
Reviewers Jeff Harrow, Barbra D. Letts, John Lucas, Ramachandran Bharath,
and Karl Mulder.
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Chapter Contents

© SECTION A:
GETTING STARTED
Computer Equipment
TRY IT! Turn Your Computer On
Windows Basics
Mac OS X Basics
Mouse Basics
TRY IT! UseYour Mouse
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Apply Your Knowledge The information in this chapter will give you the background to:

D Start your computer, use the keyboard, and operate

the mouse

D Work with Windows or Mac OS

D Use word processing software

D Carry out research on the Web using a search
engine and other resources such as Wikipedia

D Send e-mail

online

D Take effective steps to guard your privacy and safety

D Access the NP2014 interactive eBook and online
CourseMate for labs, quizzes, CourseCasts, and

games

D Use eBook CD resources, such as pre-assessments,
practice tests, labs, and interactive summaries
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ORIENTATION

OTRY IT!

WHAT DO | NEED TO GET STARTED?

To complete the activities in Sections A, B, and C, you’ll need access to a computer, Internet access, your
e-mail address, and your instructor’s e-mail address. To complete optional Sections D and E, you’ll need
access to the interactive eBook CD or CourseMate eBook.

To be sure you have what you need, use the following checklist. Check off the boxes for each item that you have.

D Access to a computer. If you're using your own D Your instructor’s WebTrack address. If your
computer, you might need a user ID and password to instructor will be collecting your scores with

log in. Don’t write your password down, but make sure ~ WebTrack, make sure that you have your instructor’s
you know what it is. WebTrack address. Write it here:

D Access to the Internet. You might need a user
ID and password if you use your school’s network to
access the Internet. Check with your instructor or lab
manager to learn how your school handles network
access.

D An interactive, digital version of the textbook,
such as the eBook CD or the CourseMate eBook.

The eBook CD requires a CD or DVD drive. If your
computer does not have this type of drive, check

with your instructor. CourseMate eBook versions of
your textbook require a browser. Your school network
might provide access to the eBook CD or CourseMate
eBook from lab computers.

D Your e-mail address. Your instructor should
explain how you can obtain an e-mail address if you
don’t already have one. Write your e-mail address
here:

Computer
Concepts 2014

D Your instructor’s e-mail address. To correspond
with your instructor, you'll need your instructor’s e-mail

address. Write it here:
Parmons | Ofu
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Getting Started

WHEN YOU USE the New Perspectives on Computer Concepts
textbook, you will not only learn about computers; you'll also use computers :
as learning tools. Section A is designed to get computer novices quickly up " @ddition to being classified
to speed with computing basics, such as turning on computer equipment, @S deskiops, laptops, tablets,
working with Windows or Mac OS, using a mouse and computer keyboard, ~ @nd smartphones, personal
and accessing Help. Read through this section while at a computer so that ~ €oMPuters can be classified
you can do the TRY IT! activities. by their operating systems.
Microsoft Windows is the

COMPUTER EQUIPMENT world’s most popular operat-
D What do | need to know about my computer? Computers ing system for desktop and
come in many packages, including small handheld smartphones, portable laptop computers. Windows
tablets and laptops, and stationary desktop models. A computer runs soft- computers are sometimes

ware applications (also called programs and apps) that help you accomplish referred to as PCs.

a variety of tasks. Computer systems consist of several components. 0S X is the operating system

D What are the important components of my computer used by desktop and laptop
system? Your computer is housed in a case called a system unit that computers called Macs that
contains circuitry, including the microprocessor that is the “brain” of your are manufactured by Apple.

computer and memory chips that temporarily store data. It also contains

. . . iOS is the operating system
storage devices, such as a hard disk drive.

for iPhones, iPods, and iPads.
Your computer system includes basic hardware devices that allow you
to enter information and commands, view work, and store information for
later retrieval. Devices for entering information include a keyboard, mouse,
touchpad, or touchscreen. A display device, sometimes called a monitor,
allows you to view your work. A printer produces “hard copy” on paper. Microsoft Windows RT is the
Speakers output music, movie soundtracks, and various sounds that help ~ ©operating system for tablets in
you pay attention to what happens on the screen. the Windows family.

D Where are the important components of a desktop
computer system? A desktop computer is designed for stationary use
on a desk or table. Figure 1 shows the key components of a desktop com-
puter system.

Android is the operating sys-
tem for many non-Apple
smartphones and tablets.

FIGURE 1

Display device | | Printer | A desktop computer system
includes several components
that can be connected by cables
or wirelessly.

Storage
devices

© MediaTechnics

System unit

0-4
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ORIENTATION

D Where are the important components of a laptop
computer system? Laptop computers (sometimes called notebook
computers) are small, lightweight computers designed to be carried from
place to place. The components of a laptop computer system, except the
printer, are housed in a single unit, as shown in Figure 2.

© Megis Technics

[Touchoss 1

Keyboard
Storage devices

» How do | identify my computer’s storage devices? Your
computer contains a hard disk housed inside the system unit. It might also
have a USB connector and some type of drive that works with CDs and
DVDs. Figure 3 can help you identify your computer’s storage devices and
their uses.

© MediaTechnics

DVD drive USB flash drive

DVD drives play CDs and A USB flash drive is about
DVDs. Most of today’s DVD  the size of a highlighter and
drives can write data on plugs directly into the com-
blank CDs and DVDs. puter system unit.

External drive

DVD drives can be con-
nected to a computer
using a USB cable.

D Do | have to log in? Most computers take a minute or two to power
up, and you might be required to log in by entering a user ID and password.
For security, you should use a password for all your digital devices.

Your computer is ready to use when it displays the Windows 8 Start screen,
the Windows 7 desktop, or the Mac OS desktop (refer to the next two
pages), and you can move the arrow-shaped pointer with your mouse.

D Should I turn it off? After a period of inactivity, most computers are
configured to enter a sleep mode that powers down the screen and other
components. You can leave your computer in sleep mode if you plan to use
it from time to time during the day.

If you’re not planning to use your computer for a few days, you can ini-
tiate a shutdown sequence. When using a Windows computer, click the
on-screen Start button, select Shut Down or Turn Off Computer, and follow
the instructions on the screen. If there is no Start button, move the pointer
to the lower-left corner of the screen. When the “charms” appear, select
Settings, and then select the Power icon. To shut down a Mac, click the
Apple icon in the upper-left corner of the screen and select Shut Down.

When using computers in a school lab, ask about the shutdown procedure.
Your lab manager might want you to log out but leave the computer on.

External hard drives and

FIGURE 2

A laptop computer includes a
flat-panel screen, keyboard,
speakers, and touchpad in the
same unit that contains the
microprocessor, memory, and
storage devices. An external
mouse is sometimes used
instead of the touchpad.
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FIGURE 3

You should use the hard disk
to store most of your data.

To transport data, use a USB
drive. For backups, use an
external hard drive. Use an
external DVD drive to run the
eBook CD if your computer has
no built-in drive to handle CDs
and DVDs.

TRY IT!

Turn your computer on

1. Locate the power switch for
any devices connected to your
computer and turn them on.

2. Locate the power switch for
your computer and turn it on.

3. If a message asks for your
user ID and/or password,
type them in, and then press
the Enter key on your com-
puter’s keyboard.

4. Wait for the desktop to
appear.
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0-6 SECTION A

WINDOWS BASICS

D What is Windows? Microsoft Windows is an example of a type of
software called an operating system. The operating system controls all the
basic tasks your computer performs, such as running application software,
manipulating files on storage devices, and transferring data to and from
printers, digital cameras, and other devices. The operating system also
controls the user interface—the buttons, menus, and controls you see on
the screen and how you use them.

D What is the Windows Start screen? The Windows Start screen
offers a quick way to access many computer tools, including apps, e-mail,
and social sites (Figure 4).

FIGURE 4

Windows 8 is ready to use when
it displays the Start screen. You
can click any of the colored tiles
to select tools and apps. To
view a Windows desktop similar
to the one in Figure 5, click the
Desktop tile. Any time you want
to get back to the Start screen,
press the Windows key on your
keyboard.

E Windows key

D What is the Windows desktop? Windows 7 and earlier ver-

sions have no Start screen. Instead, they start by displaying the Windows

desktop shown in Figure 5.

FIGURE 5

Desktop icons can represent
programs, documents, folders,
or other electronic tools.

_‘g Viidows v Messenger wers ‘ The taskbar is the area dis-
G v Saroh icons A played at the bottom of the

'E' Getting Strted Decuments desktop.
e i Bl Pictures The Start button displays
e the Start menu, which lists

o Computer programs installed on your

@ e etwork computer. Windows 8 has no

&) o= s Start button or Start menu.
The Start menu lists appli-

cation and utility programs

Start button ot installed on your computer.

All Programs The Notification area displays
[Search progroms ond fies | ] NS the current time and the sta-
tus of programs, devices, and
Internet connections.

52 Coleulator

Devices and Printers

Default Programs
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ORIENTATION 0-7

MAC 0S X BASICS

D What is Mac OS? Mac OS is the operating system used on many
of today’s Macintosh computers. The most recent version of this operating
system is Mac OS X, featured in Figure 6.

D How similar are the Mac and Windows desktops? The
Mac and Windows desktops have many similarities, such as the use of
icons, menus, and rectangular on-screen windows. However, there are
notable differences in the two desktops, such as the Mac desktop’s dock,
Apple icon, and fixed menu bar. If you switch between computers running
Windows and Mac OS X, you should be aware of these differences. FIGURE 6

D What is the dock? The dock is a collection of icons that represent ~ The Mac OS X desktop includes
programs, files, and other activities. Usually the dock is located at the bot- ~ icons, a fixed menu bar, and a
tom of the screen, but it can be configured to appear on the left side or right ~ dock.

side of the screen if that better suits the way you work. You can add icons to ~ Desktop icons can represent

the dock for programs you use frequently so they are easily accessible. devices, programs, documents,
folders, or other electronic tools.

The dock displays icons for
frequently used programs and
files.

The menu bar contains the
Apple icon and menu options
for the active program.

D How does the fixed menu bar work? The Mac desktop con-  The Apple icon is used to
tains a menu bar that remains at the top of the screen. The options on this  display a menu of options for
menu bar change according to the program you are using. In contrast, the  setting preferences, moving the
menus for Windows programs are incorporated into individual program win-  dock, logging in, and shutting
dows; so if you have more than one window open, each program window  down.

displays a menu.
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D What is the Apple icon? The Apple icon is the first icon on the
menu bar located at the top of the Mac desktop. It is always visible, regard-
less of the program you’re using. Clicking the Apple icon displays a menu
that you can use to configure preferences for your computer display and
devices. The Apple icon menu also includes options for logging out and
shutting down your computer.
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0-8 SECTION A

MOUSE BASICS

D What is a mouse? A mouse is a device used to manipulate items
on the screen, such as the buttons and icons displayed on the Windows
desktop. The mouse controls an on-screen pointer. The pointer is usually ~FIGURE 7

shaped like an arrow % but it can change to a different shape depend- For basic mousing, you only
ing on the task you're doing. For example, when the computer is busy, the  need to use the mouse but-
arrow shape turns into an hourglass & or a circle f) signifying that you tons; but the scroll wheel is also
should wait for the computer to finish its current task before attempting to  handy.

start a new task.

Left mouse Right mouse
PC-compatible mice have at least two buttons located on button button

top of the mouse. Most mice also include a scroll wheel
mounted between the left and right mouse buttons. Your
mouse might include additional buttons on the top or
sides (Figure 7).

Scroll wheel

Additional
buttons

D How do | use a mouse? Hold the mouse in your
right hand as shown in Figure 8. When you drag the
mouse from left to right over your mousepad or desk,
the arrow-shaped pointer on the screen moves from left
to right. If you run out of room to move the mouse, sim-
ply pick it up and reposition it. The pointer does not move
when the mouse is not in contact with a flat surface.

FIGURE 8

Rest the palm of your right hand
on the mouse. Position your
index finger over the left mouse
button and your middle finger
over the right mouse button.

TRY IT!

Use your mouse

1. With your computer on
and the desktop showing
on the screen, move your
mouse around on the desk
and notice how mouse
movements correspond to
the movement of the arrow-

There are several ways you can manipulate on-screen objects. Although ~ shaped pointer.

Spike Mafford/Photodisc/Getty Images

you might not be able to manipulate every object in all possible ways, you'll 5 \jove the mouse to posi-
soon learn which mouse actions are allowed for each type of control. The tion the pointer on the User
following list describes your repertoire of mouse actions. icon, Start button, or Apple
icon.
Action How to Result
Click Press the_left mquse button onpe, Select an object ;
and then immediately release it. —
Press the left mouse button twice :
Double-click in rapid succession without moving Activate an object

3. Click the left mouse button

the body of the mouse.
to open the User menu, Start

. . Press the right mouse button once, Display a shortcut menu, or Apple menu.
Right-click . . .
and then immediately release it. menu ‘
4. Press the Esc key on your
Hold the left mouse button down : keyboard to close the Start
Drag Move an object menu.

while you move the mouse.
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ORIENTATION

KEYBOARD BASICS

D What are the important features of a computer key-
board? You use the computer keyboard to input commands, respond
to prompts, and type the text of documents. An insertion point that looks
like a flashing vertical bar indicates where the characters you type will
appear. You can change the location of the insertion point by using the
mouse or the arrow keys. Study Figure 9 for an overview of important

computer keys and their functions.

[

Function keys activate com-
mands, such as Save, Help,
and Print. The command asso-
ciated with each key depends
on the software you are using.
The Print Screen key prints the
contents of the screen or stores
a copy of the screen in memory
that you can print or manipulate
with graphics software.

[o]

El

The Esc (Escape) key cancels
an operation.

The Windows key on a PC dis-
plays the Windows 8 Start
screen.

The Page Up key displays the
previous screen of information.
The Page Down key displays
the next screen of information.

The Tab key can move your
current typing location to the
next tab stop or the next text-
entry box.

The Caps Lock key capitalizes
all the letters you type when it
is engaged, but does not pro-
duce the top symbol on keys
that contain two symbols. This
key is a toggle key, which
means that each time you
press it, you switch between
uppercase and lowercase
modes.

The Shift key capitalizes let-
ters and produces the top
symbol on keys that contain
two symbols.

You hold down the Ctrl key
while pressing another key. On
a Mac, the Command key,
marked with an Apple or 38
symbol, works the same

way. The result of Ctrl or Alt
key combinations depends on
the software you are using.
You hold down the Alt key
while you press another key.
The Enter key is used to indi-
cate that you have completed a
command or want to move your
typing position down to the
next line.

The Delete key deletes the
character to the right of the
insertion point.

FIGURE 9

Computer keyboards include
special function keys.

The Backspace key deletes
one character to the left of the
insertion point.

The Insert key switches
between insert mode and
typeover mode.

The Home key takes you to the
beginning of a line or the begin-
ning of a document, depending
on the software you are using.

The End key takes you to the
end of a line or the end of a
document, depending on the
software you are using.

The right-click key accom-
plishes the same task as
right-clicking a mouse button,
and usually opens a shortcut
menu.

The arrow keys move the
insertion point.

The numeric keypad produces
numbers or moves the insertion
point, depending on the status
of the Num Lock key shown by
indicator lights or a message
on the screen.

© MediaTechnics
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SECTION A

. 2
D What's a keyboard shoricut? A keyboard shortcut allows you to TERMINOLOGY NOTE
use the keyboard rather than the mouse to select menu commands. If you

see <Ctrl X>, Ctrl+X, [Ctrl X], Ctrl-X, or Ctrl X on the screen or in an instruc- ~ Mac keyboard shortcuts use
tion manual, it means to hold down the Ctrl key while you press X. For ~ the Command key 38 and the
example, Ctrl-X is a keyboard shortcut that cuts out text or objects. Option key "\_ instead of the

D What if | make a mistake? Everyone makes mistakes. The first

Ctrl or Alt keys.

rule is don’t panic! Most mistakes are reversible. The following hints and
tips should help you recover from mistakes.

What Happened
Typed the wrong thing

Selected the wrong menu
Opened a window you didn’t mean to

Computer has “hung up” and no longer

responds to mouse clicks or typed commands instructions to close the program.

Pressed the Enter key in the middle of a
sentence

What to Do

Use the Backspace key to delete the last characters you
typed.

Press the Esc key to close the menu.
Click the X button in the upper corner of the window.
Hold down the Ctrl, Shift, and Esc keys, and then follow

Press the Backspace key to paste the sentence back
together.

WORKING WITH WINDOWS SOFTWARE

D How do | start Windows applications? The Windows 8
Start screen includes tiles for many applications. Just click a tile to start
the software of your choice. Or you can type the first few characters of the
application’s name and then select it from a list.

When using earlier versions of Windows, you can click the Start button to
display the Start menu, which includes a list of recently accessed programs.
Clicking the All Programs option displays a list of every program installed on

your computer.

TRY IT!

Start Microsoft Paint

1. Use the Start
screen or Start but-
ton.

Windows 8: From
the Start screen,
type pa and then
select Paint.

Windows 7: Click
the Start button to
display the Start
menu shown on the
right.

IEir Getting Started

@ Windows Media Center

[l

=w|  Calculator

@"‘ Magnifier
ﬂ Notepad

Click All Programs

& Windows Live Messenger

2. Wait a few seconds for your computer
to display the main screen for Microsoft
Paint, shown below in Windows 7 (top) and
Windows 8 (bottom). Leave Paint open for
use with the next TRY IT!.

Sarah

to display a list of all

i a = 1 EE EEEN
Documents 0 L2 S A g 1? L = ,i- -.= =!!- F ]
fme i ae F AT M‘ s - “l.- 'T I:f-
Pictures == e = =
Games
b Accessories
& calculator
B Command Prompt I,‘| i.ﬂ ] rited Faint = nr_—o
& Connect to o Network Projector ol Mt i =
B Connect to 3 Projector 0 5orea gl | =n Il:lI ll:l'
o Gettireg Stasted [ S DS ™ - . -
2 Math Input Panel
T
o Paim s s

software installed
on your computer.

Click Accessories,
and then click Paint.

i Run g
% Snipping Tool

1, Sounel Recorder

Sticky Notes

) Syne Certer

i Windows Explarer
B Windows Mahility Center
B woniad

b Exse of Access

b System Toals

1 Back

I NI S L

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



ORIENTATION

D How do I tell the software what | want to do? Word processing,
photo editing, and other software designed for use on computers running the
Windows operating system is referred to as Windows software. Most Windows

software works in a fairly uniform way and uses a similar set of controls.

Each software application appears within a rectangular area called a
window, which can include a title bar, a menu bar or ribbon, a work-

space, and the various controls shown in Figure 10.

s oA [ 4
. P -s.mfhz; Shavpei

Tools Shapes

Minimize, Maximize,
and Close buttons

(TTTTSITTTI g
D EEEECEENE D
EinaanERER

Colars

Ribbon, menu
bar, or toolbar

Scroll bars

"o K il )

FIGURE 10

The title bar displays the title
of the software, the name of the
current data file, and the win-
dow sizing buttons.

The Minimize button shrinks
the window to a button at the
bottom of the screen.

The Maximize button stretches
the window to fill the screen.
The Close button closes the
window and exits the program.
A ribbon, menu bar, or toolbar
displays the titles of menus and
tools that you can click to select
commands.

A scroll bar can be clicked or
dragged to see any material
that does not fit in the displayed
window.

The workspace is the area in
which your document or draw-
ing is displayed.

o
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If you're unfamiliar with Windows controls, take a few minutes to complete

the steps in the TRY IT! box below.

TRY IT!

Use the toolbar or ribbon

1. As shown below, click the Brushes
button on the Paint toolbar or ribbon.

.ol |2
ra| =

&

2. Move the pointer to the work-
space, hold down the left mouse
button, and then drag the mouse to
paint a shape.

3. Release the mouse button when
the shape is complete.

Use the ribbon or menu bar

1. Click the arrow next to Rotate,
and then click Flip vertical.

G | % ¢ = | Untitled - Paint

i Home View
Ij X cat | 7 o cop

i3 copy -t [ Resize
Paste

\[ZIQAl
(@ 21Q)

Rotate right 90°

Clipboard
A" Rotste jeft 907
,JL Rotate 180°

- F!lp verii(,x!

T4 Flip bt hunzuntal

In old versions of Paint, click
Image, click Flip/Rotate, click Flip
Vertical, then click the OK button.

Your shape is now upside down.

Use the sizing buttons
1. Click the = Minimize button.

2. The Paint window shrinks
down to a button on the taskbar
at the bottom of the screen.

3. Click the taskbar button to
make the Paint window reappear.

4. Click the Close but-
ton to close the Paint program
and remove its window from
the screen. If you see a mes-
sage asking if you want to
save changes, click the Don’t
Save button.
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WORKING WITH MAC SOFTWARE

D How do I start programs on the Mac? When using Mac OS X, you
can click icons in the dock to easily start programs. For programs that are
not in the dock, you can click the Finder icon and then click the Applications
option. If you need to brush up on Mac controls, follow the instructions in

the TRY IT! box below.

SECTION A

TRY IT!

Find out which programs are
in the dock

1. Position the mouse pointer
over each of the icons in the
dock and wait for the program
name to appear.

Use Finder to start a program

1. Click the ‘:s Finder icon on
the left side of the dock.

2. When the Finder window (simi-
lar to the one at right) appears,
click the Applications option.

3. Double-click the iCal option to
start the iCal calendar program
and display the iCal window shown
at right.

Use a menu and dialog box

1. Click iCal on the menu bar at
the top of the screen.

2. Click Preferences to display a
dialog box.

3. Click the ™ putton next to Start
week on to change the day to
Monday.

4. Click the @ Close button to
close the Preferences dialog box.

Close a program
1. Click iCal on the menu bar.

2. Click Quit iCal to close the win-
dow and terminate the application.

Select
icati & Aaplicatians

Applications. | . Coslinl

| savourrh o
= ALy Files \_. ; »
= Ao Select iCal. 0
oy Applications - o
L. Desktap L FlipAMac Fant dook Garagesand
'} Documents
D) Bownioads prie | =
1 Movies 6; --'-b Q .‘Q:‘}
o :::t [ ical ] iChat ovD inage Capeur
3 Pictures

SHARED
- IMac < wF 2 @ .ﬂt &
W reddell - -
& uburt

K3

A small white dot indicates

which applications are open.

About iCal

Preferences...

Services >

Hide iCal
Hide Others
Show All

38H
3H

Quit iCal

#Q

This button closes
a window, but does

General

Start week on: | Sunday g—

Il in week view by: | Weeks Bl

Days perweek: | 7

Click here
to change
the calendar
start day.

not terminate the
application.

Day starts at: | 8:00 AM 2]

Show: | 12 | hours at a time

Default Calendar: | B Work

Default Reminder List: | B Reminders 4|
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ORIENTATION

HELP

D How can | get help using software? If you've had problems
using software, you're not alone! Everyone has questions at one time or

another. Most software offers several sources of help, such as the following:  gfiguRrE 11

D Message boxes. When using software, it is important to pay attention  Clicking the @) Help button or
to any message boxes displayed on the screen. Make sure you care- the Help menu produces a list of
fully read the options they present. If the box doesn’t seem to apply to  help options, where you can enter
what you want to do, click its Cancel button to close it. Otherwise, set the  search terms or browse through

options the way you want them, and then click the OK button to continue.  topics.

D User manual. Whether you’re a beginner or —
a power user, the manual that comes with
software can be an excellent resource. User Word Hr—_‘-lp v -
manuals can contain quick-start guides, tuto- —
rials, detailed descriptions of menu options, {3 & A" | Footnoted ]
and tips for using features effectively. Many
manuals are offered online along with tools Popular searches A
you can use to browse through them or look R Fabliaf Leader
for the answer to a specific question. T T contents Line spacing
D Google it. If you encounter a software prob- Labels Vil count Margins
lem, open your browser and use a search Mail merge
engine like Google to enter your question. Be Getting started i )
sure to specify the name of the application
you are using, along with your computer’s B e
operating system. \’E Y- 1
D Check YouTube. Connect to YouTube and !
enter the name of your software. You might .
. . . See what's new Learn Word basics  Tips for tablets
find useful videos showing how to use the
coolest features. Build skills with free online training more @
D Help menu. The Help menu provides —
access to on-screen documentation, which "'ﬂ
can contain detailed instructions, tips, and I:L 125M
FAQs. Answers to specific questions can r- .
be found by entering search terms, consult- Make the switch Share and Show your data in
ing the index, or browsing through a table of to Werd 2012 compare a chart
contents (Figure 11). documents v.
QuickCheck erene
1. The case that holds a computer’s circuitry, 3. On the Mac desktop, the ’ \
memory, and storage devices is called a(n) displays a row of program icons.

‘Unit. 4.

2. Instead of using the on/off switch to turn off ’ \

Ctrl-X is an example of a keyboard

a computer, you should instead use the Shut 5 5 4 pC the |

\ key can be

Down option. True or false? \
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Documents, Browsers, and E-mail

TO COMPLETE ASSIGNMENTS for your course, you should

be able to work with documents, browsers, and e-mail. Section B walks you
through the basics.

CREATING DOCUMENTS

D How do | create and save a document? To create a document,
simply type text in the workspace provided by word processing software
such as Microsoft Word, OpenOffice Writer, LibreOffice Writer, or Apple
iWork Pages. The flashing vertical insertion point (Figure 12) indicates your
place in the document. Figure 13 explains how to save a document.

7 o - X FIGURE 12

HOME L INSERT P{\:GEU\VOUT REFERENCES MAILH‘fS RE}!’I? EIEW_ _Sar_a.h Mae Smith When typlng teXt, yOU can use
B, ¥ [Calibri (Body) - A= &= a= || ® .
R e AsBbCcDc AaBbCeDe AaBbC the following keys to move
P 4 : ] : Editi L
e S S R b S B A 1 within a document and make
Clipboard T Font 71 Styles [ - ' .
e % s ? E e, 5 revisions:

D Backspace: Delete the
_Type your document The ribbon offers .chara.cter tol the left of the
into the workspace. controls similar to insertion point. On Macs,_
* Press the Enter key those on menus hold down the Fn key while
by only at the end of titles | | and toolbars. pressing the Delete key.
¢ and paragraphs, but D Delete: Delete the character

“Coca Colonization” is a term used to{ do not press Enter to the rlght of the insertion
American culture through films, books] \Wwhen you reach the .
other digital technologies have the po nght margin_ pOInt'

reality television, and artifacts of the O ) Enter: End a paragraph and

farther. begin a new line.
Digital distribution is a two-way street, however, and the same Y ArrOW keyS' MOVe the
technologies that spread . . ericans to . . .
- other cuftured The flashing verti- insertion point up, down,
<€ cal insertion point right, or left
PAGE1OF1 marks your place. ] B -—F—+ 108% ’
2 )
Globalization Project.docx [Compatibility Mode] - Micrasoft Word ? - x FIGURE 13
TS P @ It is a good idea to save your
document every few minutes
Save As nent every fe ’
even if it is not finished. When
7 Ed |
@ = | you save a document, use
1 [ » Ubraries » Documents » v| ¢ | | Search Documents ] the Save icon at the top of
iy MR = ® 1) the screen. Your computer is
A Type sze AN B )
5 s » | save your work in B probably configured to save
%DM“’“E"“ <€ the Documents folder | e documents on the hard disk in
Music B el v .
Hrews v eff OF library for now. > a library called Documents or
File name: v] a folder called My Documents.
o | .
Sonesmfype it e * There is no need to change that
Authors: Tags: i . . .
B 1 click the ' until you gain more experience.
_— e W %1 Save button. ‘ File names can be several
Use a descriptive ! words long; just do not use the
Cptiors name for the file that ‘ AR ; ;
— : symbols in the file
holds your document. il @ L | R} name
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ORIENTATION

D How do I print a document? To print a document, simply click the
File tab, File menu, or Office button and then select Print. Your computer
displays a window containing a series of print options. If you want to print a
single copy of your document, these options should be correct, so you can
click the Print or OK button to send your document to the printer.

D Can | send a document to my instructor? You can e-mail
a document by using the Send option accessed from the File tab, File
menu, or Office button (Figure 14). To do so, you must know your instruc-
tor’s e-mail address. Documents that you send along with e-mail messages
are referred to as attachments. You'll learn more about e-mail later in the
Orientation, but keep this option in mind because it is a handy way to sub-
mit assignments, such as projects and term papers.

P How do | find my documents again in the future? If you
want to revise a document sometime in the future, simply start your word
processing software; click the File tab, File menu, or Office button; and then
click Open. Your computer should display a list of documents stored in the
Documents folder. Locate the one you want to revise and double-click it.

FIGURE 14

To e-mail a document:

D In Word 2013, click the
File tab, click Share, and
then select Email (below).

D In Word 2010, click the
File tab, select Save &
Send, and then select ™8]
Send as Attachment.

D In Word 2007, click the
Office button, point to
Send, and then select
E-mail.

D In Word 2003, OpenOffice
Writer, or LibreOffice
Writer, click File, and then
select Send or Send To.

D In iWork Pages, click the
Share tab and then select
the e-mail option.

D What should | do when
I’'m done? When you're ready to
quit, you can close the document by
clicking the Close option from the
File tab, File menu, or Office button.
When you want to close your word
processing software, click the
Close button (Windows) or click the
program name on the menu bar and
then select Quit (Mac).

Share

Globalization Project

Share

...-\'. Invite People
i Email

@ Present Online
Publish as Blog Post

WWMACUune Parsens's Public Folder\Globalizati...

Globalization Project.docx [Compatibility Mode] - Microsoft Word ? - X

e |
Sersh Maesmith - [} @ @

Email =
i ™ Everyone gets a copy
[El to review
Send as
Attachment
[ | = Eveyoneworsonthe
= Py
Send W Everyone sees the
alink latest changes
B Keeps the email size
semall ||

TRY IT!

Save a document

1. Click the E Save icon located
near the top of the window.

Create a document

1. Windows 8: Click the
Microsoft Word or LibreOffice
tile on the Start screen.

Windows 7: Click the Start but-

2. Make sure the Documents

Print a document, close it, and exit
your word processing application

1. Click the File tab, File menu, or
Office button, and then click Print.

ton, and then click the Microsoft

Word or LibreOffice option.

Mac: Click the Finder icon, select

the Applications option, and

then click to open iWork Pages or

Microsoft Word.

2. Click the word processing work-

space to position the insertion
point in the upper-left corner.

3. Type a paragraph. Refer to
Figure 12 for keys to use while
typing and revising your work.

4. When the first paragraph is

complete, press the Enter key to

begin a new paragraph.

5. Type a second paragraph of
text.

library or folder is selected, as
shown in Figure 13 on the previ-
ous page.

3. In the File name box, type a
name for your document.

4. Click the Save button.

5. When the Save As dialog box
closes, your document is saved.

2. Make sure the page range is set
to All.

3. Make sure the number of copies is
setto 1.

4. Click the Print or OK button and
wait a few seconds for the printer to
produce your document.

5. Close the document by clicking the
File tab, File menu, or Office button
and then clicking Close. The work-
space should become blank.

6. Exit your word processing software
by clicking the Close button
(Windows), or by clicking the program
name on the menu bar and then
selecting Quit (Mac).
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INTERNET AND WEB BASICS

D What is the Internet? The Internet is the largest computer network
in the world, carrying information from one continent to another in the blink
of an eye (Figure 15). The computers connected to this network offer many
types of resources, such as e-mail, instant messaging, social networking,
popular music downloads, and online shopping.

D What is the Web? Although some people use the
terms Internet and Web interchangeably, the two are
not the same. The Internet refers to a communications
network that connects computers all around the globe.
The Web—short for World Wide Web—is just one of
the many resources available over this communica-
tions network.

The Web is a collection of linked and cross-referenced
information available for public access. This informa-
tion is accessible from Web sites located on millions of
computers. The information is displayed as a series of
screens called Web pages. You'll use the Web for general
research and for specific activities designed to accom-
pany this textbook. To use the Web, your computer must
have access to the Internet.

D How do | access the Internet? Most digital devices can be con-
figured to connect to the Internet over telephone, cell phone, satellite, or
cable television systems. Internet access can be obtained from school
computer labs, local service providers such as your cable television com-
pany, and national Internet service providers such as AOL, AT&T, Comcast,
Verizon, and EarthLink.

To expedite your orientation, it is assumed that your computer has Internet
access. If it does not, consult your instructor, or ask an experienced com-
puter user to help you get set up.

D How do | know if my computer has Internet access? The
easiest way to find out if your computer can access the Internet is to try it.
You can quickly find out if you have Internet access by starting software
called a browser that’s designed to display Web pages.

Browser software called Internet Explorer is supplied with Microsoft
Windows. Mac OS X includes a browser called Safari. Other browsers,
such as Firefox and Chrome, are also available. Follow the steps in the
TRY IT! box to start your browser.

HOW TO USE A WEB BROWSER AND SEARCH ENGINE

D How do | use a browser? A browser lets you enter a unique Web
page address called a URL, such as www.google.com. You can also jump
from one Web page to another by using links. Links are usually under-
lined; and when you position the arrow-shaped mouse pointer over a link, it
changes to a hand shape.
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FIGURE 15

The Internet communications
network stretches around the
globe.

Courtesy of Stephen G. Eick

TRY IT!

Start your browser

1. Click the 0 @

icon for your browser. It is usu-
ally located on the Start screen,
near the Start button, or on the
dock.

2. Your computer should soon
display the browser window.

If your computer displays a
Connect to box, click the Dial
button to establish a dial-up
connection over your telephone
line.

You'll need to cancel the

browser command and consult

an experienced computer user

if:

® Your computer displays a
“working off line” message.

® Your computer displays an

Internet Connection Wizard
box.



ORIENTATION

Although browsers offer many features, you can get along quite well using
the basic controls shown in Figure 16.

FIGURE 16

| Go back to the last page viewed. Close the browser window.

| & hitpy /v bookenpublish.com/

i

Make it once, run it everywhere.
The BookOnPublish system now supports the iPad, iPhane,
iPod Touch, Macs, Windows PCs, Kindle Fire, Nook Tablet,
and most Android teblets and smart phones.

Waich a video demonstration of
BookOnPublish features!

For more information contact:
info@bookonpublish.com

Type a Web
address.

BookOnPublish
okOnPublish team

at these upcoming events:

PublishMart Americ
New York |April

Go to your
home page.

Featured Clients and Partners:

Using a Browser

A full Web address might look
like this:
http://www.mediatechnicscorp.
com

It is not necessary to type

the http://. So to access the
MediaTechnics Corporation
page shown here, you would
type:
www.mediatechnicscorp.com
When typing a Web address, do
not use any spaces, and copy

o
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A

a MedifTechnics Gorporstion is an
= early fdopter of Project Tin Can, the

Pkwgg next-feneration SCORM technalogy
Click underlined

= links to jump to =
related Web pages. =

uppercase and lowercase letters
exactly.

Web site © MediaTechnics

» How do I find specific information on the Web? If you're
looking for information and don’t know the Web site where it might be
located, you can use a search engine to find it. Follow the steps in the TRY
IT! box to “google it” by using the Google search engine.

TRY IT!

Use a search engine l} =

1. Make sure the browser window is open.
Type national

2. Click the Address box and type: parks.

L S, National P: dcaFing A P

Search -] A

*F wwwgooglecom = | P | X ' 1

i : I.v- TR ——— LS. National Park Service 3]
e —————— — MMM e a3 E

3. Press the Enter key. Your browser dis- o el | (3
plays the Web page for the Google search - oy A S " < Select the link =
engine. S P aPah Aok Cobern Ameica e S P to www.nps.gov. é
E

4. Click the blank search box and then
type national parks.

Advanced Search Preferences

Google =

5. Press the Enter key. Google displays
a list of Web pages that relate to national
parks.

6. Click the underlined U.S. National Park
Service link. Your browser displays the
Park Service’s home page.

MNows i Events

Sharks an Hlmwu ks v

7. Leave your browser open for the next
Rim of the Valley Conridor Planning
TRY |T| . . Santa Mone:a Shauntaing » Ciost Hi = » »

cresting statiehtm

Courtesy of the U.S. Park Service
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D What are the best sources of information on the Web?
The best sources of information are easy to access, dependable, and
preferably free. Sites such as Wikipedia, Answers.com, Whatls.com, and
HowStuffWorks are great sources for general information and research-
ing topics for computer courses.

When you’re looking for information on the Web, remember that virtually
anyone can post anything. Consequently, some information you encounter
might not be accurate.

To check the quality of information provided by a Web site, you can cross-
check facts with other sites. Be sure to check when the material was posted
or updated to determine if it is current. You might also consider the infor-
mation source. Blogs, tweets, Facebook posts, and YouTube videos often
express opinions rather than facts.

D How does Wikipedia work? Wikipedia is an encyclopedia that
is written and maintained by the people who use it. More than 23 million
articles on a vast range of topics have been submitted and updated by
users, many of them experts. Wikipedia information tends to be accurate
because users are continually reading the articles and correcting inaccu-
rate or biased information. However, some vandalism occurs and from time
to time a few articles contain false or misleading information.

Most Wikipedia articles include a View history tab that tracks changes.
Check the date of the last change to determine if the information is current.
Articles also include a Discussion tab that can help you spot controversial
aspects of the information. Use the TRY IT! below to see how Wikipedia
works.

TRY IT!

Check out Wikipedia

1. In the Address bar of your
browser, type www.wikipedia.
org and then press the Enter key.

2. When the Wikipedia window [ cperspace | =1 5 |
appears, enter cyberspace in
the search box and then press
Enter.

View history tab

«{ Discussion tab

3. Read a bit of the article to get YPoyps—
an idea of its scope and detail. Do Ne ot / :
) ) . a Afichn - Dincuanion Pl Bl View hintey | | F0 a
you detect any bias in the article? e *
. . . WIKIPEDLA Cyberperce
4. Click the View history tab. TP cpped "o MRS 8 s e Enter additional
For other uses, see Cyberspace (msambguation).
Look at .the Igst few updates. g o s e o s et 1 i s s e sae] S€ArCHES here.
Does this article seem up to date? Featsed o S et ooty st b sty s et v
syt cancipl mas o sk, S ol b Ve o Naroan
) ) R Mm.,.,: aincn, B s been coticiond by B inuwedor, b Gison hisasll -um:mn:?- an “meccntive and n_:j""""
5. Click the Discussion tab. What O Wbt |l et i o i o 5 ke i s s P oot gl
is the status of the article? Does — sy it |
's : o e e SR g || N
|t COntain COntrOVerSiaI state- ::'":::‘:'::' Mow sl I curmenl usige (e benm "oy berspaca” slands o he global natwork of inlematicn it
') Aecan charges Anchnalogy infs h rtworks Procansing nystes As s social Haran tararan
ments? Can you envision how you B miean, nfvrkak con vt exchange koss, shaw frlon, v ol 8o, cond! busmoss, | eReen okt
. dirmet aoliors, create aristic modia, play pames, engege n polftical dacussion, ond se on, using this ginbal Wl b vt
might use Google or other Web » Todbon it T b s bt e ko e aryineg th It an e Thoers
. » Prbaman dvarss Imemet coltum. The United Staten governmen necognizes the inlsmonoected infomation technalogy snd Cytaerg Pmmry
resources to explore specific con- e th gtk f o y T
troversies? :::';" #ctonding to Chip Morringstar snd B Randall Farmie, cyberspacs in defined mom by fhe socinl imemctons Heters g
Bawe mmmmmﬂ:m e bochneal s i shair viow, modum man ?’"‘" ©
. . wrtatin of P commusicaton ol It i pcqie P om Charactenstic of oy by I that B AR =
6. Click the Article tab to return ot e st Vel rmi o et i e i b et el s syl Thoy s g
. Lo derivo thiz concept hom the cbaervdion thal peope Dok sohnes, compex iy, Bnd depth wihin & visual worid el =
to the Cyberspace article. Bicpt G O =
::":":’ 1 Crigiie of P dam lem_“ ;
7. You can leave your browser picie Eiiaanae Turwraram i
open for the next TRY IT!. = 2o s ek s il 5]
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WORKING WITH E-MAIL

D What is e-mail? E-mail is a form of communication that relies on
computer networks, such as the Internet, to transmit messages from one
computer to another. Like regular mail, e-mail messages are sent to a mail-
box where they are kept until the recipient retrieves them. Messages might FIGURE 17

arrive at their destination within seconds, or might not arrive for a few hours.

Once sent, e-mail messages cannot be recalled.

D What do | need to use e-mail? To send and receive e-mail, you
need an Internet connection, an e-mail account, and software that enables
you to compose, read, and delete e-mail messages. An e-mail account con-
sists of an e-mail address (Figure 17), a password, and a mailbox. You can
usually obtain an e-mail account from your Internet service provider, your

school, or a Webmail provider, such as Hotmail, Yahoo! Mail, or Gmail.

Webmail providers store your mail online. To access your mail, simply use
your browser. In contrast, local mail, such as Microsoft Outlook, transfers
mail to your computer and requires you to use special e-mail software

instead of a browser.

D How do | get a Webmail account? Registering for a Webmail
account is easy and many online e-mail providers offer free basic service.
Work with the TRY IT! below to see how.

TRY IT!

Get a Web-based e-mail account

1. In the Address bar of your
browser, enter www.gmail.com.

2. When the Gmail window
appears, click the button labeled
CREATE AN ACCOUNT.

3. Follow the directions to enter
your first name, last name, and
username.

4. The login name you select is
checked for uniqueness. If it is
already in use, you’ll have to try a
different one.

5. When you've selected a valid
username, continue down the page
to create a password. Try not to
use a name, a date, or any diction-
ary word as your password.

6. Continue down the page to com-
plete the rest of the registration
form.

7. Before finalizing your registra-
tion, review the information you've
entered and jot down your login
name and password.

8. Read the Terms of Service. If
you agree, click the Next step
button. That’s it! You now have a
Gmail account.
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E-mail Addresses

An e-mail address consists
of a user ID followed by an
@ symbol and the name of a
computer that handles e-mail
accounts. Ask your instructor
for his or her e-mail address. It
is likely similar to the following:
instructor@school.edu
When typing an e-mail
address, use all lowercase
letters and do not use any
spaces.

Anushka Smith

Choose your username

AnushkaAlasks @gmail. com-g

You might have to try
several usernames to

Create a password

find one that is available.

sans -
<

Confirm your password

Birthday

January b o 2001

Gender

L

| Female

Try to choose a
strong password.

quase

If the CAPTCHA text
is too garbled, you

can get different text
by clicking this icon.

Type the two pieces of text:
guityab paloe C “—
Location
United States >

| agree to the Google Terms of Service and
Privacy Policy

Google may use my account infarmation to

personalize +1's on content and ads on non-
Google websites. About personalization.

Web site © 2012 Google
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D Is Webmail better than local e-mail? Both Web-based and
local e-mail have their advantages and disadvantages. Webmail accounts
are definitely easier to set up and you can use them from any computer with
an Internet connection. Webmail accounts are also ideal for “throw-away”
accounts.

D What is a throw-away e-mail account? Whether you use
local mail or Webmail for your regular correspondence, you might consider
creating one or two throw-away accounts for occasions when you have to
give an e-mail address, but you don’t want any continued correspondence
from that source. Later in the chapter, you'll learn more about how e-mail
scams and online marketing contribute to all the junk e-mail you receive.
Your throw-away e-mail address can become the recipient for lots of those
messages, and eventually you can simply delete the throw-away account
and all the junk it contains.

D How do | create and send an e-mail message? Many e-mail
systems are available, and each uses slightly different software, making it
impossible to cover all options in this short orientation. You might want to
enlist the aid of an experienced computer user to help you get started. The
steps in the TRY IT! box pertain to Gmail, but other e-mail packages work in
a similar way.

SECTION B

E-MAIL PRIVACY

E-mail messages are not nec-
essarily private; their contents
might be seen during system
maintenance or repair, and
commercial e-mail archives are
subject to search by govern-
ment agencies.

Free Web-based mail is typically
searched as you write it by digi-
tal bots that look for keywords,
like vacation or pet, to display
related advertising. If you want
more privacy, consider private
e-mail providers and local e-mail
software.

TRY IT!

Create and send e-mail

1. If Gmail is not open, open your browser and type
www.gmail.com in the address box. Log in to your
Gmail account.

2. Click the Compose button to display a form like
the one below.

3. Follow steps 4 through 6 as shown below.

7. When your message is complete, click the SEND
button and Gmail sends the message.

8. You can continue to experiment with e-mail. When
done, use the Sign out option under the link for your
account (circled), then close your browser.

Note: With some local e-mail configurations, the
Send button places the e-mail in an Outbox and you
have to click the Send/Receive button on the toolbar

to ship the message out from your computer.

+Sarah h News Gmail Drive
GO-\)SIQ “ saran smith | 0 || + share [T -
Gl + m N S Labeis~ | Draft autosaved at 5:42 PM (2 minutes ago) Q-
COMPOSE = SRR, < 4. Click the To box and | »
- - = type your instructor’s
b MITCE AddHEC ey-rr)na)ill :dc:ressu
Starred St ; = 5. Click the Subject :
Subject  Let me infroduce myself
Important T box and type Let me
g:::swu e introduce myself.
Drafts (4) B & U Mo A ~ i = =  CheckSpelling -
Al Ml T « Plain Text
6. Click the _> Hello-
empty wodrk- My name is Sarah Smith and | am a sophomore from Dallas, TX. | plan to
tspaectz ?:w become an international nurse because | am fluent in English and
“};F;S about Spanish. | hope to work in Argentina or Spain. | play the drums in a
yourself. You community jazz group and | march in the school band. This summer I'm .
can use the planning a trip to Japan to learn about traditional Taiko drumming. §
Backspace ; N . . ]
and ar?ow | have used computers for e-mail, browsing the Web, and keeping up with =
ke . Facebook. | don't have time to Twitter. When it comes to computer ©
ys to edit, if g . . viis
necessary. terminology, | don't go much beyond the Enter key. | am required to take g &
wox ~ =
(&)
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P How do | get my e-mail? As with sending mail, the way you get FIGURE 18

mail depends on your e-mail system. In general, clicking the Send/Receive  When e-mail software displays
button collects your mail from the network and stores it in your Inbox. Your  your Inbox, you can:

e-mail software displays a list of your messages. The new ones are usually ) open a message and read
highlighted or shown in bold type. You can click any message to open it, it.

read it, and reply to it, as shown in Figure 18. ) Reply to a message.

D How do I log off? When working with a Webmail account, it is impor- D Delete unwanted messages
tant to use the Log out or Sign out link before you close your browser. (a good idea to minimize the

Taking this extra step makes your e-mail less vulnerable to hackers. size of your mailbox).
D Forward a message to
someone else.
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Erubiaen 100% Online. Get Free Info Today!
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Internet Explorer, Chrome, and Firefox. access ’ e-mail, you use
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Security and Privacy

AS WITH MOST OTHER facets of modern life, the digital world

has its share of troublemakers, scam artists, and identity thieves. Section C
offers some tips on navigating through the sometimes rough neighborhoods
of cyberspace, while keeping your data safe and your identity private.

SECURING YOUR DIGITAL DEVICES AND DATA

D What's at risk if my computer or phone is stolen? The value
of a stolen computer or phone is not so much in the hardware as in the data
it contains. With stolen data such as your bank account numbers and PINs,
a thief can wipe out your checking and savings accounts. With your credit
card numbers, a thief can go on a spending spree. Even worse, a criminal
can use stolen data to assume your identity, run up debts, get into legal dif-
ficulties, ruin your credit rating, and cause you no end of trouble.

D How can | protect my data from theft? Never leave your

devices unattended. If a thief steals your computer or phone, you can make FIGURE 19

it difficult to access your data by setting up a password. Until the password  To create a secure password:
is entered, your data is off limits. Thieves will not be able to get beyond the
login screen and should not be able to easily access your data. D Use at least eight

Use security tools to protect your phone. Keep it locked while not in use and characters,. mixing .
numbers with letters, as in

consider subscribing to a tracking service that allows you to use a Web site 2by4lumber.
to find your phone, lock it, or erase it.

D Do not use your name, the
Many new computers are shipped with a standard administrator password name of a family member,
that everyone knows. If you are the only person using your computer, you or your pet’s name.

can use the administrator account for your day-to-day computing, but create  [» Do not use a word that can

a secure password (Figure 19) for this account as soon as you can. S0 9.l 19 il claiersy:

. . . » Do not forget your
Your computer might also include a preset guest account with a nonsecure password!

password such as guest. You should disable this guest account or assign it
a secure password.

TRY IT!

Check the accounts on your computer @, i .

1. Access user accounts. (© Gl=4 8 «lcer s Manage. v :
Windows 8: From the Start screen, type ¢ and then select For security, all active ~f
Control Panel. Select User Accounts and then select Manage Chood aggz;r;trsdsr'r%gitz% o

another account. chan P P -

Windows 7: Click the Start button, and then select Control

Panel. Select User Accounts and Family Safety, select User
Accounts, and then select Manage another account. (You might
be required to enter an administrator password.)

SarahSmith
Local Account
Administrator
Password protected

Mac: Click the Apple icon, select System Preferences, and then

select Accounts. Pat Redfern
pat_redfern@yahoo.com

2. Check the password protection on all accounts. If you are Password protected
working on a school lab computer, do not make changes to the
account settings. If you are using your own computer, click the
Administrator account and make sure it has a secure password.

Guest

Guest account is off

0-22
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AVOIDING VIRUSES

D What's so bad about viruses? The term virus has a technical
meaning, but is loosely used when referring to malicious programs that cir-
culate on infected downloads, in e-mail attachments, and on the Internet.
This malware, as it is sometimes called, can steal your data, destroy files,
or create network traffic jams. It might display an irritating message to
announce its presence, or it might surreptitiously spread itself to various
files or mail itself out to everyone in your e-mail address book.

After a virus takes up residence in a computer or phone, it is often difficult to
disinfect all your files. Rather than wait for a virus attack, you can take steps
to keep your digital devices virus free.

o
o
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D How can | steer clear of malware? It helps to avoid risky

behaviors, such as downloading pirated software, opening e-mail attach- FIGURE 20

ments from unknown senders, installing random social networking plug-ins,  Popular Antivirus Software
installing non-approved apps, and participating in illegal file sharing.

Antivirus software protects digital devices from malware (Figure 20).
Because fewer viruses target Macs, OS X users who don’t engage in risky
online activities sometimes opt to work without antivirus software.

Windows Defender
Norton AntiVirus
McAfee AntiVirus Plus
Kaspersky Anti-Virus
F-Secure Anti-virus

If you use antivirus software, configure it to run continuously whenever your
computer is on. You should make sure your antivirus software is set to scan
for viruses in incoming files and e-mail messages. At least once a week,
your antivirus software should run a full system check to make sure every | Panda Antivirus

file on your computer is virus free. Trend Micro Antivirus+

As new viruses emerge, your antivirus software needs to update its virus | AVG AntiVirus FREE
definition file. It gets this update as a Web download. If you've selected the Avast! Free Antivirus
auto update option, your computer should automatically receive updates as
they become available.

TRY IT!

Get familiar with your antivirus software 5. Check the date when your computer last
received virus definitions. If it was more
than one week ago, you should make sure
your antivirus software is configured to
receive automatic live updates.

1. Look for antivirus software (refer to
Figure 20 for a list). In Windows 7, click
the Start button, and then select All
Programs. In Windows 8, scroll through
the tiles on the Start screen. On the Mac,
use Finder to access the Applications
folder.

Can’t find any? If you are using your own LE b Broteciad
computer and it doesn’t seem to have anti- :
virus software, you can connect to an antivi-
rus supplier's Web site and download it.

Windows Defender is monitoring your PC and helping to protect it, Blaraptions
2. Open your antivirus software. Each antivi- ® Quick

Update Settings @ Help ~

rus program has unique features. - OFul
() Custom:
3 Explore your antivirus software to find out & i 2
if it offers OpthﬂS to: @ Virus and spyware definitions:  Up to date | e o

e Scan incoming e-mail.

® Run continuously in the background—a Windows Defender is included
feature sometimes called Auto Protect. with Windows 8. You can access it
. . Scan details from the Start screen by typing w.
* Block malicious scripts. Vs scan Today at 522 AM (Cai

4. Check the date of your last full system
scan. If it was more than one week ago, L
you should check the settings that sched- <A )
ule antivirus scans.
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PREVENTING INTRUSIONS

D Is the Internet risky? The Internet offers lots of cool stuff: music,
movies, online shopping and banking, and much more. Most Internet
offerings are legitimate, but some downloads contain viruses, and shady
characters called hackers control programs that lurk about waiting to
infiltrate your digital devices. If a hacker gains access to your phone or
computer, he or she can view your files and steal personal information.

An infiltrated computer can be used as a launching platform for viruses and
network-jamming attacks, or turned into a server for pornography and other
unsavory material. Hackers have even found ways to turn thousands of
infilirated computers into “zombies,” link them together, and carry out coor-
dinated attacks to disrupt online access to Microsoft, Bank of America, and
other Internet businesses.

D How do hackers gain access? Intruders gain access by exploit-
ing security flaws in your device’s operating system, browser, and e-mail
software. Companies such as Microsoft, Apple, and HTC constantly pro-
duce software updates to fix these flaws. As part of your overall security
plan, you should download and install security updates as they become
available.

D Do I need a firewall? Firewall software and Internet security suites,
such as those listed in Figure 21, provide a protective barrier between a
computer and the Internet. If your computer is directly connected to the
Internet, it should have active firewall software. If your computer connects
to a local area network for Internet access, the network should have a
device called a router to block infiltration attempts.

SECTION C

FIGURE 21

Popular Firewall Software and
Internet Security Suites

Emsisoft Online Armor
McAfee Internet Security
ZoneAlarm Free Firewall
Norton Internet Security
Mac OS X Firewall

Agnitum Outpost Firewall
Windows Firewall

Comodo Firewall
Kaspersky Internet Security

Trend Micro Internet
Security

FIGURE 22

When your firewall software
encounters new or unusual
activity, it asks you what to do.

When a firewall is active, it watches for potentially dis- | # Windous Securiy Aler

ruptive incoming data called probes. When a probe is
discovered, your firewall displays a warning and asks
what to do. If the source looks legitimate, you can let it

Windows Firewall has blocked some features of this program on all private networks. If you
unblock this program, it will be unblocked on &l private networks that you connect to, Learn more
sbout the risks of unblocking a program

|

Ed
G Windows Firewall has blocked some features of this program.

through; if not, you should block it (Figure 22).
Mame:

D Where do | get a firewall? Mac OS X and 2 s
Windows include built-in firewalls. Third-party Internet path:
security suites also include firewall modules. Hetark category:

Windows Messenger

Micresoft Corporation

C:\program filesmessenger ymsmsgs. exe
Private network

What s a network category?

[ keepbiockng | [ @unblock |

TRY IT!

Check your Windows computer’s firewall

1. Access the Control Panel and then click the

Windows Firewall link. Preferences.

2. If the Windows firewall is not active, you should check
to see if a third-party firewall is protecting your computer.
To do so in Windows 7, click the Start button, select

All Programs, and then look through the program list
for firewalls such as those in Figure 21. In Windows

8, scroll through the tiles on the Start screen. If you
find a firewall listed, start it and explore to see if it has
been activated.

button.

to activate it.

name and password.

Check your Mac computer’s firewall

1. Click the Apple icon, and then select System

2. Click the Security icon, and then click the Firewall

3. If the firewall is off, click the Start button if you want

4. If the Start button is grayed out, click the lock at the
bottom of the page and then enter an administrator

Firewall On @ |(»

@ Windows Firewall is actively protecting your computer,

% Firewall: On

The firewall is turned on
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SAFE BROWSING

D Are some Web sites dangerous? When you access Web sites,
data is transferred to your device and displayed by your browser. Most of
this data is harmless, but Web-based malware and spyware have the poten-
tial to search your device for passwords and credit card numbers, monitor
your Web-browsing habits for marketing purposes, block your access to
legitimate Web sites, or surreptitiously use your device as a staging area for
illicit activities.

0-25

FIGURE 23

Some pop-up ads contain fake
warnings about viruses, spy-
ware, and intrusion attempts.

D How can | block spyware? The first line of defense is

[S568

to never click pop-up ads—especially those with dire warnings,
such as the ad in Figure 23, about your computer being infected

WARNING! Your computer may be
infected with spyware

o
o
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by a virus or spyware! To close an ad, right-click its button on
the taskbar at the bottom of your screen, and then select the
Close option from the menu that appears.

i your computer has been running slower than usual,
it may be infected with adware or spyware! To scan
your comptuer for such infections, click OK below.

Most browsers can be configured to block spyware and pop-up

ads. Your antivirus software might offer similar options.

D What other steps can | take to browse the

Web safely? Browsers include security features. You should take some
time to become familiar with them. For example, Internet Explorer allows
you to specify how you want it to deal with potentially dangerous ActiveX
components, HTML scripts, spyware, and cookies. If you don’t want to be
bothered by these details, however, Internet Explorer offers several pre-
defined configurations for Medium, Medium-High, and High security. Most
Internet Explorer users set security and privacy options to Medium-High.

Your browser might also offer features such as private browsing, do not
track, and delete browser history that can make your Web experience safer
and more private.

TRY IT!

Check Internet security and privacy options

1. Start your browser and look for its security settings.

Internet Explorer: Click Tools, and then select
Internet Options. Click the Security tab. Normally,

| General | Security | Privacy | Content | Connections | Programs | Advanced |
| |

Select a zone to view or change security settings.

your security setting should be Medium High. Click G!
the Privacy tab. Your privacy setting should be

Medium. If your version of IE offers a Pop-up Blocker,

I

Lecalintranet  Trusted sites

v 9

Restricted
sites

make sure its box contains a check mark so that it is Internet

activated.
restricted zones,

Firefox: Click the Firefox tab or menu, select
Options or Preferences, and then click Content.
Make sure there is a check mark in the box for Block
pop-up windows.

Security level for this zone

Safari: Click Safari on the menu bar. Make sure there it

is a check mark next to Block Pop-Up Windows.

Chrome: Click the Chrome menu icon, select

Settings, and then click Show advanced settings.
Click the Content settings button. Under Pop-ups,
make sure that the Do not allow option is selected.

This zone is for Internet websites,
except those listed in trusted and

Allowed levels for this zone: Medium to High
Medwm-high
- Appropriate for most websites
=3 - Prompts before downloading potentially unsafe

- Unsigned ActiveX controls will not be downloaded

[¥]Enable Protected Mode (requires restarting Internet Explarer)
| Custom level... |

Sites

Default level

Reset all zones to default level

2. Use your browser’s Help to find out if the following
features are available:

Private browsing
Do not track
Delete browser history
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PROTECTING E-COMMERCE TRANSACTIONS

D Is online shopping safe? Online shopping is generally safe. From
time to time, shoppers encounter fake storefronts designed to look like legit-
imate merchants but that are actually set up to steal credit card information.
You can avoid these fakes by making sure you enter correctly spelled URLs
when connecting to your favorite shopping sites.

D How safe is my credit card information when I'm shop-
ping online? Online shopping has about the same level of risk as using
your credit card for a telephone order or giving it to a server when you've
finished eating in a restaurant.

That's not to say that credit cards are risk free. Credit cards are surpris-
ingly vulnerable both online and off. Anyone who handles your card can
copy the card number, jot down the expiration date, and try to make unau-
thorized charges. Thieves can break in to merchant computers that store
order information. Thieves might even pick up your credit card informa-
tion from discarded order forms. Despite these risks, we continue to use
credit cards.

Many people are concerned about their credit card data getting intercepted
as it travels over the Internet. As you wrap up an online purchase and sub-
mit your credit card information, it is transmitted from your computer to the
merchant’s computer. Software called a packet sniffer, designed for legiti-
mately monitoring network traffic, can be used by unscrupulous hackers
to intercept credit card numbers and other data traveling over the Internet.

D How can | keep my credit card number confidential? When
you submit credit card information, make sure the merchant provides a
secure connection for transporting data. Normally, a secure connection is
activated when you're in the final phases of checking out—as you enter your
shipping and credit card information into a form and click a Submit button to
send it.

A secure connection encrypts your data. Even if your credit card number is
intercepted, it cannot be deciphered and used. To make sure you have a
secure connection, look for the lock icon. The Address box should also dis-
play a URL that begins with https:/.

TRY IT!

Identify a secure connection

- ::1'“

1. Start your browser and connect
to the site bookstore.gpo.gov.

2. Select any book and place it in
your online shopping cart.

3. Click the Go to Checkout but-
ton to reach step 1 of the checkout
process.

the address bar at the
san > crapprg cos o | 1OP OF the window, or on
checkout: step 1. sn| the taskbar at the bottom
Please provide the address| Of the browser WIndOW.

fields are required unless nOTET TS UPTOMAT

iate boxes below. All

To change your order, use the "previous” button near the bottom of the page to return to your shopping
carl. DO NOT USE THE BACK BUTTON.

NOTE: This order form is for Domestic orders only. If you are placing an International crder (oulside the

4. At the checkout screen, do you
see any evidence that you’re using
a secure connection?

5. Close your browser so that you ks | Jstrest
don’t complete the transaction. Company: | [ optenst
Street; | |
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AVOIDING E-MAIL SCAMS

D What are e-mail scams? From time to time, you hear about con
artists who have bilked innocent consumers out of their life savings. The
Internet has its share of con artists, too, who run e-mail scams designed
to collect money and confidential information from unsuspecting victims.
E-mail scams are usually distributed in mass mailings called spam.

D What do | need to know about spam? The Internet makes
it easy and cheap to send out millions of e-mail solicitations. In the United
States, the CAN-SPAM Act requires mass-mail messages to be labeled
with a valid subject line. Recipients are supposed to be provided with a way
to opt out of receiving future messages.

Legitimate merchants and organizations comply with the law when sending
product announcements, newsletters, and other messages. Unscrupulous
spammers ignore the law and try to disguise their solicitations as messages
from your friends, chat room participants, or co-workers (Figure 24).

V@ | F | Fram Subject

i-_‘:iWinston Welcome home

| |."\.‘=_ria Robbert Lunch on Wednesday?

] Jackie1l405@aol.com Party

| Datamation IT Update [SPAM] Conference Focuses on IT
£ FlyCharterAir.com [SPAM] Charter Specials

£=] Sonja Crowder Receive your W1lagria
—;MMIEPD—MLYMﬁUGCESSful

4|

D Is spam dangerous? Some mass mailings contain legitimate infor-
mation, including daily or weekly newsletters to which you’ve subscribed.
Many mass mailings, however, advertise illegal products. Others are out-
right scams to get you to download a virus, divulge your bank account
numbers, or send in money for products you'll never receive.

Beware of e-mail containing offers that seem just too good to be true.
Messages about winning the sweepstakes or pleas for help to transfer
money out of Nigeria (Figure 25) are scams to raid your bank account.

@ O O || YOUR DIPLOMAT HAS ARRIVE AT JACKSONVILLE INTERNATIONAL AIRPORT FLORIDA CALL HIM NOW (dip.raye... O
D SRR & 2

Dot Motk ey el Al forrd i _To0
@ Mail thinks this message is Junk Mail.

@ Cosgimages ) otz )

From: Dr Sanusi Lamido Sanusi <Jjones11joa@aol.com>
Subject: YOUR DIPLOMAT HAS ARRIVE AT JACKSONVILLE INTERNATIONAL AIRPORT
FLORIDA CALL HIM NOW (dip.radward @yahoo.com or 900-900-8492)
Date: January 21, 9:36:10 AM EST
To: undisclosed-recipients:;
Reply-To: docsanusi339@rediffmail.com

This is to notify you that your funds $2.2M has been programmed for immediate
release into your nominated account but we can not transfer this funds direct to your
nominated bank account, because we are having a little problem with International
Monetary Fund (IMF) so our method of payment is by Diplomatic Courier

Service. Contact him now for the release of your fund through

(dip.radward@yahoo.com) or call (900-900-8492).

CONGRATULATIONS.

DR SANUSI LAMIDO SANUSI,
EXECUTIVE GOVERNOR,
CENTRAL BANK OF NIGERIA
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FIGURE 24

Some e-mail systems use spam
filters to flag suspected spam
by adding [SPAM] to the sub-
ject line. Spam filters are not
perfect, however. Some spam
is not flagged and occasionally
legitimate mail is mistaken for
spam.

FIGURE 25

Many variations of this African
money-transfer fraud—complete
with deliberate grammatical
errors—have circulated on the
Internet for years. Victims who
respond to these preposterous
e-mails have found their bank
accounts raided, their credit
ratings destroyed, and their
reputations ruined. According to
the FBI, some victims have even
been kidnapped!
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P What's phishing? Phishing (pronounced “fishing”) is a scam that
arrives in your e-mailbox looking like official correspondence from a major
company, such as Microsoft, PayPal, eBay, UPS, Yahoo!, or AOL. The
e-mail message is actually from an illegitimate source and is designed to
trick you into divulging confidential information or downloading a virus.

Links in the e-mail message often lead to a Web site that looks official,
where you are asked to enter confidential information such as your credit
card number, Social Security number, or bank account number.

The following are examples of phishing scams you should be aware of:

D A message from Microsoft with an attachment that supposedly contains
a security update for Microsoft Windows. Downloading the attachment
infects your computer with a virus.

D A message that appears to come from PayPal, complete with official-
looking logos, that alerts you to a problem with your account. When you
click the Billing Center link and enter your account information, it is trans-
mitted to a hacker’s computer.

D A message from UPS or the postal service informing you that a package
cannot be delivered until you click a link to print or download a mailing
label. Clicking the link installs malware on your computer.

D How do | avoid e-mail scams? If your e-mail software provides
spam filters, you can use them to block some unsolicited mail from your
e-mailbox. Spam filters are far from perfect, however, so don’t assume
everything that gets through is legitimate. Use your judgment before open-
ing any e-mail message or attachment.

Never reply to a message that you suspect to be fraudulent. If you have a
question about its legitimacy, check whether it’'s on a list of known scams.
Never click a link provided in an e-mail message to manage any account
information. Instead, use your browser to go directly to the company’s Web
site and access your account as usual. Microsoft never sends updates as
attachments. To obtain Microsoft updates, go to the Control Panel and click
the Windows Update option.

TRY IT!

Arm yourself against e-mail scams

1. Start your browser and connect to the site GO"- nge

www.millersmiles.co.uk. Browse through the list of

recent phishing attacks. Gmail -

2. Open your e-mail software and find out if it includes

spam filters. You can usually find this information by click- COMPD SE

ing Help on the menu bar and then typing spam filter in

the search box. Inbox {36)
Starred

3. Explore how your e-mail software handles messages

that might be spam. Can you create customized spam ::r:nh;;?;tani
filters, or does your software have automatic filtering? i

Sent Mail
4. Spam filters sometimes catch legitimate mail and Drafts (3)
group it with junk mail. Check your Trash, Spam, or All Mail
Junk folder. Does it contain any legitimate messages Spam (4)
that were automatically labeled as spam and blocked Trash
from your Inbox?

+ Circles
More -
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PROTECTING YOUR PRIVACY

» How much information about me has been collected
online? Information about you is stored in many places and has the
potential to be consolidated by government agencies, private businesses,
and criminals. Some databases are legitimate—those maintained by credit
bureaus and medical insurance companies, for example. By law, you have
the right to ask for a copy of these records and correct any errors you find.
Many other databases, such as those maintained at e-commerce sites and
those illegally acquired by hackers, are not accessible, and you have no
way of checking the data they contain.

D What's the problem with having my personal informa-
tion in a few databases? The problem is that many companies
share their databases with third parties. Your personal data might start in a
single legitimate database, but that data can be sold to a continuous chain
of third parties who use it to generate mass mailings that clog up your Inbox
with marketing ploys, unwanted newsletters, and promotions for useless
products.

D Can | control who collects information about me? To some
extent, you can limit your exposure to future data collection by supply-
ing personal data only when absolutely necessary. When filling out online
forms, consider whether you want to or need to provide your real name and
address. Avoid providing merchants with your e-mail address even if you're
promised a $5 coupon or preferred customer status. A small reward might
not be worth the aggravation of an Inbox brimming with spam and e-mail
scams. You should also be careful when using public computers (Figure 26).

D Can | opt out? Some mass e-mailings give you a chance to opt out
so that you don’t receive future messages. Opting out is a controversial
practice. On mailings from reputable businesses, clicking an opt-out link
might very well discontinue unwanted e-mail messages. However, opting
out does not necessarily remove your name from the database, which could
be sold to a third party that disregards your opt-out request.

Scammers use opt-out links to look for “live” targets, perhaps in a database
that contains lots of fake or outdated e-mail addresses. By clicking one
of these opt-out links, you’ve played right into the hands of unscrupulous
hackers—this action lets them know that your e-mail address is valid.

Most experts recommend that you never use opt-out links, but instead go
to the sender’s Web site and try to opt out from there. If you are tempted to
use an opt-out link directly from an e-mail message, carefully examine the
link’'s URL to make sure you’ll connect to a legitimate Web site.

TRY IT!

Check your privacy

1. Start your browser and go googling by connecting to www.google.com.
Enter your name in the Search box. What turns up?

2. Connect to www.peoplefinders.com. Enter your name and state of resi-
dence. Click the Search button. Notice all the information that’s offered.

3. Connect to www.ciadata.com and scroll down the page to view the kind
of information anyone can obtain about you for less than $100.

4. Read about your rights to view credit reports at the Federal Trade
Commission site:
www.ftc.gov/bcp/menus/consumer/credit/rights.shtm

0-29

FIGURE 26

Using public computers poses
security risks from people look-
ing over your shoulder, spyware
that collects your keystrokes,
and the footprint you leave
behind in cookies and tempo-
rary Internet pages.

To minimize risks when
using public computers:

Be sure to log out from all
sites and close all browser
windows before quitting.

Delete cookies and browser
history.

Avoid using public
computers for financial
transactions such as filing
your taxes.

Reboot the computer
before you quit.

If you're using your own
portable apps from a
USB drive, make sure
your computer is running
antivirus software.

AP Photo/Darren Hauck
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SAFE SOCIAL NETWORKING

D What's the risk at sites like Twitter, Facebook, and
LinkedIn? A prolific Twitter user with 650 followers had a nasty surprise
one morning. She discovered that private messages she’d sent to specific
friends were showing up on her public feed for everyone to see. Although
this is an extreme example of how things can go wrong on social network-
ing sites, embarrassing incidents are all too frequent.

The more information you reveal at social networking sites, the more you
increase your susceptibility to identity theft, stalking, and other embarrass-
ing moments, such as when a prospective employer happens to see those
not-so-flattering photos of you on your spring break.

D How do | stay safe and keep my stuff private when
using social networking sites? The first rule of social network-
ing safety is never share your Social Security number, phone number, or
home address. Unfortunately, everyone has access to Web-based tools for
finding addresses and phone numbers, so withholding that information pro-
vides only a thin security blanket.

Most social networking sites depend on references and friends-of-friends
links to establish a trusted circle of contacts. Trusted is the key word here.
When using social networking sites, make sure you understand what
information is being shared with friends, what information is available to
strangers on the site, and what data is available publicly to search engines.

Be careful about revealing personal information at social networking sites,
blogs, chat rooms, and Twitter. Many online participants are not who they
appear to be. Some people are just having fun with fantasy identities, but
others are trying to con people by telling hard luck stories and fakingill-
nesses. Resist the temptation to meet face to face with people you've met
online without taking precautions, such as taking along a group of friends.

D And what about the site itself? Social networking sites, like any
online business, are always looking for ways to make a profit. Every partici-
pant is a valuable commodity in a database that can be used for marketing
and research. Before you become a member, read the site’s privacy policy
to see how your personal data could be used. Remember, however, that pri-
vacy policies can change, especially if a site goes out of business and sells
its assets.

You should also find out if you can remove your data from a site. Although
most sites allow you to deactivate your information, some sites never actu-
ally remove your personal information from their databases, leaving it open
to misuse in the future.

TRY IT!

Check your social networking sites
1. Log in to any social networking site you use.

2. Locate the site’s privacy policy and read it. Are you comfortable with the
ways in which the site protects your personal information?

3. If you are not familiar with the site’s options for designating who can view
your personal data, find out how you can limit its public exposure.

4. Find out if you can delete your data from the site.
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ONLINE PRIVACY AND SAFETY GUIDELINES

0-31

D What should | do? Online safety and online privacy are important
aspects of computer use today. The average consumer must remain con-
stantly vigilant to detect if his or her personal data has been misused or has

fallen into the wrong hands.

Cyberthreats are becoming more troubling. Who would imagine that the
webcam at the top of your laptop computer screen could be remotely con-
trolled by hackers to capture video of you without your knowledge?

If you recognize that anything on the Web or in e-mail messages is not nec-  FIGURE 27
essarily private, you've got the right outlook. You can use the guidelines in  Online Privacy and Safety
Figure 27 to keep track of your personal data and stay safe online. Guidelines

D Use a password to protect your data in case your
computer is stolen.

D Don’t leave your digital devices unattended in
public places.

D Run antivirus software and keep it updated.

D Install software service packs and security patches

as they become available, but make sure they are
legitimate.

D Install and activate firewall software, especially if
your computer is directly connected to the Internet
by an ISDN, DSL, satellite, or cable connection.

D Do not publish or post personal information, such
as your physical address, passwords, Social
Security number, phone number, or account
numbers, on your Web site, in your online resume,
in your blog, or in other online documents.

D Be wary of contacts you make in public chat rooms
and social networking sites.

D Don’t click pop-up ads.

D Install and activate antispyware and ad-blocking
software.

D Do not reply to spam.
D Ignore e-mail offers that seem too good to be true.

D Establish a throw-away e-mail account and use it
when you have to provide your e-mail address to
marketers and other entities whom you don’t want
to regularly correspond with.

D Make sure you control who has access to the data
you post at social networking sites.

D Do not submit data to a social networking site until
you’ve read its privacy policy and have made sure
that you can remove your data when you no longer
want to participate.

D Avoid using opt-out links in mass mailings unless
you are certain the sender is legitimate.

D When using public computers, avoid financial
transactions if possible. Make sure you log out
from password-protected sites. Delete cookies and
Internet history. Reboot the computer at the end of
your session.

D Regard e-mail messages as postcards that can be
read by anyone, so be careful what you write!

D Cover the webcam on your computer with a sticky
note when it is not in use.

D Use the private browsing feature offered by your
browser when you don’t want to store a record of
sites you’ve visited.

D Activate your browser’s Do Not Track feature if you
don’t want Web sites to collect information about
your visit.

QuickCheck

1. Internet security suites usually include antivirus
and antispyware tools. True or false? I:]

2. ’ \ software can block intru-

sion attempts such as hacker probes.

3. Most Web browsers include settings for blocking

pop-up ads. True or false? I:]
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SECTION C

4. E-mail scams are usually distributed in mass

mailings called ’

5. Using opt-out links is the most secure and
dependable way to reduce the amount of spam

you receive. True or false? I:]

° CHECK ANSWERS
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NP2014 Online CourseMate

THE INTERNET offers access to information that's useful to just
about everyone, and New Perspectives students are no exception. When
you purchase access to the New Perspectives 2014 Online CourseMate,
you'll find targeted learning materials to help you understand key concepts
and prepare for exams.

COURSEMATE RESOURCES

D What's on CourseMate? The New Perspectives 2014 CourseMate
includes a digital version of your textbook loaded with videos, software
tours, and activities. The CourseMate menu includes even more goodies
such as quizzes, games, and audio files that you can download to your iPod
or other portable device. Figure 28 highlights the features you'll find on the
NP2014 CourseMate.

FIGURE 28
NP2014 CourseMate Features
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Book-Level Resources

eBook TechTerm Flashcards Quizzes

The NP2014 interactive, multimedia
eBook gives you access to your
textbook from any computer con-
nected to the Internet.

Detailed Objectives

Access an expanded version of
the Learning Objectives that are
included at the beginning of each
chapter.

Pre-Quiz

Before starting a chapter, take the
pre-quiz to find out how to best
focus your study time.
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Make sure you understand all of
the technical terms presented in
the chapter.

Audio Overview

Listen to a five-minute audio presen-
tation of chapter highlights on your
computer or download the files to
your MP3 player to study on the go.

Audio Flashcards
Interact with downloadable audio
flashcards to review key terms.

Projects
Get ideas for term papers, group
projects, and assignments.

Check your understanding and ability
to apply concepts.

Student Edition Labs
Get hands-on practice with key top-
ics presented in a chapter.

Games

Have some fun while refreshing
your memory about key concepts
that might appear on the exam.

Glossary
Get a quick overview of all the key
terms presented in each chapter.
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COURSEMATE ACCESS
» How do | access the NP2014 CourseMate? CourseMate is  FIGURE 29

hosted on the CengageBrain Web site, www.cengagebrain.com. The first  open your browser to connect
time you connect to CengageBrain, sign up for an account. When you {5 cengageBrain.

have completed the short registration process, you can search for materi-

als by logging in (Figure 29).

First-time users can
click this link to set up a
| CengageBrain account.
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] [SerhMscsmith@gmai.con| i
bra in ‘ Enter ISBN, Title or Author. ISBN search recommended. et e St B CengageBrain account,
= COM sasamaas] *] Logi you can enter your user
SelINE b RememberMe Fomot Passwod? name and password to
access course materials.

Web site © Cengage Learning

D How do | add NP2014 to my dashboard? After you've
logged in to CengageBrain, enter the ISBN for your book. If you have an
access code, enter it, too.

There are several digital and print options for the NP2014 textbook, as

well as bundles that include both print and digital versions. Make your

selection carefully. Complete the purchase process, as necessary, and

the NP2014 CourseMate will appear on your CengageBrain dashboard

(Figure 30).

FIGURE 30

x
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S
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Get started with CourseMate
1. Start your browser and connect to www.cengagebrain.com.

2. If you are accessing CengageBrain for the first time, click the Sign Up link and follow the instructions to cre-
ate your account.

3. Once you've created a CengageBrain account, you can log in by entering your user name and password,
and then clicking the Log In button.

4. Add the NP2014 title that’s used in your course. Choose carefully to make sure you get the correct edition,
version, and electronic format.

5. Open the NP2014 CourseMate.
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COURSEMATE ACTIVITIES

D How do | use CourseMate? The NP2014 CourseMate includes
two major assets: an interactive, multimedia textbook and a set of activities
designed to help you review chapter material, prepare for tests, and extend
your understanding of various topics. Let’s take a look at the activities
first because you might want to use some of them even before you begin
reading a chapter.

CourseMate activities are displayed in a list on the left side of the screen, as
shown in Figure 31.

— = FIGURE 31
. Libew Perspectivarimton) & - | CourseMate offers activities
you can use before and after
s L g reading a chapter.

[E] Chapter eBook
@ Pre-Quiz

© Audio Overview
=7 Fuasheards

71 OulckCheck Quiz
71 Summary Quiz

7 Situation Ouiz Activities for the chapter
Y iyl ik are listed here.

@ Leaming Objectives
Az Glossary

&, Projects

# Gomes

Book-Level Resources.

<A )

D Where do | start? Consider the following tips for using CourseMate TROUBLE?

activities as an effective study tool:
If your computer has trouble

D Before beginning a chapter, try the Pre-Quiz activity to find out where to properly displaying CourseMate

focus your study time. or your online eBook, try using a
D The Audio Overview presents a high-level introduction to chapter high- different browser.

lights. Use it as an orientation or as a quick refresher before an exam. Google Chrome seems to be
D If you like a challenge, use the online games as a review activity; you'll the browser that offers the most

get high scores if you understand the chapter material. consistent browsing experience

for PCs and Macs. You can
download Chrome for free from
www.google.com/chrome.

D Quizzes are a great way to make sure that you understand and can apply
key concepts presented in a chapter.

D For last-minute review, load up your iPod with the Audio Flashcards. You
can listen to them for a quick refresher on your way to the test!

D Can | submit scores from CourseMate activities to my
instructor? Your results from various CourseMate activities are automati-
cally recorded for your instructor using the Engagement Tracker.

TRY IT!

Explore CourseMate
1. Select Chapter 1 and then try some CourseMate activities.

2. Be sure to check out the Audio Overview, Flashcards, and Games.
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ONLINE INTERACTIVE EBOOK

D What is the NP2014 interactive eBook? The digital version of
NP2014 uses an advanced eBook technology that’s chock full of activities
designed to help readers focus on important concepts and remember them
when it is time to take a test.

Each page of the eBook looks exactly like the printed book, so students
and instructors are literally all on the same page for assignments and
discussions.

D How do | access the NP2014 interactive eBook? You can
access the eBook from the list on the left side of the CourseMate screen.
Select the Chapter eBook option. The NP2014 eBook opens in a new tab
or new browser window, depending on how your browser is configured
(Figure 32).
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FIGURE 32

€ (§=:'fi|9 it /o yourcoursetetbook com/pub/ 0~ B ¢ | %L Remain aware of the win-
dows and tabs that hold the
CourseMate and eBook so that
you don’t mistakenly close one
or the other during a session.

CengageBrain screen CourseMate screen eBook screen

» How do I navigate through the interactive eBook? You
can turn pages using the arrows at the top and bottom of each page. Use
the Contents link at the top of each page to jump to the first page of the
chapter. Use the links on the first page to jump to any section of a chapter or
to end-of-chapter activities.

» How do | work with videos and sofitware tours? You can
click the ° Video button to open a video window or software tour. Then
use the control buttons to play, pause, or stop playback (Figure 33).

FIGURE 33
! FIGURE 1-47
L ;' oy gs' Password managers help you Most videos play within the
e i i T« k of all ds.
in e unts ol pestwon s page, whereas software tours
°Il’ you've never used a pass-
I'. word manager and want to see pIay ina Separate window.
b ks, hi ided
ibdlodonil bl Lloe Look for the playback controls
a Hotma | tour for this figure in your inter- . .
s i | active eBook. on the left side of the video or
T | software tour window.
o stisainin Lol 5] |
I
Voo e hgreaed 1 I
[ sine |

o mone o b mint?

e et 11w v

- Video controls
,rb Yu Tl ) | <« start, pause, and
— — stop playback.
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D Are my eBook activities tracked? Quizzes and Practice tests
in the NP2014 eBook are computer scored. You have the option of saving
your results and sending them to your instructor.

The first time you start a quiz or practice test, you'll see a message box
like the one in Figure 34. If you want to send your scores, fill in the box. If
you do not want to send your scores, click the Do not track results for this
session check box.

" New Perspectives or Comr, FIGURE 34
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Data Fields *
First name:
Last name: | |
Student ID/E-mail: | |
Section: | |
Instructor WebTrack ID: |
Track Status:

Put a check mark in this
box if you do not want
your scores tracked.

1. To access the NP2014 CourseMate, you need 4. The Audio| | is a five-minute
a user name and password. True or false? audio presentation of chapter highlights.
I:I 5. The interactive eBook opens in a new

2. The| |Tracker automatically | | or window of your
records your scores for quiz activities listed on browser.

the CourseMate main screen.

3. Audio Flashcards can be loaded on an iPod.
| o CHECK ANSWERS

True or false? |
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Interactive eBook CD

IF YOU CAN'T DEPEND ON your Internet connection, you

might consider the interactive, digital version of your textbook that is avail-
able on CD. This section describes its features.

n

Orientatio

EBOOK CD BASICS

» How do I start the eBook CD? To start the eBook CD on any YIS el L)

Windows computer, follow the instructions in the TRY IT! box below.
Additional FAQs about the

eBook CD are posted at www.
infoweblinks.com under the
Technical Support link. You’ll
find information on topics such
If your Mac runs only OS X, you can still access the digital textbook by as what to do if the CD doesn’t
performing a simple conversion process. For instructions on how to convert start, and how to use the eBook
the eBook CD for your Mac, connect to www.infoweblinks.com/np2014 and CD in a computer without a CD
look for the MacPac link. drive.

D What if | have a Mac? If you have a Mac that runs Parallels or Boot
Camp, that means you have access to the Windows operating system on
your Mac. Boot up your Mac in Windows mode and then use the eBook CD
just as you would on a Windows computer.

D What if my computer has no CD drive? You can use an exter-
nal CD drive or install the eBook CD on a local drive. Refer to the NP2014
technical support link at www.infoweblinks.com/np2014.

TRY IT!

Start the eBook CD 5. To disable tracking for now, make sure the box next to Save
Tracking data is empty. If the box contains a check mark, click the

1. Insert the eBook CD into your com- .
box to empty it.

puter’s CD or DVD drive, label side up.

2. Wait a few seconds until the eBook 6. Click the OK button to close the Tracking Options dialog box.

CD has loaded.

3. When the main Computer Concepts Tl Contwes Wyt s
screen appears, proceed to step 4. ot
A

e |f an Autoplay box appears, select

!
Run eBook CD.exe. — CompUter
¢ |f the CD does not start automati- g:étfgi;githen Cepts 201 4

cally, click the Start button, click Tracking Options.
Computer, and then double-click the
CD or DVD drive icon.

Parsons | Oja

The eBook CD allows you to save
your scores for QuickChecks, practice
tests, and other activities. But for this
session, you do not need to track this
data.

Make sure this box
in the tracking win-
dow is empty.

["]1Save Tracking data

No Tracking file selected. Results will not be saved.

4. Click the File menu, and then select
Change Tracking Options.

0-37
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0-38 SECTION E

D How do I navigate through the book? The eBook CD menu  JEr= VI NeI 2 o s i

and toolbar near the top of the screen contain tools you can use for naviga- .

tion. The Next and Back buttons turn one page at a time. To get to the first "¢ ©Book CD requires Adobe

page of any chapter, you can select it from the Contents menu. Flash Player for displaying labs.
The Flash Player is installed on

most computers. If the eBook
CD cannot find your Flash
Player when it starts, you’ll be
» What are the other menu and navigation options? The directed to go online to down-
menu bar includes a Web Links menu that opens your browser and con- load and install it.

nects to InfoWebLinks. The menu bar also includes a Help menu where you

can access instructions and troubleshooting FAQs. The Glossary button

provides access to definitions for key terms. An Annotation button appears

when your instructor has posted comments or lecture notes. If your instruc-

tor has not posted annotations, the button will not appear.

The eBook CD pages mirror the pages in the printed book. So if you want to
take the QuickCheck that’s on page 21 of your printed textbook, for example,
you can use the Go to Page option on the toolbar to jump right to it.

D How do | exit the eBook CD? When you have completed a ses-
sion and want to close the eBook CD, you can click the button in the FIGURE 35

upper-right corner of the title bar (Windows). On Mac OS X, you can click Key Features of the eBook CD
NP2014 eBook CD on the menu bar and select Quit. Figure 35 helps you Menu Bar and Toolbar

locate the Close button and eBook CD navigation tools.

The Back but-
ton displays the
previous page.

The Next but-
ton displays
the next page.

The Contents menu takes
— you to the first page of any
- chapter you select.

I File Contents WebLinks Help

The Glossary but- Toj

jump to a spe- The Close
ton helps you look COI I Ipu‘h cific page, enter the button closes
up key terms. page number in the the eBook CD

. . box, and then click on Windows
|‘ n I | |+n I R‘ the €3 button. computers.

TRY IT!

Open a chapter and navigate the eBook CD

1. Click Contents on the menu bar. The
Contents menu appears.

2. Click Chapter 2. NENETS

3. When Chapter 2 appears, click the Next Computer

button twice until you see page 56. Hal Use the scroll bar to
4. Click the Back button twice to go back to scroll down the page.
Chapter Contents

the first page of Chapter 2. Ui DEssGives

\ 4

Learming Dtiecsves Crckpoinis on sage 117,

5. Click the white box on the right side of Go to
Page. Type 89, and then click the Go to Page
© button.

6. Click the @ Go to Page button. Now you

Wit am e oyt of  Iiskcal parae g
st apalr
e

i 11 0 g

The ° icons indi- t

¢ cate clickable links to !
should be back at the first page of Chapter 2. ‘| sections, labs, and other fe
activities on the CD. -

7. Scroll down the page until you can see the
Chapter Contents listing. As shown at right,
you can use this list to quickly jump to Sections
A, B, C, D, or E; Issues; Technology in Context;
NP Labs; and Review Activities.

12 Aow 1Kt i1 etier than st geaniers?
T3 VWTIALS T Dt iy f 26k shevices 30 8 Stmpuner

8. Click ° Section D to jump to Section D.

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



ORIENTATION

MULTIMEDIA AND COMPUTER-SCORED ACTIVITIES

D What kinds of multimedia are included in the eBook
CD? Figures in your book marked with the Oicon morph into multimedia
tours, animations, and videos. A tour takes you on a guided software tour—
even if you don’t have the software installed on your computer! Animations
and videos visually expand on the concepts presented in the text.

D How do I access software tours and other multimedia?
To access multimedia elements, simply click the © icon while using the
eBook CD.

D Which activities are computer scored? Figure 36 lists the
eBook CD activities that are computer scored. You can use these activities
to gauge how well you remember and understand the material you read in
the textbook.

Suppose you're reading Chapter 2. Work with the TRY IT! below to see how
multimedia and computer-scored activities work.

TRY IT!

0-39

FIGURE 36

eBook CD Computer-scored
Activities

Interactive Summary

Interactive Situation
Questions

Interactive Practice Tests
Concept Map
QuickChecks

Lab QuickChecks

Explore multimedia and computer-scored
activities

COMPETER AR DWARE

1. Use the Go to Page control to jump to page

79 some of the data on the disk {Figure 2-27)

2. On page 79, Figure 2-27 contains an o
icon. Click any line of the figure caption to
launch the video.

3. When you want to stop the video, click any
blank area of the eBook CD page. To restart

the video, click the ° icon again.

19

The tead-wie heads in & hard dsk hover 3 micoscopls distance above
e disk surface. If 3 read-wrile hesd rurs inlo 3 dus! panice or some other
contaminant on he disk, it might cawse 2 head crash, which damages

FiouRE 337
Hand deek platiars and mead-
write: esads are seaied inside
e divve case of earicge 1o
sereen nut dust and afher con-
tmerinants. () The video tor i
Nigure in your ineermctive eHook
‘shows horw a b drtve works.
] el BAGpeTS Wi @ P
ik crushes

4. Now, try a computer-scored QuickCheck.
Use the Go to Page control to get to page 87
and scroll down the page until you can see the
entire set of QuickCheck questions.

5. Click the answer box for question 1, and then
type your answer. Most answers are a single
word. Upper- and lowercase have no effect on

the correctness of your answer.

6. Press the Tab key to jump to question 2, and
then type your answer. Don’t worry if you don’t

QuickChecI( SECTION C

1. Access is typically fa

for random-access devices than for sequen

o
o
+

@©
+

=

Q
=
O

Correct
== ?

access devices.

know the answer; you haven’t actually read
Chapter 2 yet. Just make a guess for now. 2. A magnetic storage device uses a re @ Vautamonerd i petioron=cty: | o
head fo magnetize parti
that represent data.
3. Ahard disk drive that is rated at a speed of 7
will give you faster acce
fo your data than a drive rated at
the acronym.)

7. When you have answered all the questions,
click the €) CHECK ANSWERS icon. The com-
puter indicates whether your answer is correct
or incorrect.

Click the OK button to | €@ cxecx answeas
check each answer.

8. Continue to click OK to check the rest of your
answers.

9. When you’ve reviewed all your answers, the
computer presents a score summary. Click OK
to close the dialog box.
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0-40 SECTION E

NEW PERSPECTIVES LABS

D What about labs? Your eBook CD includes New Perspectives Labs
that give you hands-on experience applying concepts and using software
discussed in each chapter. Labs in the eBook CD are divided into topics,
and each topic ends with a QuickCheck so that you can make sure you
understand key concepts.

In addition to lab QuickChecks, each New Perspectives Lab also includes a
set of assignments located on the Lab page of each chapter. Your instructor
might require you to complete these assignments. You can submit them on
paper, as an e-mail message, or as a document in your Blackboard drop
box according to your instructor’s directions.

D How do I launch a lab? First, navigate to the lab page using the
New Perspectives Labs option from the Chapter Contents list, or type in the
corresponding page number from the printed book. Click the lab’s Oicon
to start it, as explained in the TRY IT! below.

TRY IT!

6. After page 8, you will encounter the first
QuickCheck question. Click the correct answer, and
then click the Check Answer button. After you find
out if your answer was correct, click the @ button
to continue to the next question. Complete all the
QuickCheck questions for Topic 1.

Open a lab

1. Click Contents on the eBook CD menu bar and
select Chapter 1.

2. Scroll down to the Chapter Contents list and click

° New Perspectives Labs.
7. For this TRY IT!, you don’t have to complete the
entire lab. When you are ready to quit, click the E]
button.

8. Click the E button again. Your Lab QuickCheck
results are displayed.

9. Click the OK button to return to the eBook CD.

3. When the New Perspectives Labs page
appears, click ° OPERATING A PERSONAL
COMPUTER.

4. The lab window opens. Click the & button to view
objectives for Topic 1.

5. Click the [Z3 button again to view page 1 of the lab.
Read the information on the page, and then continue
through the lab, making sure to follow any numbered
instructions.

file Contents Weblinky Help

Lo Sames bl

You can select a screen
saver and you can specify

New Perspectives Labs
S e RN g S e when it should appear.

To select a Screen saver:
° WORKING WITH BINARY NUMBERS
IN THIS LAB YOU'LL LEARN:

* The difforence betseen e binary mumber sysiam
it tha decimal sumbes sysiam

© OFERATING A PERSOMAL COMPUTER

1N THIS LAB YOU'LL LEARN:
f» I 3431t & Windows compuer
|

Az Right click anvwhere an
the Windows deskiop.

hat f0 do whan & compulat i In sinep mode

- T— i o e inaey 21 Clickthe Properties
Click to start | sceensmer * Haw 1o coayert detimal mumbars ot bty option,
the lab. b Ene g:m hgicnbiosul T -l SRR e .
— it e S e s 31 Clickthe Screen Saver
® The differance berwean loeward and Bechward © :::n:‘"“ . ired . Sraical o oy conyan tak. Use the lab naVigatiOn

sartn
® How 1o wark with powars of bws

buttons for previous page,
LAB ASSIGNMENTS

® How o skt sad sl 8 progiom

® jigw o cinse & program ihat is pol respanding

AN s ks s i il Sinrt the wikeracive part of e nb. Make surm

next page, and exit.

® How 1o shut dewn Windows
LAB ASSIGHMENTS

1. Starl the imteracive part of the lad. Make sure
you've snatiled Tracking i you want to saws
your QuickChack resuse. Pertaim aach b sleg
i dirwcted, wed unawer o8 he isb DuickChach
Guestons. Whan you axd the b, your anvwers
are autamatcally graded And yOur e ae
displayou

you've enabled Tracking # you want o saye

YOUI DukCheck mauits. Pastorm each) inb wap
an dencted, and answer sl ihe W OuckChack
fuationg. Wian yo aet Shi lab, year answers
are sutomaticaly groded and your resulls are
displayed.

Using papar and pench. manualy conver the
oliswing decimal numbers inke Bnary mumben
Your instruttor might ash you to show the process.
thal you used for sach converson

Page 13
TOPIC 2

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).

Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



ORIENTATION 0-41

TRACKING YOUR SCORES

D Can | save scores from QuickChecks, labs, and other
activities? To save your scores, you have to create a Tracking file. The
file can be located on a rewritable CD, your computer’s hard disk, a USB
flash drive, or a network drive where you have permission to store files.

D How do | make a Tracking file? The Tracking Options dialog
box lets you create a Tracking file and designate where you want to store it.
Work with the TRY IT! below to create a Tracking file.

Create a Tracking file

=
2
o+
@©
o+
=
()
=
O

1. Make sure your eBook CD
is open.

2. Click File on the eBook
CD menu bar, and then click
Change Tracking Options.

First name: Sam

Enter the information
requested. In this box,

Student ID: 123436780 <€ enter a unique identi-
\ fication, such as your
Class Section: csc101A student ID number.

[ Continue

Last name: Jones

3. When the Tracking Options
dialog box appears, click the
Create button.

4. When the Create Tracking
File dialog box appears,
enter the requested data (see

illystration_at right), and then Savein: | [ Documents v| 01 m-
click Continue. The Save As A

(Windows) or Save (Mac) dia- 455 Name Tune

log box appears. L family1 If you want your Tracking file located

Recent places |1 Visual Prolog Proje somewhere other than the Documents
i Visual Prﬁ!og Exard folder, click this button and then select
a device and folder. Write down the

5. Use the dialog box to specify
the location and name for your [

Tracking file. (See the illustra- Desktop t ::;?:F“E location so you don’t forget it!

tion at right for Windows or the B Rowieg File folder

illustration below for Macs.) Ji Wolf Research File folder

6. After selecting a name and

location for your Tracking file, m Enter a name for your

click the Save button. Tracking file. Your Click Save
instructor might supply to create

7. Back at the Tracking Options guidelines for this step. the file.

dialog box, make sure there

is a check mark in the box <

labeled Save Tracking data,

and then click the OK button.
Now your Tracking file is ready Saveastye: | Tracking s ("tk3)
to receive your scores.

File name: |tracking- 123456789 k3

[ On a Mac, you can |

" specify the name of
your tracking file here.

Click this button to spec-
Save As: E

ify the location for your
Tracking file. On Macs,
Where: [ Documents H the Documents folder is

a good location.

= Click Save to
( Cancel ) m"' create the file.

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



0-42 SECTION E

D How do | get scores into my Tracking file? Whenever the
Save Tracking data box is checked, all scored activities are automatically
saved in your Tracking file. In the previous TRY IT!, you activated tracking;
so until you go back into Tracking Options and remove the check mark from
Save Tracking data, your scores will be saved.

D What happens if | do an activity twice? While tracking is
active, all your scores are saved. If you do an activity twice, both scores
are saved. Your scores are dated, so you and your instructor can determine
which scores are the most recent.

D Can | review my scores? You can see all your scores in a Tracking
Report.

D Can | delete or change my scores? No. Your Tracking data is
encrypted and cannot be changed.

Work with the TRY IT! below to see how easy it is to save scores and view
your Tracking Report.

TRY IT!

Complete a Practice Test

Thursday, February 13 9:11:13 AM
To start tracking your scores, you can com-
plete a Practice Test. New Perspectives on Computer Concepts
1. Click the Practice Test button located on Wame Sarm Tones
the eBook CD toolbar. Smudent TD: 123456789

. . i Class Section: CEC 1014

2. The first question of a ten-question Tracking fle: Docurmentsitracking. 123456759 t3
Practice Test appears. Answer the question,
and then click the Next button.

Correct: g
3. Answer the remaining questions, and then | Feints Possible 10
click the Check Answers button. Seore: 80.00%
4. When you see your score summary, click % [Question Your Answer Scored As [Review Page
the OK button. You can then step through The COVErsion process
each of your answers or view a study guide. allows photos, sounds, and other media to

travel over the Internet as ASUCTI text e-mail

5. Click the Study Guide button. A browser 1 |attachments MIME Correct 34
window opens to display each Practice Test 2 |AURL newer contains atn) B Correct (26
question, your answers, and the correspond- Tpersonalcomputer systems typically include
ing page numbers in your textbook. the following devices EXCEPT

3 . A Incorrect |10
6. Close the Study Guide by clicking the Personal computers are avalable as ‘ ‘ ‘
button on your browser window (Windows), desktop computers, tablet computers, or
or by clicking the browser name in the Mac

menu bar and then selecting Quit (Mac). Sy, vt 24 T:16:33
- x PM

7. Click the Close button on the Practice Test
window to close it and save your scores.

Tracking Report

New Perspectives on Computer Concepts

View the contents of your Tracking file

1. Click File on the eBook CD menu bar.

. . . Name: Sam Jones
2. Click View Tracking Report. Your com-
. Student ID: 123456789
puter opens your browser and displays a _
Class Section: CS5C 101A

summary score fgr the Practice Test you Tracking file: Ko

completed. The list of summary scores HD:Users Sam: Documents:tracking-123456789.1k3
grows as you save additional Practice
Tests, QuickChecks, Interactive Summaries,

Interactive Situation Questions, and Lab [ ] Points || Points

QuickChecks. # || Activity Date |Time ||Earned ||Possible||Score
716

3. To close the Tracking Report, close the |1 ||NP2014 Chapter 01 Practice Test [|823  ||PM 8 10 80.00%

browser window (Windows) or the TextEdit
window (Mac).

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



ORIENTATION 0-43

P How do | submit scores from my Tracking file? You can use
the Submit Tracking Data option on the File menu to send your scores to
your instructor. The files are sent over an Internet service called WebTrack.

D Are the scores erased from my Tracking file when they

are sent? No. Your scores remain in your file—a copy is sent to your (-
instructor. If your instructor’s computer malfunctions and loses your data, (_3
you can resubmit your Tracking file. It is a good idea to back up your "C-U'
Tracking file using the Back Up Tracking File option on the File menu. -E
D What are chirps? A chirp is a short message, similar to a Twitter- ()
style tweet. You can use chirps to send queries to your instructor. Your -
instructor might also use chirps as a classroom polling system. Chirps work O
through WebTrack.

TRY IT!

Send your Tracking data and send v Nw Persprcties on Cormyaiir Cancay 201

a chirp e i Make sure your i

Lrwe " »#| instructor’s WebTrack |-

1. Click File on the eBook CD menu «~| 1D is entered here.

bar, and then click Submit Tracking

Data.

2. Make sure your instructor's » W ek s the ol unt ploy? T [

WebTrack address is correctly dis- v orbied e iop b il g e ek ;:1'

pIayed in the Tracking Data Destination S RIS AR AR R S

dialog box, and then click Continue.

o ik g st » uesfion, fre it e
Teatnon v r oo clo e

Femal addtens i yaur question.

3. Your computer opens a browser
window, makes an Internet connection,
and contacts the WebTrack server.

4. When the WebTrack screen
appears, make sure the information
displayed is correct, and then click the
Submit button.

Youw mesiage

o st sute | undertana Now the comral
Yot work. Eam o cover ahk in cas

| Enter your
question here.

5. When you see a message that con-
firms your data has been submitted,
you can close the browser window.

6. To send a chirp, click the Chirp but-
ton on the eBook CD toolbar.

7. When the Chirps panel appears,
enter your message in the box labeled
Your message.

8. Click the Send button.
9. Close your eBook CD.

QuickCheck SECTION E

1. Figures in the book marked with an & sign morph 3. To save your scores, you have to create a(n)

into multimedia software tours, animations, and | |fi|e.

videos. True or false?| | 4. New Perspectives | | are
2. When you use the NP2014 eBook CD, a(n) divided into topics and each topic ends with a

| | button appears if your QuickCheck.

instructor has posted comments or lecture notes. 5 \yebTrack provides a way to submit scores to

your instructor. True or false? |:|

° CHECK ANSWERS
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Computers and
Digital Basics

Chapter Contents
© SECTION A: . .
ALLTHINGS DIGITAL Le(:lrnln_g O_bjec“ves .
The Digital Revolution After reading this chapter, you will be able to answer the
Data Processing following questions by completing the outcomes-based
Personal Computing Learning Objectives Checkpoints on page 53.
Network Computing
Cloud Computing 1. What are the four phases of the digital revolution?

Digital Society
2. What is convergence and how does it apply to the digi-

© secTION B: tal revolution?
DIGITAL DEVICES

. Aty
Computer Basics 3. How does digital technology affect society?

ComputerTypes and Uses 4. How do computers work with input, output, processing,
Microcontrollers storage, and stored programs?

© sEcTiON C: 5. What's the difference between an operating system and
DIGITAL DATA REPRESENTATION application software?
Data Representation Basics 6. How do personal computers differ from servers, main-
Representing Numbers, Text, frames, and supercomputers?

Images, and Sound . . .
Quantifying Bits and Bytes 7. Are portable media players and mobile phones classi-
Circuits and Chips fied as computers?

i ?
°SECTION D: Why are microcontrollers the computers no one sees?
DIGITAL PROCESSING 9. Aren’t data and information the same thing?
Programs and Instruction Sets 10. What's the difference between analog and digital?

Processor Logic
11. How do digital devices use 1s and 0s to work with num-
© secTiONE: bers, text, images, and sound?
PASSWORD SECURITY

Authentication Protocols 12. Why is there so much jargon pertaining to bits and

Password Hacks bytes?
Secure Passwords 13. What hardware components manipulate the bits that
represent data?
© IssUE:
WHAT IS THE VALUE OF 14. Why do computers need programs?

INFORMATION? 15. How do a microprocessor’s ALU and control unit work?

© INFORMATIONTOOLS: 16. How do hackers steal passwords?

FINDING THE RIGHT STUFF
17. How can | create secure passwords?

TECHNOLOGY IN CONTEXT:
oMARKETING Apply Your Knowledge

The information in this chapter will give you the

© NEW PERSPECTIVES LABS background to:

° REVIEWACTIVITIES D Inventory the digital devices D Select secure passwords for

you own protecting your computer
and Internet logins

D Put digital technology in
INFOWEBLINKS the context of history, pop D Use a password manager

You'll find updates for chapter culture, and the global to keep track of all your

material by connecting to the cconcy passwords

NP2014 Chapter 1 InfoWebLink. D Read computer ads with an D Use digital devices with an
understanding of technical awareness of how they might

@ CLICK TO CONNECT terminology infringe on your privacy

www.infoweblinks.com/np2014/ch01
T —

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



COMPUTERS AND DIGITAL BASICS

TRY IT!

WHAT’S MY DIGITAL PROFILE?

The average American consumer owns more than 24 digital devices. Before you begin Chapter 1, take an
inventory of your digital equipment to find the brands, models, and serial numbers. Tuck this information in
a safe place. It can come in handy when you need to call technical support, arrange for repair services, or
report missing equipment.

1. Fill in the following table for any digital equipment you own, rent, lease, or use.

BRAND MODEL SERIAL NUMBER

COMPUTER

KEYBOARD

MOUSE

MONITOR

PRINTER

DIGITAL CAMERA

DIGITAL MUSIC PLAYER

INTERNET OR
NETWORK DEVICE

MOBILE PHONE

GAME CONSOLE

OTHER (LIST)
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