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Apply Your Knowledge The information in this chapter will give you the background to:

e Start your computer, use the keyboard, and operate
the mouse

e Work with Windows or Mac OS
e Use word processing software

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

e Send e-mail

Try It
WHAT DO | NEED TO GET STARTED?

o Take effective steps to guard your privacy and
safety online

e Use BookOnCD resources, such as pre-assess-
ments, practice tests, labs, and interactive
summaries

e Access the NP2012 CourseMate Web site for labs,
concept quizzes, CourseCasts, and online games

To complete the activities in the Orientation, you'll need access to a computer, the BookOnCD packaged
with your textbook (or other digital versions of the textbook), Internet access, your e-mail address, and

your instructor’s e-mail address.

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
computer, you might need a user ID and password
to log in. Don’t write your password down, but
make sure you know what it is.

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

D The interactive, digital version of the textbook,
such as the BookOnCD. The BookOnCD requires a
computer CD or DVD drive to run. If your computer
does not have this type of drive, check with your
instructor. eBook versions of your textbook require
a browser. Your school network might provide
access to the NP2012 BookOnCD or 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:

D Your instructor’s e-mail address. To correspond
with your instructor, you’ll need your instructor’s
e-mail address. Write it here:

D Your instructor’'s WebTrack address. If your
instructor will be collecting your scores with
WebTrack, make sure you have your instructor’s
WebTrack address. Write it here:

NEW PERSPECTIVES

Computer Concepts 2012

conTams &

Parsons :: Oja

LEARNING EXPERIENCE

Copyright 2011 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.



SECTION A

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. Therefore, it is a good idea to have a basic understand-
ing of how to use your computer. Section A is designed to get computer
novices quickly up to speed with computing basics, such as turning on com-
puter equipment, working with Windows or Mac OS, using a mouse and
computer keyboard, and accessing Help. Read through this section while at
a computer so that you can do the TRY IT! activities.

COMPUTER EQUIPMENT

What do | need to know about my computer? Your computer—
the one you own, the one you use in a school lab, or the one provided to
you at work—is technically classified as a microcomputer and sometimes
referred to as a personal computer. A computer runs software applications
(also called programs) that help you accomplish a variety of tasks. A typical
computer system consists of several devices—you must be able to identify
these devices to use them.

What are the important components of my computer sys-
tem? The system unit contains your computer’s circuitry, including the
microprocessor that is the “brain” of your computer and memory chips that
temporarily store data. It also contains storage devices, such as a hard disk
drive.

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 and mouse
or touchpad. A display device, sometimes called a monitor, allows you to
view your work, a printer produces “hard copy” on paper, and speakers pro-
duce beeps and chimes that help you pay attention to what happens on the
screen.

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 computer system.

Storage

| Printer |
devices

Display device |

Keyboard
System unit

PC OR MAC?

Microcomputers are some-
times divided into two camps:
PCs and Macs. PCs are man-
ufactured by companies such
as Dell, Lenovo, Acer, and
Hewlett-Packard. Macs are
manufactured by Apple.

Most PCs and some Macs
use an operating system
called Microsoft Windows.
The BookOnCD is designed
for use with computers that
run Microsoft Windows.

To determine whether your
computer runs Windows, look
for screens similar to those
shown in Figure 4 on page
0-6. If you have a Mac that
does not run Windows, you
can go to the NP2012 Web
site and download a MacPac
to convert your CD to a for-
mat that runs on your Mac.
You'll find full instructions on
the site.

FIGURE 1

A desktop computer system
includes several components,
usually connected by cables.
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ORIENTATION

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

[Toueped |

How do | identify my computer’s storage devices? Your com-
puter contains a hard disk housed inside the system unit. It is also likely
to 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.

| -

CD drive DVD drive USB flash drive

FIGURE 2

A notebook 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.

FIGURE 3

\ You should use the hard disk to

store most of your data; but to
transport or back up data, you
can use CDs, DVDs, or USB
flash drives.
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CD drives can play DVD drives read CD-ROMs A USB flash drive is about
CD-ROMs, but can’t change  and DVD-ROMs, but can’t the size of a highlighter and
the data they contain. CD change the data on them. plugs directly into the com-
drives can store data on Most of today’s DVD drives puter system unit. Capacities
CD-Rs, CD+Rs, or CD-RWs. can write data on CD-Rs, range from 32 million to 64

CD-RWs, DVD-Rs, and billion characters.
DVD-RWs.

HOW TO TURN YOUR COMPUTER ON AND OFF

How do | turn it on? A notebook computer typically has one switch
that turns on the entire system. Look for the switch along the sides of the
computer or above the keyboard. When using a desktop computer, turn
on the monitor, printer, and speakers before you turn on the system unit.

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. Your computer is
ready to use when the Windows or Mac OS desktop (Figure 4 and Figure 5
on the next two pages) appears on the computer screen and you can move
the arrow-shaped pointer with your mouse.

How do | turn it off? Your computer is designed to turn itself off after
you initiate a shutdown sequence. When using a Windows computer, click
the on-screen Start button, select Shut Down or Turn Off Computer, and fol-
low the instructions on the screen. When using a Mac, click the Apple icon
in the upper-left corner of the screen and select Shut Down. After the com-
puter shuts off, you can turn off the monitor, speakers, and printer. When
using computers in a school lab, ask about the shutdown procedure. Your
lab manager might ask that you log out but do not turn the computer off.
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@ 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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WINDOWS BASICS

What is Windows? Microsoft Windows is an example of a type of soft-
ware 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 way software appears on the screen and
the way you control what it does.

What is the Windows desktop? The Windows desktop is the base of
operations for using your computer. It displays small pictures called icons
that help you access software, documents, and the components of your
computer system. The design of the Windows desktop depends on the ver-
sion of Windows you're using. Figure 4 shows the important elements of the
three most recent versions: Windows XP, Windows Vista, and Windows 7.
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SECTION A

FIGURE 4

Windows desktop components
as they appear in Windows XP
(top), Windows Vista (middle),
and Windows 7 (bottom).

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

The taskbar contains the Start
button and Notification area.
Taskbar buttons help you keep
track of programs that are in
use.

The Start button displays the
Start menu, which lists programs
installed on your computer.

The Start menu lists application
and utility programs installed on
your computer.

The Notification area displays
the current time and the sta-
tus of programs, devices, and
Internet connections.

Notification area
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MAC 0S X BASICS

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 5.

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 differ-
ences 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.

What is the dock? The dock is a collection of icons that represent pro-
grams, files, and other activities. Usually the dock is located at the bottom
of the screen, but it can be configured to appear on the left side or right side
of the screen if that better suits the way you work. You can add icons to the
dock for programs you use frequently so they are easily accessible.

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, regardless 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.

How does the fixed menu bar work? The Mac desktop contains a
menu bar that remains at the top of the screen. The options on this menu
bar change according to the program you are using. In contrast, the menus
for Windows programs are incorporated into individual program windows;
so if you have more than one window open, each program window displays
a menu.

FIGURE 5

The Mac OS X desktop includes
icons, a fixed menu bar, and a
dock.

Desktop icons can represent
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.

The Apple icon is used to
display a menu of options for
setting preferences, moving the
dock, logging in, and shutting
down.
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MOUSE BASICS

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 shaped FIGURE 6

like an arrow [q\, but it can change to a different shape, depending on the  For basic mousing, you only
task you're doing. For example, when the computer is busy, the arrow  need to use the mouse but-
shape turns into an hourglass # or circle "“) signifying tons, but the scroll wheel is also
that you should wait for the computer to finish its current handy.

task before attempting to start a new task.

PC-compatible mice have at least two buttons, typically
located on top of the mouse. Most mice also include a
scroll wheel mounted between the left and right mouse
buttons. Other mice include additional buttons on the top
or sides (Figure 6). | Additional buttons

Right mouse
button

Scroll wheel

| Left mouse button

How do | use a mouse? Hold the mouse in your right
hand as shown in Figure 7. 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, simply pick it up
and reposition it. The pointer does not move when the
mouse is not in contact with a flat surface.

FIGURE 7

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.

you might not be able to manipulate every object in all possible ways, you'll 2 Move the mouse to posi-
soon learn which mouse actions are allowed for each type of control. The  tion the pointer on the Start
following list describes your repertoire of mouse actions. button or Apple icon.

2]
Action How to Result m

. Press the left mouse button once, .
Click . . . Select an object :
and then immediately release it. | -
3. Click the left mouse button

to open the Start menu or
Apple menu.

Press the left mouse button twice
Double-click in rapid succession without moving Activate an object
the body of the mouse.

Press the right mouse button once,

Right-click . ) . Display a shortcut menu
and then immediately release it. 4. Click the Start button or
Hold the left mouse button down . Apple icon again to close the
Drag Move an object Start menu.

while you move the mouse.
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KEYBOARD BASICS

What are the important features of a computer keyboard? 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 8 for an overview of important computer keys and
their functions.

The Esc (Escape) key cancels @ The Windows key on a PC

an operation.

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.

opens the Start menu.

The Page Up key displays the
previous screen of information.
The Page Down key displays
the next screen of information.
The Backspace key deletes
one character to the left of the
insertion point.

The Insert key switches
between insert mode and
typeover mode.

“NLERE R
st

L L L

Fﬂi Fio §

S ssadaddadaaaa

TETI090anMm
1
‘M
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v B

|I| 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.
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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 8

Computer keyboards typically
include special function keys.

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.

;1;# [«

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.
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What do Alt and Ctrl mean? The Alt and Ctrl keys work with the letter

keys. If you see <Ctrl X>, Ctrl+X, [Ctrl X], Ctrl-X, or Ctrl X on the screen or
in an instruction manual, it means to hold down the Ctrl key while you press  Most Mac software uses the
X. For example, Ctrl+X is a keyboard shortcut for clicking the Edit menu, command key marked with *
and then clicking the Cut option. A keyboard shortcut allows you to use the instead of the Ctrl or Alt keys for
keyboard rather than the mouse to select menu commands. keyboard shortcuts.

What if | make a mistake? Everyone makes mistakes. The first rule
is don’t panic! Most mistakes are reversible. The hints and tips in Figure 9 FIGURE 9

should help you recover from mistakes. Most mistakes are easy to fix.
What Happened What to Do
Typed the wrong thing Use the Backspace key to delete the last characters you typed.
Selected the wrong menu Press the Esc key to close the menu.
Opened a window you didn’t mean to Click the X button in the upper corner of the window.
Computer has “hung up” and no longer Hold down the Ctrl, Shift, and Esc keys, and then follow instruc-

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

Pressed the Enter key in the middle of a

Press the Backspace key to paste the sentence back together.
sentence

WORKING WITH WINDOWS SOFTWARE

How do | start Windows programs? When using Windows, you can
click the Start button to launch just about any software that’s installed on
your computer. The Start menu includes a list of recently accessed pro-
grams. Clicking the All Programs option displays a list of every program
installed on your computer. You can run a program from this list simply by
clicking it. Follow the instructions in the TRY IT! box to start Microsoft Paint
(assuming it is installed on your computer).

& TRY IT!
Start Microsoft Paint
1. Make sure your 4. Click Accessories, and then click 5. Wait a few seconds for your computer to
computer is on and Paint. display the main screen for Microsoft Paint,
it is displaying the shown below in Windows XP and Vista
Windows desktop. ﬂ? (top) or Windows 7 (bottom). Leave Paint
(= open for use with the next TRY IT!.

1‘3 Windows Live Messenger 3

2. Click the Start

button to display the -;| Getting Started g Sarah Fie i85 Vies bmage Colon Help
s S0 g WEEEEN ExEEn

Start menu. @ vcorevets oo Documents o " = om

.]| Calculator Eilg

=) A

\% Pagnifier 2

7 Accessaries
""J o] Calculater
B Cerrmand Prompt

@ Connect to o Network Projector
B Connectto a Pregecter

i Gatting Started
£ Math Ingut Pael
=ToTEREY

6

1 Paimt R
. - -
Run E
. - 3 Snipping Toal .
3. Click All Al Programs L Seund Recerder
3 Sticky Ntes
Programs to display @ Syne Conter

f
-
2
&1 |l
5]

_4 Windows Exploser
4 Windows Mobiity Center

WoedPad

a list of all software
installed on your
computer.

Exse of Access
Systarn Teal

1 Bk

112t g o 0 s =

Copyright 2011 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.



Licensed to: iChapters User

ORIENTATION

How do | 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, a ribbon, a work-

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.

space, and various controls shown in Figure 10.

T o]

S‘MI Untitled = Pain

Home Wiew

5 oAl il B 7 EE

The Maximize button stretches
the window to fill the screen.

(|
2 OOooD

-
O
o+

©
o+

-

)
o
O

- Edit

=]
Paste Seleet | A e | shapes Size
- - % | | calars

st L ":_l lﬂ

The Close button closes the
£ window and exits the program.
| Title bar | | Menu bar | | Minimize, Maximize, and Close buttons |

Cliphaard Image Taals Shapes Colars

A menu bar displays the titles
of menus you can click to select

Ribbon

T Untitled - Paint commands.
L Bl o Lups Sews sz :
- 1 [ A toolbar displays a series of
[ S L tools for accomplishing various
“| tasks.
:i A ribbon combines the options
0 of a menu and toolbars into a
G 2 F single set of controls.
;;l—u @@ A scroll bar can be clicked or

dragged to see any material
that does not fit in the displayed
window.

E Scroll bars [

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

‘ i, b

ick Help Topics on the Help Menu, 79,226

AT Untitled - Paint

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 Use the ribbon or menu bar Use the sizing buttons

1. As shown below, click the Brushes 1. Click the arrow next to Rotate, 1. Click the #=d Minimize button.
button on the Paint toolbar or ribbon. then click Flip vertical.

= So : F, |.".|: | H = | Untiled - Paint.
% i ;
- S ] PRt 7 A
Eap i Resi

A | Rotate Jeft 90
j E J Rotate 180°

= Flip vertical

2. Move the pointer to the work- k| Fllp hortzontal

space, hold down the left mouse

button, and drag the mouse to paint In old versions of Paint, click

a shape. Image, click Flip/Rotate, click Flip
Vertical, then click the OK button.

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

%k Rotate right 90°

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

4. Click the =4l 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.

3. Release the mouse button when

the shape is complete. Your shape is now upside down.
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WORKING WITH MAC SOFTWARE

How do | 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 are using a Mac and need to brush up on its controls, follow
the instructions in the TRY IT! box below.

@ TRY IT!

Find out which programs are s
in the dock iPhoto

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

P —————.—.—.—.—..~. size | Kind Dag

1. Click the ‘: Finder icon on iﬁgelii;tations bamous o e
the left side of the dock. ookl e
¥ SHARED B 452 KB Agplication

2. When the Finder window (simi- Wauie: ; e Wi
lar to one at right) appears, click ';‘;‘_’J R e
the Applications option. 2 jason g Cuafind 1764 M8 Application

°P i g T oo :
3. Double-click the iCal option to S B usevs soplcwon §
start the iCal calendar program (& Today + IMovie [ ® iCal Fie Edit Calendar View Window Help g ] W = =
and display the iCal window shown et fr;l;%‘: ——
at right. ::'x e '

:;jﬂulumhm-ﬂ

Sun 17

MonfE  Tee 1S  Wed® T

- dune 2010 -

|Em Mon T Wed Tw 0 e

iCal window i),
lﬂ 7 8 9 1011 12

13 14 15 16 17 18 19

|20 21 22 23 24 25 26 o
27 28 29 30

Use a menu and dialog box

1. Click iCal on the menu bar at --i—mm e mar Y Select iCal, then
b al .
the top of the screen. —— click Preferences.
2. Click Preferences to display a (oo e
dialog box. Fade Oors. A
3. Click the ™ button next to Start Qutical  %Q
week on to change the day to Days per waek: [7 ] Click here
Monday. Start weak on: | Sunday %l to change
) - n week view by: | Waeks =] the calendar

4. Click the # Close button to This button closes start day.
close the Preferences dialog box. awindow, but does | oy s (sooaw @]

not terminate the Dy ands at: [ W— 0

application. Stow: [12 W) hours at & time
Close a program 7 Show time In manth view

" Show Birthdays calendar
1' CIICk |Ca| on the menu bar' " Add a default alarm to all new events and invitations
5 minutes before the start time

2. Click Quit iCal to close the win-

ontzn my calendars with ather computers using Mac

dow and terminate the application. et b st e
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HELP

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:

¢ Message boxes. When using software, it is important to pay attention to
any message boxes displayed on the screen. Make sure you carefully read
the options they present. If the box doesn’t seem to apply to what you want
to do, click its Cancel button to close it. Otherwise, set the options the way
you want them, and then click the OK button to continue.

-
O
o+

©
o+

-

)
o
O

® User manual. Whether you're a beginner or a power user, the manual ~ FIGURE 11 _

that comes with software can be an excellent resource. User manuals can  Clicking the || Help button or
contain quick-start guides, tutorials, detailed descriptions of menu options, the Help menu produces a list of
and tips for using features effectively. Many manuals are offered online  help options, where you can enter
along with tools you can use to browse through them or look for the answer  search terms or browse through

to a specific question. topics.
® Help menu. The Help menu ¢ =3
. € Word Help =
provides access to on-screen
documentation, which can con- 2 & 0 B AMe @ A
tain detailed instructions, tips, and o) o

FAQs. Answers to specific ques-
tions can be found by entering
search terms, consulting the index,
or browsing through a table of con-
tents (Figure 11).

| »

m

Browse Word Help

What's new Activating Word
Getting help Creating spedfic documents ‘ r
s Conwverting documents Viewing and navigating
U Margins and page setup Headers and footers
1T Page numbers Page breaks and section breaks
Writing Formatting

Tracking changes and comments Lists

Tables Working with graphics and charts
Tables of contents and other Mail merge
references -

o ot Comzoieia Qe Outne

QUiCkChECk SECTION A

1. The case that holds a computer’s cir- 3. On the Mac desktop, the| |

cuitry and storage devices is called a(n) displays a row of program icons.

| |unit. 4. Some programs include a ribbon of commands,
2. Instead of using the on/off switch to turn off whereas other programs present commands on

a computer, you should instead use the Shut a(n)| |bar.

Down option from the Start menu or Apple menu. 5 The | | key can be used to

True or false? | | delete the last character you typed.

° CHECK ANSWERS
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D cuments, Browselﬂand E-mail

secTioN B

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

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

Wl W 9-0 = Documentl. - Microsoft Word = | FIGURE 12

File A Home. : Insert Page Layout References Mailings Review Views Acrobat L) a =g B When typlng teXt, yOU can use
B- :Ll |29 Orientation = =1+ |4 Watermark v Indent Spating % )
B = G- B Wegecoors et dEom i the following keys to move
Themes B e EE Columns - o2~ | [1] Page Borders =3 0" |l d=lioe = i within a document and make
Th B 7 Pa{;e Ba:kqmund Paraq.’anr: £l ']
Type your document =1 revisions:
into the workspace. T <| eBackspace: Delete the char-
The ribbon offers acter to the left of the insertion
- . controls similar to = ;
Globalization P t oint.
AR TR Prfsstt':r? Entzr I}et');I those on menus | | P
only a € ena of titles
“Coca Colonization” is a te angparagraphs but  pe2nd toolbars. e Delete: Delete the character to
American culture through [ 4o ot press Enter e Internet and the right of the insertion point.
other digital technologies | when you reach the p-hop music, '
reality television, and artif| right margin. ster and e Enter: End a paragraph and
farther. begin a new line.
Digital distribution is =_flz;;ﬂ—~;;=" :_mﬂf hﬂ"tfn" r, and the same o Arrow keys: Move the inser-
technologies that spr] e flashing verti- |expose Americans to | . . .
other culture§ <€— cal insertion point s tion point up, down, right, or left.
marks your place. o
¥
4 | i ] »
e 101 | Words:66 | 5 | [ElmE == 3% O J (+
- lo[wTa ]
e ) FIGURE 13
() [E ¥ iomries + Documents » - [ 4| seoren Documents »| It is a good idea to save your
T ER document every few minutes,
S h *  Documents library R even if it is not finished. When
: Includes: 21 i
. pce o T - you save a document, use
| UpdatedPDFs Name Date modified Type  *] .
. US8 DRIVE (F) B i AG—— the E Save icon at the top of
o i Realiusion 10/2/09120AM  File folde [ the screen. Your computer is
4 5 Libraries | junk Save your work 11/30/2009 13 PM  File folde babl fi dt
_»F b bepeibet in the Documents 127472009 1147 AM  File folde —| probably contigured 1o save
» o) Music | DaiweslzmCentdd folder or library 12/40/2008 242 PM  File folde documents on the hard disk in
|l Pictures . My Weblog Posts 12/21/2009 4:45 P00 File folde .
b [ Videos g, Lfornow. s o a library called Documents or
o Visual Studio 2008 3/23/2010 523 PM File folde a folder Ca”ed My Documents.
oy Hemegroup | Ssmplépp 3/23/20105:32 PM File folde ™ .
m J There is no need to change that
""'='“’"=| Bl s — z until you gain more experience.
Save 25 fype: | Word Docw " o) IC e - .
Authors: jparsons Tage: Add atag Save button. Fllednalmes (?an t()je several h
-...| Use a descriptive words long; just do not use the
name for the file that */\“*": symbols in the file
(& Hide Folders holds your document. Took v [ smwe | name.
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How do | 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 settings should be correct, so you can
click the Print or OK button to send your document to the printer.

Can | send a document to my instructor? You can e-mail a docu-
ment by using the Send option accessed from the File tab, File menu, or
Office button (Figure 14). To do so, you must know your instructor’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 submit assign-
ments, such as projects and term papers.

How do | find my documents again in the future? If you want
to revise a document sometime in the future, simply start your word pro-
cessing 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.

What should | do when I'm

FIGURE 14

Most word processing pro-
grams offer an option for
sending a document as an
e-mail attachment.

e |n Word 2010, click the File
tab, select Save & Send,
and then select Send as
Attachment (shown below).

e |n Word 2007, click the “=
Office button, point to Send,
and then select E-mail.

e |n Word 2003, OpenOffice
Writer, or NeoOffice Writer,
click File, and then select Send
or Send To.

) w0 Globalzation Project.docx - Microssft Word B =)
done? When you re ready to qUIt' File Home Insert Page Layout References Mailings Rewnew View Acrobat o
you can close the document by o sore =
. . . Save & Send Send Uzsing E-mail
clicking the Close option from the B save as
H ; ] . : ach 2 copy of
File tab, File menu, or Office button. &5 Open L3 sendUsing E-mail & sionlded g
5 - n e-mail
When you want to close your word G Qose e Send a5 = i
. . 0 EE D Attachment receives
processing software, click the [ Info separate
. . = . copies of
Close button (Windows) or click the e Save to SharePoint e
document
program name on the menu bar and ! Changes
) MNew =] Publish as Blog Post and
then select Quit (Mac). fecdback
Print File Types need bo be 7
incorporabe
manually
Creale an e-mail
i =] Creote POF/APS Document thats o ains
43 agaans - = | link to this =
document:
4 3
. ”

@ TRY IT!

Create a document

1. Click the Start button
(Windows) or click the Finder icon
and select the Applications option
(Mac).

2. Look for Microsoft Word,
OpenOffice Writer, or iWork Pages.
Click the name of your word pro-
cessing software to open it.

3. Click the workspace to position
the insertion point in the upper-left
corner.

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

5. When the first paragraph is
complete, press the Enter key to
begin a new paragraph.

6. Type a second paragraph of
text.
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Save a document

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

2. Make sure the Documents
library or folder is selected. If not,
click the |T| button next to your
user name at the top of the win-
dow and then click the Documents
folder from the list. (Or use the [=]
button next to the Save In box to
display a list of folders.)

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.

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.

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

3. Make sure number of copies is set
to1.

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 [E&34] Close button
(Windows) or clicking the program
name on the menu bar, then selecting
Quit (Mac).
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INTERNET AND WEB BASICS

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.

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
accompany this textbook. To use the Web, your com-
puter must have access to the Internet.

How do | access the Internet? Most computers can be configured to
connect to the Internet over telephone, cell phone, satellite, or cable televi-
sion systems. Internet access can be obtained from school computer labs,
local service providers such as your cable television company, 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.

How do | know if my computer has Internet access? The easi-
est 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

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 underlined; and
when you position the arrow-shaped mouse pointer over a link, it changes
to a hand shape.

SECTION B

FIGURE 15

The Internet communications
network stretches around the
globe.

@& TRY IT!

Start your browser

1. Click the @ @

icon for your browser. It is usu-
ally located near the Start but-
ton 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.
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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. |

Using a Browser

7 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

: Type a Web
|-;_, nttoe/ e medigtechnicscorp.... *'\'h!"* azgress. oration

i @8 Suggested Sikes ] Web Slice Gallery =
MediaTechnics Corporation

Go to your
home page.

MediaTechnics Corporation

Affiliates

Innovative technology for education and publig= =
Scroll up and shown here, you would type:
d —> . .
Products: Try our products! own a page. www.mediatechnicscorp.com
When typing a Web address, do
not use any spaces, and copy
Click underlined ) S upper- and lowercase letters
links to jump to it the innovative digital exactly.
related Web pages. [0'ers our products.
Affiliates: \Visit our partner Web sites.
bt jatechnicscorp ke Products. Camputer Concepts htrml RIN% v |
ﬁ = | i < B ol 22PM
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.
@9 TRY IT!
Use a search engine =
i 1 § e SEE [ rne— :
1. Make sure the browser window is open. G‘-'ﬁ'; T — SR ———
2. ClICk the Address bOX and type: Web Images Vides Maps Mews Shopping G ‘Wb History | Search selfings | Signin *
GO L ngc national parks Search
.-.' .google.com i .} x About B2 EID 000 resubs (1,17 ssconds) timreed st
4 Everything pomsernd b
. ¥ Maps ¥ our Amencs Net Geo WILD
3. Press the Enter key. Your browser dis- B i ‘ﬁ;ﬂ‘iﬁ,ﬂﬂ;"f{;‘:;;”ﬁ;’;“ St e s Dgﬁ';‘g;ar
plays the Web page for the Google search | g sooks b - i Animals. NatonaIGeographic com/vi
engine. | More Calfomia  Colorado National Parks for all
'\:'.(‘.‘l;mm 'er'lerf:r_n Park Senvice Past M|?amm@n Burns
4. Click the blank search box and then - = —— — =
type national parks. | . =
yp P Al red gg|’ npegov/inde htm ECE || 2 us Naticaa Pack sarvice - B || {ul 57 2
o o 1 Suggested Sites ] Wb Sice Gallery =

Adva nced Search Preferences

Google

National Park Service

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

6. Click the underlined National Park

L . B
Service link. Your browser displays the e
Park Service’s home page.
Nhy is e's greal gray owl capluring headlines?
7. Leave your browser open for the next

TRY IT!. Find a Park  Discover History  Explore Nature  Warking with Communities  Get Invalved
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What are the best sources of information on the Web? The
best sources of information are easy to access, dependable, and pref-
erably 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 informa-
tion source. Blogs and YouTube videos often express opinions rather than
facts.

How does Wikipedia work? Wikipedia is an encyclopedia that is writ-
ten and maintained by the people who use it. More than ten million in-depth
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 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. [Cy'hBI’SDaCB ] English [ ] @

2. When the Wikipedia window

appears, enter cyberspace in the

search box and then press Enter. | safari _Fjg _Edit  View History Bookmarks Window Help .7 4% = = Thul45FM Q
800 - T Lot

3. Read a bit of the article to get |
an idea of its scope and detail. o e thary. Wacky o [orlnom Heor 08, Aok ol 9|
Do you detect any bias in the
article?

4. Click the History tab. Look at
the last few updates. Does this

L Log in / ereate account

adit this page | histo

Cyberspace

- From Wikipedia, the free encyclopedia

. For other uses, see Cyberspace (disambiguation).
? |

article seem up to date? \?5;15 5]::1;{1’35“‘{} Cyberspace—from the Greek Kufepviitng (kybem&lds, stesrsman, A —

. . . inati govemor, pilat, or rudder)—-is the global domain of electro-magnetics
5. Click the Discussion tab. What [["=""" d Ihrough electroni and exploited through the sl s
is the status of the article? Does Contars el f ko el o o o sl B
. . . Faaturad contant communication and control system capabilities. term s rooted in o
it contain controverS|.aI. state- Currem events the seience of cybarnatics and Norben Wained's pieneering work in arm-m:j:m:e
ments? Can you envision how Random artich Gybornatica

n L i Distriouted cognition
you might use Google or other search i - oo A i
Web resources to explore specific Enter additional j {Hem e
controversies? (&) Gah) | inrastucnr| Searches here. I amgircation
interaction telecommunications . er sysiems, inegrated

. - u About Wik sansors, systam control networks and embedded processors and

6' CIICk the ArtICIe tab to return o Com:\.ni:::a] controllers. The term was criginally coined in the cyber-punk genre of

to the Cyberspace article. IR St science fiction author, William Gibson. The now ubiquitous term has

7. You can leave your browser
open for the next TRY IT!.
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WORKING WITH E-MAIL

What is e-mail? E-mail is a form of communication that relies on com-

puter 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 the message. Messages =~ FIGURE 17
might arrive at their destination within seconds, or might not arrive for afew E-mail Addresses
hours. Once sent, e-mail messages cannot be retrieved.

What do | need to use e-mail? To send and receive e-mail, you need An e-mail address consists
an Internet connection, an e-mail account, and software that enables you to of a user ID followed by an
compose, read, and delete e-mail messages. An e-mail account consists of @ symbol and the name of a
an e-mail address (Figure 17), a password, and a mailbox. You can usually ~ computer that handles e-mail
obtain an e-mail account from your Internet service provider, your school, or ~ @ccounts. Ask your instructor

a Webmail provider, such as Hotmail, Yahoo! Mail, or Gmail. 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
How do | get a Webmail account? Registering for a Webmail account  spaces.
is easy and many online e-mail providers offer free basic service. Work with
the TRY IT! below to see how.

-
O
o+

©
o+

-

)
o
O

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.

@ TRY IT!

Get a Web-based e-mail account

1. In the Address bar of your New to Gmail? It's free and easy.
browser, enter www.gmail.com. ( )

Create an account »
2. When the Gmail window —— -
appears, click the button labeled ASEPGral  New feallres]
Create an account.

3. Follow the directions to enter Get started with Gmail

your first name, last name, and .

et First name: John

ogin name.

4. Click the check availability! Lt pain: Adams

button. If the login name you want Desired Login Name:  jor o — Bienclieen

is already in use, you'll have to try

. . e Examples: JSmith, John.Smith
a different one, again clicking the You might have to try
check availability! button. < several login names to
, . find one that is available.
5. When you'’ve selected a valid

login name, continue down the JohnXAdams is available

page to create a password. Try not | choose a password:  ovooososns Password strength: ~ Strong
tf) use a name, date, or any dic- Minimum of 8 characters in length. T
tionary word as your password.

Re-enter password: Soeersneees Try to choose a
6. Continue down the page to : strong password.
complete the rest of the registra- ™ Remember me on this computer.
tion form. Creating a Google Account will enable Web History. Web History is a

feature that will provide you with a mere personalized experience on

7. Before finalizing your registra- Google that includes more relevant search results and

. . . . ) recommendations. Learn More
tion, review t_he information you've O] Enable Web History. You can uncheck this
entered and jot down your login = € box for better privacy. |—

name and password.

8. Read the Terms of Service, and By clicking on 'l accept' below you are agreeing to the Terms of

if you agree, click the | accept Service above and both the Program Policy and the Privacy Policy.
button. That’s it! You now have a (" Vaccept. Create my account. )

Gmail account.
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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.

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.

How do | create and send an e-mail message? Many e-mail sys-
tems 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.

@ TRY IT!

Create and send e-mail

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 gov-
ernment agencies.

Free Web-based mail is typi-
cally searched as you write it
by digital bots that look for key-
words, like vacation or pet, to
display related advertising. If
you want more privacy, con-
sider private e-mail providers
and local e-mail software.

7. When your message is complete, click the Send

button and Gmail sends the message.

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 Mail link to display a form like
the one below.

3. Follow steps 4 through 6 as shown below.

8. You can continue to experiment with e-mail. When
done, use the Sign out link, 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.

Send Save Mow Discard

4. Click the To box and
type your instructor’s

To: jedwards@mail msu.edu e-mail address.

A

Add Cc | Add Bee
Subject: st me introduce myself

5. Click the Subject
box and type Let me

A

’ Attach afile introduce myself.
B 7 U FMT-TygH = i i E M =E = = RecheckvDone
L «PlainText

6. Click the empty work-
space and type a few lines
about yourself. You can use
the Backspace and arrow
keys to edit, if necessary.

Hello- e g
MWy name is Ed Jones and | am a sophomaore from Dallas, TX. | plan to be
nurse because |am fluent in English and Spanish. | hope to work inthe 5
and march with the school band. This summer I'm planning a trip to Japarn
traditional Taiko drumming. That will be a challengel

| hawe used computers for e-mail and browsing the Web, but [ am not very familiar with computer
terminclogy. | am reguired to take this course for my nursing major and | hope to learn something
about how computers are used in hospitals and clinics.
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How do | get my e-mail? As with sending mail, the way you get mail FIGURE 18

depends on your e-mail system. In general, clicking the Send/Receive but- When e-mail software displays
ton 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 e Open a message and read it.
shown highlighted or in bold type. You can click any message to open it,

. . i Reply t .
read it, and reply to it, as shown in Figure 18. *Reply o a message

" . . . L e Delete unwanted messages (a
How do | log off? When working with a Webmail account, it is important good idea to minimize the size
to use the Log out or Sign out link before you close your browser. Taking  of your mailbox).

this extra step makes your e-mail less vulnerable to hackers. o Forward a message to some-

one else.
Q@ |M https://mail.google.com/mail/ sk '| B | (] | x | [M Gmail - Inbox (1) - cocothedo... Sign out

i link
=) @ Suggested Sites a Web Slice Gallery «

-
O
o+

©
=

-

)
o
O

Gmail Calendar Web Documents Reader more v =

cocothedogcoco@gmail.com | New! Priority Inbox®* | Settings | Help | Sign out

GM il Search Mail | Search the Web |~ Shew seatch oosions
ga“ta " Free Desktop Themes - www.BestWWallpaperWorld.com - Get Desktop Themes & Fabout these ads < >
ontacts
Tasks Isr;?:éte d [[lw = Archive Reportspam Delete Movetow Labelsw More actionsv | Refresh =
Compose mail + M Ardofd
- U || B [l Chelsea Barton Delete Velcome Home - Coco- Glad to hear co?'\ii?\?se 8125/
nbox
Buzz @ [ Gm#Team button mport your contacts and old email - Yol B/250"
Starred % [ Gmal Team Customize Gmail with colors and themes - T, l 81251
Sent Mail O Sek;::ted showe details 4:26 PM (1 minute ago) | 4y Reply | ¥
Drafts
message
Personal g Coco- o
Travel i5lad to hear you got back home safely. The situatic Reply
& morey to have become maore dangerous, especially for stuf button
really want to hear all about your trip, so call mel
Chat i

Search, add, or invite

cocn thedon

® Reply =¥ Fornward ® Invite Chelsea Barton to chat

Forward
button

SECTION B
1. Documents that you send along with e-mail mes- 4. An e-mail | | looks something
sages are referred to as | | . like student@school.edu.
2. Popular| | software includes 5. To access Webmail, you use a browser; but to
Internet Explorer, Chrome, and Firefox. access | | e-mail, you use

3. When looking for information on the Web, you e-mail software such as Microsoft Outlook.

can use a(n) | | engine to

produce a list of links to Web pages that might
contain the information you seek. ° CHECK ANSWERS
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secTioN C

AS WITH MOST OTHER facets of modern life, computing 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 COMPUTER AND DATA

What’s at risk if my computer is stolen? The value of a stolen com-
puter 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 difficulties, ruin your credit
rating, and cause you no end of trouble.

How can | protect my computer data from theft? When you carry

a notebook computer, never leave it unattended. To thwart a thief who FIGURE 19

breaks into your home or dorm room, anchor your computer to your desk  To create a secure password:
with a specially designed lock you can buy at most electronics stores.

e Use at least eight characters,
mixing numbers with letters,

as in 2by4lumber.

If a thief steals your computer, you can make it difficult to access your data
by setting up a password. Until the password is entered, your data is off
limits. A thief might be able to boot up the desktop, but should not be able to
easily look at the data in your folders. Do not use your name, the

Many new computers are shipped with a standard administrator password name of a family member, or
that everyone knows. If you are the only person using your computer, you  Your pet's name.

can use the administrator account for your day-to-day computing, but create ¢ pg not use a word that can
a secure password (Figure 19) for this account as soon as you can. be found in the dictionary.

Your computer might also include a preset guest account with a nonsecure
password such as guest. You should disable this guest account or assign it
a secure password.

@& TRY IT!

Check the accounts on your computer

e Do not forget your password!

|Gﬁ Wk Wl ‘_—‘l__"l f =1 ]
w B2« Unar Accounts » Manage Accounts v [ 43 J Search Comtred Baner »
1. To access accounts on Windows, click S b wsainiie o — -

the Start button, then select Control Panel. Choose the account you would like to change

For Windows Vista and Windows 7, select E Sarsh Smith = -

User Accounts and Family Safety, select e el -

User Accounts, and then select Manage =

another account. (You might be required ﬂ‘ o T

to enter an administrator password.) For

Windows XP, select User Accounts. For security, all active

accounts should be
password protected.

On a Mac, click the Apple icon, select
System Preferences, and Accounts.

Craute & new account

What iz a user account!

2. Check the password protection on all Aditional things you can do
accounts. If you are working on a school ) 1t o
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.

Go to the main User Accounts page

il A T AM
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AVOIDING VIRUSES

What’s so bad about computer viruses? The term virus has a
technical meaning, but many people use the term loosely when referring
to malicious programs that circulate on disks, 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 irritat-
ing message to announce its presence, or it might work quietly behind the
scenes to spread itself to various files on your computer or mail itself out to
everyone in your e-mail address book.

After a virus takes up residence in your computer, it is often difficult to disin-
fect all your files. Rather than wait for a virus attack, you should take steps
to keep your computer virus free.

How can | keep viruses out of my computer? It helps to avoid risky
behaviors, such as downloading pirated software, opening e-mail attach-
ments from unknown senders, installing random social networking plug-ins,
gambling online, and participating in illegal file sharing. Windows users
should install antivirus software such as the packages listed in 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.

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
file on your computer is virus free.

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

@& TRY IT!

0-23

FIGURE 20
Popular Antivirus Software

Norton AntiVirus Plus
McAfee VirusScan
Kaspersky Anti-Virus
F-Secure Antivirus
Panda Antivirus
Trend Micro Antivirus
AVG Anti-Virus
avast!

Get familiar with your antivirus software

1. In Windows, click the Start button, and then
select All Programs. On the Mac, use Finder
to access the Applications folder. Look for
antivirus software (refer to Figure 20 for a list).
Open your antivirus software by clicking it.

Can’t find any? If you are using your own
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.

2. Each antivirus program has unique
features. The figure on the right shows the

4. 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 auto-
matic live updates.

J Update engine and virus definitions

main screen for avast! antivirus software.
Explore your antivirus software to make
sure it is configured to do the following:

® Scan incoming e-mail.

® Run continuously in the background—a
feature sometimes called Auto Protect.

* Block malicious scripts.

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

Is it risky to go online? The Internet offers lots of cool stuff—music
downloads, movie reviews and trailers, online shopping and banking, con-
sumer information, blogs, social networking sites, news, sports, weather,
and much more. Most Internet offerings are legitimate, but some downloads
contain viruses, and shady characters called hackers control programs that

SECTION C

FIGURE 21

Popular Firewall Software and
Internet Security Suites

Emsisoft Online Armor

lurk about waiting to snatch your personal data or infiltrate your computer.
The longer your computer remains connected to the Internet, the more vul-
nerable it is to a hacker’s infiltration attempts.

McAfee Internet Security
ZoneAlarm Internet Security
Norton Internet Security
Mac OS X Firewall

Agnitum Outpost Firewall
Windows Firewall

If a hacker gains access to your computer, he or she can look through your
files, use your computer as a launching platform for viruses and network-
jamming attacks, or turn your computer into a server for pornography and
other unsavory material. Hackers have even found ways to turn thousands
of infiltrated computers into “zombies,” link them together, and carry out
coordinated attacks to disrupt online access to Microsoft, Bank of America,
and other Internet businesses.

Comodo Firewall Pro
Symantec Internet Security
Kaspersky Internet Security

Trend Micro Internet
Security Pro

How do hackers gain access to my computer? Intruders gain
access by exploiting security flaws in your computer’s operating system,
browser, and e-mail software. Software publishers are constantly creating
updates to fix these flaws. As part of your overall security plan, you should
download and install security updates as they become available.

How can | block hackers from infiltrating my computer? Firewall FIGURE 22

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 [ wnzon:s
network for Internet access, the network should have
a device called a router to block infiltration attempts.

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

rity Alert

Il has blocked some features

When a firewall is active, it watches for potentially dis-
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 unblodked on all private networks that you connect to, Leam more
about the: risks of unblocking a program

‘3 Marne:
a Publisher:

Windaws Messenger
Microsoft Corporation

Path: Ci'program files\messenger \msmsgs. exe
through; if not, you should block it (Figure 22). Network categary: Private netwark
What iz & network category?
Where do | get a firewall? Mac OS X and Windows
include built-in firewalls. Third-party Internet security =
suites also include firewall modules. (_tosppioawo ] | @ureion

@ TRY IT!

Check your Windows computer’s firewall

1. Click the Start button, then click Control Panel. For
Windows Vista, click the Security link; for Windows 7,
click the System and Security link; or for Windows
XP, double-click the Security Center icon. Click the
Windows Firewall link.

Check your Mac computer’s firewall

1. Click the Apple icon, and then select System
Preferences.

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

3. Click the third option, Set access for specific ser-
vices and applications, to turn on the firewall.

4. Click the Advanced button and make sure both
items are checked. Click OK and then close the
Security dialog box.

2. If the Windows firewall is not active, you should check
to see if a third-party firewall is protecting your computer.

3. Click the Start button, click All Programs, and
then look through the program list for firewalls such as
those in Figure 21. If you find a firewall listed, start it
and explore to see if it has been activated.

OAIIow all incoming connections
) Allow only essential services
9 Set access for specific services and applications

Firewall On @ (a

@ Windows Firewall is actively protecting your computer,
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BLOCKING SPYWARE AND POP-UP ADS

Are some Web sites dangerous? When you access Web sites, data  Some pop-up ads contain fake
is transferred to your computer and displayed by your browser. Most of  warnings about viruses, spy-
this data is harmless, but malicious HTML scripts, rogue ActiveX compo-  ware, and intrusion attempts.
nents, and spyware have the potential to search your computer .
for passwords and credit card numbers, monitor your Web- e

FIGURE 23

browsing habits for marketing purposes, block your access to
legitimate Web sites, or surreptitiously use your computer as a
staging area for illicit activities.

Spyware is the most insidious threat. It often piggybacks on
pop-up ads and activates if you click the ad window. Some

WARNING! Your computer may be
infected with spyware
If 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.

Cancel | [ ok |

-
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spyware can begin its dirty work when you try to click the Close
button to get rid of an ad.

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

never click pop-up ads—especially those with dire warnings about your

computer being infected by a virus or spyware! (Figure 23.) To close an ad,

right-click its button on the taskbar at the bottom of your screen, and then ~FIGURE 24

select the Close option from the menu that appears. Most browsers can  Check your browser’s settings
be configured to block spyware and pop-up ads (Figure 24). Your antivirus  to make sure it is blocking pop-
software might offer similar options. up ads.

What other steps can | take to browse the Web
safely? Most 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 ﬁ’:;f

[ & Content Settings M‘

Pop-up Settings:

with ActiveX components. You can also specify how to deal with || [ = ;""w:""mm ’K"":’”"’
HTML scripts, cookies, security certificates, and other Web- || (255 e e e
based data. If you don't want to be bothered by these details, ||| Netfiction: ‘ e —|
however, Internet Explorer offers several predefined configura- ' —
tions for Low, Medium, and High security. Most Internet Explorer |
users set security and privacy options to Medium.

@ TRY IT!

Check Internet security and privacy options :

Internet Options m

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

| General | security | Privacy |cContent | Connections | Programs | Advanced |

Internet Explorer: Click Tools, then select Internet

Options. Click the Security tab. Typically, your secu- 5“;“95 :

rity setting should be Medium. Click the Privacy tab. R

Typically, your privacy setting should be Medium. If Medium

your version of IE offers a Pop-up Blocker, make sure s Tt Gk e v v et

its box contains a check mark so that it is activated. privacy poicy _ _
- Blocks third-party cookies that save information that can

== be used to contact you without your explicit consent
- Restricts first-party cookies that save information that
can be used to contact you without your implict consent

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

Safari: Click Safari on the menu bar. Make sure there ] (lmntn] (atdummie] | ocfoit
is a check mark next to Block Pop-Up Windows. Pop-up Blocker
Chrome: Click the Wrench (Tools) icon, select @ E;Y;"rﬁz.mwwwmmm =

Options, and then click Under the Hood and click the
Content settings button. Under Pop-ups, make sure
that the Do not allow option is selected.

[¥] Tum on Pop-up Blocker

2. If your browser does not seem to offer antispyware
and pop-up blocking, you can use the Start button to
see if one of the security suites listed in Figure 21 has
been installed. If your computer seems to have no
antispyware or ad-blocking software, you might want
to download some and install it.
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PROTECTING E-COMMERCE TRANSACTIONS

Is online shopping safe? Online shopping is generally safe. From time
to time, shoppers encounter fake storefronts designed to look like legitimate
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.

How safe is my credit card information when I’m shopping
online? Online shopping is not much more dangerous than using your
credit card for a telephone order or giving it to a server when you've fin-
ished eating in a restaurant. Anyone who handles your card can copy the
card number, jot down the expiration date, and try to make unauthorized
charges.

That's not to say that credit cards are risk free. Credit cards are surpris-
ingly vulnerable both online and off. Thieves can break into merchant
computers that store order information. Thieves might even pick up your
credit card information 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, is occasionally used by unscrupulous
hackers to intercept credit card numbers and other data traveling over the
Internet.

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. Typically, 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:/ (Secure HTTP) or contains ssl (Secure
Sockets Layer).

@ TRY IT!

Identify a secure connection j [E=TEy ===
a: ) | ) ks v sil bestbuyc., < @ [efe[xla BestBuy,com - Billing and Cu...[ l it 2 2

1. Start your browser and connect

to the site www.bestbuy.com.
Secure https://in URL Look for a lock icon in

2. Select any item and use the Add | the address bar at the
to Cart button to place it in your Billing Address t;’p of t:(‘s wnnd%w,bor on
i i the taskbar at the bottom ek us n stara
online shopping eart E‘E‘Eﬁ%}ﬁﬁ:;‘fz’.‘;:‘;:ﬁ?‘r’r:":r-m of the browser window. - e | [
¥Firdl Nama line Returns
3. Click the Checkout button, i e Mt Hame el

then at the next screen click the “Address Comonte Nood help with
Checkout as Guest button to T mtenl ooz | T ”“'?ﬁ
*City “Etwte = *EIP Code[5 digit) )

reach the screen where you enter
your billing information. Soket 3 Stata

*Country I
UEA

4. At the Bl”lng AddreSS screen, dO Fleaze enter your biling phane number an fike with your credkc card company,
you see any evidence that you're o e
using a secure connection?

L Intarnational Custamears

— Yes, my BILLING and SHIPPING addresses are the same i

5. Close your browser so that you AN
don’t complete the transaction. ﬂ | & ] < B e 1036AM
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ORIENTATION

AVOIDING E-MAIL SCAMS

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 col-
lect money and confidential information from unsuspecting victims. E-mail
scams are usually distributed in mass mailings called spam.

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 25).

! .8 | % | From Subject
L] Winston
2 I.’?.ria Robbert Lunch on Wednesday?

2 Jackiel405@aocl.com Party

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

" Sonja Crowder Receive your Vlagria

] Dwayne Thrman It's new and successful
4| i | +

Welcome home

Is spam dangerous? Some mass mailings contain legitimate informa-
tion, including daily or weekly newsletters to which you’ve subscribed. Many
mass mailings, however, advertise illegal products. Others are outright
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 26) are scams to raid your bank account.

] A CALL FOR ASSISTANCE = |23

File Edit View Tools Message Help
™ Reply #% Reply All # Forward | rm |

From: ABEL MUZENDA <abalmuzenda@hotmailnot.com.rus
Date: Nowvember 1, 2012 10:59 AM

To: YouMustBeASucker@gmail.net

Subject: A CALL FOR ASSISTANCE

I am Mr. ABEL MUZENDA the first son of DR. CHITEPO MUZENDA who

was murdered along with other oppositions by my government on 19th =
November 2009. I obtain your contact from the information desk of a b
very reliable source hence I have decided to contact you for assistance.

Before death of my father, he has deposited the sum of nine millions
three hundred and fifty thousand United States dollars ($9,350,000) in a
security and finance firm in Amsterdam. I am now faced with the burden
of how to secure the investment of this fund. For this reason I seek the
assistance of honest individual who could provide my family with a
United States bank account where this fund could be deposited without
the knowledge of my government.

For your assistance we would give you 20% and the remaining would be -

0-27

FIGURE 25

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 26

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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What’s phishing? Phishing (pronounced “fishing”) is a scam that arrives
in your e-mailbox looking like official correspondence from a major com-
pany, such as Microsoft, PayPal, eBay, MSN, 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:

® 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.

© 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 transmit-
ted to a hacker’s computer.

° A message that’s obviously spam, but contains a convenient opt-out link.
If you click the link believing that it will prevent future spam from this source,
you'll actually be downloading a program that hackers can use to remotely
control your computer for illegal activities.

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-mail-
box. Spam filters are far from perfect, however, so don’t assume everything
that gets through is legitimate. Use your judgment before opening 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 www.microsoft.com and
click Security & Updates.

@& TRY IT!

Arm yourself against e-mail scams 3 Safety Optiors )
et _ :

1. Start your browser and connect to the site Cplions | Sefe Senders | Blocked Senders | nemational | Phishing | Secuty|

www.millersmiles.co.uk. Browse through the list of . Windows Live Mai can mave messages that appearta be junk emal o

recent phishing attacks. michl ik Byl foicer.

Chaose the level of Junk 2-mail protection you want:

2. Open your e-mail software and find out if it includes (7 No Automatic Fikering. Mai from blocked senders ks st moved to the
spam filters. You can usually find this information by click- oo minns

ing Help on the menu bar and then typing spam filter in
the search box. |

(71 Low: Mowve the meat obvious junk &-mail to the Junk E-mall folder.

@) Hegh: Mozt jurk e-mal ia caught, but some regular mail may be caught 22
well. Check your Junk E-mail folder often

3. Explore your options for configuring spam filters. If (%) Safs List Orly: Only mai from pacpls or domains on your Safs Sendare List
you use Windows Live Mail (shown at right), you can W BedenTicd b o iy

find these settings by clicking the Menus button and i : s

then clicking Safety options. Check the settings for o i A
ipam filtttehrs gr;]_thhe_ Optti%ns tab, and then check the set- (P it jurk il Nkt e pariners. ecomimended)

ings on the Phishing tab.

Spam filters sometimes catch legitimate mail and group [ ok ][ cocad |[ sony |
it with junk mail. You might want to keep tabs on your '
spam filters when they are first activated to make sure
they are set to a level that eliminates most unwanted
spam without catching too much legitimate mail.
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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 crimi-
nals. 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.

What’s the problem with having my personal information in a
few databases? The problem is that many companies share their data-
bases 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.

Can | control who collects information about me? To some extent,
you can limit your exposure to future data collection by supplying personal
data only when absolutely necessary. When filling out online forms, con-
sider 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 prom-
ised 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 27).

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 prac-
tice. 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.peopledata.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 27

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:

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

e Delete cookies and browser
history.

e Avoid using public comput-
ers for financial transactions
such as filing your taxes.

e Reboot the computer before
you quit.

e |f you're using your own por-
table apps from a USB drive,
make sure your computer is
running antivirus software.
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SAFE SOCIAL NETWORKING

What’s the risk at sites like Twitter, Facebook, and LinkedIn?
A prolific Twitter user with 650 “friends” had a nasty surprise one morn-
ing. 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 networking 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.

How do | stay safe and keep my stuff private when using
social networking sites? The first rule of social networking 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 provides
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,
including blogs, chat rooms, and virtual worlds such as Second Life. 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 faking illnesses. 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.

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
privacy 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.

Copyright 2011 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.



Licensed to: iChapters User

ORIENTATION 0-31

ONLINE PRIVACY AND SAFETY GUIDELINES

What should | do? Online safety and privacy are becoming one of the
most important aspects of computer use today. The average consumer has
to remain constantly 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 notebook computer screen could be remotely
controlled 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-
essarily private, you've got the right outlook. You can use the guidelines in
Figure 28 to keep track of your personal data and stay safe online.

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

e Don't leave your computer unattended in public
places.

e Run antivirus software and keep it updated.

e Install software service packs and security patches
as they become available, but make sure they are
legitimate.

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

e 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.

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

e Don't click pop-up ads.

e |nstall and activate antispyware and ad-blocking
software.

e Do not reply to spam.

QuickCheck

FIGURE 28

Online Privacy and Safety
Guidelines

e [gnore e-mail offers that seem too good to be true.

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

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

® 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.

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

e 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.

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

e Cover the webcam on your computer with a piece of
tape when it is not in use.

SECTION C

1. Internet security suites usually include antivirus 4. E-mail scams are usually distributed in mass
and antispyware tools. True or false? |:| mailings called | | .
2. | |software can block intru- 5. Using opt-out links is the most secure and

sion attempts such as hacker probes. dependable way to reduce the amount of spam

you receive. True or false? |:|

° CHECK ANSWERS

3. Most Web browsers include settings for blocking

pop-up ads. True or false? |:|
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secTioN D

ELECTRONIC VERSIONS of your textbook are designed to be

portable, interactive learning environments. This section offers an interac-
tive overview of the popular BookOnCD.

BOOKONCD BASICS

What is the BookOnCD? The BookOnCD is a multimedia version of
your textbook with photos that come to life as videos, diagrams that become
animations, screenshots that open to guided software tours, and computer-
scored activities that can help improve your test scores.

What’s the most effective way to use the BookOnCD? If you're
accustomed to reading documents and Web pages on your computer
screen, you can use the BookOnCD for most of your reading and study-
ing. As you work through a chapter, you'll be able to view the multimedia
elements in context and take QuickChecks at the end of each section. If
you prefer to read from your printed textbook, you can start the BookOnCD
whenever you want to view a multimedia element or work with a computer-
scored activity.

How do | start the BookOnCD? To start the BookOnCD on any
Windows computer, follow the instructions in the TRY IT! box below. If you
have an OS X Mac, skip to the instructions on the next page.

@& TRY IT!

Start the BookOnCD

QUESTIONS?

Additional FAQs about the
BookOnCD are posted at www.
infoweblinks.com under the
Technical Support link. You'll
find information on topics such
as what to do if the CD doesn’t
start, and how to use the
BookOnCD in a computer with-
out a CD player.

The BookOnCD allows you to save your scores for

QuickChecks, practice tests, and other activities, but

1. Insert the BookOnCD into your computer’'s CD
or DVD drive, label side up.

for this session you do not need to track this data.

4. To disable tracking for now, make sure the box

page of Chapter 1.

next to Save Tracking data is empty. If the box con-
tains a check mark, click the box to empty it.

5. Click the OK button. The Tracking Options dialog
box closes and the BookOnCD displays the first

[ om Frospecios 1n Cormputer Cancaphs. 2000

[T
fir—

L, o . a

2. Wait a few seconds until the BookOnCD

NEW PERSPECTIVES

has loaded.

To disable

3. When the main Computer Concepts screen
appears, proceed to step 4.
® |f an Autoplay box appears, select Run

tracking for a

session, make
sure this box is
empty.

M racking ke seiected. vt ol ot e s

BookOnCD.exe.

® |f the CD does not start automatically, click the
Start button, click Computer, and then double-
click the CD or DVD drive icon.

St s cra bt s, sna e G s,
Crua s Toshing

O ctwnnt Tuctmg e

Ta et Ting e
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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 BookOnCD
just as you would on a Windows computer.

If your Mac runs only OS X, you can still access the digital textbook by per-
forming a simple conversion process. It takes just a few minutes; and when
the process is complete, you'll have all the BookOnCD files on your Mac’s
hard drive. You can launch the book right from there, or you can copy the
files to a CD or USB flash drive if that is more convenient.
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How do | convert the BookOnCD so it works on a Mac? Make
sure you have the BookOnCD supplied with your textbook, then use
your browser to connect to www.mediatechnicscorp.com/pub/samples/
NP2012MacPac.htm and follow the instructions. When the MacPac page
appears, you might want to print out the instructions so that you can easily
follow them.

The MacPac file is about the size of two or three iTunes songs, so it does
not take long to download it. Once the file is downloaded, follow the rest of
the instructions to get your MacBookOnCD ready to go.

How do | start the MacBookOnCD? The setup process puts a
MacBookOnCD folder icon on your desktop. The TRY IT! below guides you
through the startup process.

@ TRY IT!
Start the MacBookOnCD ' SR R N
ano [ZINP2011 BaokOnCD =]
THESE INSTRUCTIONS ARE FOR MAC D i [m et o | %- 1. Double-click the
OS X USERS ONLY! e S NP2012 BookOnCD
1. Make sure you have an NP2012 e 5% BookOACD.exe | folder icon.
BookOnCD folder icon on your Mac desk- e 4 baokancd.ni 4x8
top. If not, refer to the material at the top of . £ BookOnCD.key 4x8
this page for instructions on how to convert 1 e 300kONCD .2 M
your BookOnCD to run on the Mac. ;Efx T macaglconcp.app.tar 162M8 -
2. Double-click the NP2012 BookOnCD vseamonron 5= , i
desktop icon. (1) Today + 4 2. Double-click 0GR & 77 Mahakbncn
MacBookOnCD.
3. When the Finder window appears,
look for the MacBookOnCD program.
NOTE: You might also have a
BookOnCD.exe program, but that is NOT y e Hab Links LM e s SunddsPR
the program that runs on the Mac. This is S — e e e
the Windows version of the BookOnCD. ? ;
4. Double-click MacBookOnCD and your 1 ( omputers and i
digital textbook should open and display s i Digital Basies
the Tracking Options dialog box. o
b
The BookOnCD allows you to save your © sicwon
scores for QuickChecks, practice tests, e e g RO
and other activities, but for this session s | vt s s el
you do not need to track this data. © s==n R A0S A Y
: e i 7 e e
5. To disable tracking for now, make sure o o ot i AR e S
the box next to Save Tracking data is 0 s - :E;ﬁ::‘;:ﬁ=mmm
empty. If the box contains a check mark, 5 St e A s
click the box to empty it. = e T e
& Why I mCDOrETS TE IEMPUIETS FE ONG s
6. Click the OK button. The Tracking o== L s o e e
Options dialog box closes and the : 5
BookOnCD displays the first page of A
Chapter 1.
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How do | navigate through the book? The BookOnCD menu and
toolbar, near the top of the screen, contain tools you can use for navigation.
The Next and Back buttons turn one page at a time. To get to the first page
of any chapter, you can select it from the Contents menu.

FLASH PLAYER

The BookOnCD requires
Adobe Flash Player for display-
ing labs. The Flash Player is
installed on most computers.
If the BookOnCD cannot find
your Flash Player when it starts,
you'll be directed to go online to
download and install it.

The BookOnCD 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 exam-
ple, you can use the Go to Page option on the toolbar to jump right to it.

What are the other menu and navigation options? The menu bar
includes a Web Links menu with options that open your browser and con-
nect to InfoWebLinks, the NP2012 Web site, and the Course Technology
Web site. 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 instructor has
not posted annotations, the button will not appear.

FIGURE 29

Key Features of the BookOnCD
Menu Bar and Toolbar

How do | exit the BookOnCD? When you have completed a ses-
sion and want to close the BookOnCD, you can click the button in
the upper-right corner of the title bar (Windows). On Mac OS X, you can
click MacBookOnCD on the menu bar and select Quit. Figure 29 helps you
locate the Close button and BookOnCD 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

p—
0 New P chapter you select.
File Contents WeblLinks Help
| Glossary. | Practice. Jost L Chizp Goto Page .J—MQ—
| A L
“ =
The Glossary but- ( - To i ~
jump to a spe The Close
ton helps you look 1 O ll)lll cific page, enter the button closes
up key terms. I—). . l page number in the the BookOnCD
. < . ll.i'l {[I B box, then click the on Windows
Wi Commas = button. computers.
O secTiona T
@& TRY IT!
Open a chapter and navigate the BookOnCD
1. Click Contents on the menu bar. The
Contents menu appears. e e |
Fim Comenty YWeblmia  eip
2. Click Chapter 2. — _ . —
3. When Chapter 2 appears, click the Next 2 y
button twice until you see page 56. R Har Use the scroll bar to ‘
o >
4. Click the Back button twice to go back to scroll down the page.
the first page of Chapter 2. " e
5. Click the white box on the right side of Go to o e
Page. Type 89, then click the Go to Page & 0 mour iy T
button. LS S

The ° icons indi-

6. Click the € Go to Page button. Now you
should be back at the first page of Chapter 2.

cate clickable links to
sections, labs, and other

. e | activities on the CD. R
7. Scroll down the page until you can see the i L g

Chapter Contents listing. As shown at right, 5 sty
you can use this list to quickly jump to Sections Oy

A, B, C, D, or E; Issues; Computers in Context; e

labs; and end-of-chapter activities.

e prsisle?

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

MULTIMEDIA AND COMPUTER-SCORED ACTIVITIES

What kinds of multimedia are included in the BookOnCD?
Figures in your book marked with the O icon morph into multimedia
screentours, animations, and videos. A screentour takes you on a guided
software tour—even if you don’t have the software installed on your com-
puter! Animations and videos visually expand on the concepts presented in
the text.

How do | access screentours and other multimedia? To access
multimedia elements, simply click the © icon while using the BookOnCD.

Which activities are computer scored? Figure 30 lists the
BookOnCD activities that are computer scored. You can use these activi-
ties 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!

0-35

FIGURE 30
BookOnCD Computer-scored

Activities
Pre-assessment Quiz
Interactive Summary

Interactive Situation
Questions

Practice Tests
Concept Map
QuickChecks
Lab QuickChecks

Explore multimedia and computer-scored
activities

COMPUTER HARDWARE

1. Use the Go to Page control to jump to page
79.

2. On page 79, Figure 2-24 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 BookOnCD page. To restart

Reag-wnte head

Hard disk platiers and read- -5
‘write heads are sealed inside

the drive cas= or cariridge o

screen out dust and ather con-

tammants. (0} The viden for this

figure in your digital s=xtboak

shows how @ hard drive works.

and what happeans when a hard

digk crashas.

the video, click the ° icon again. v

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
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
head to magnetize parti

thal represent data.
3. Ahard desk anive that is rated 5t a speed of 7

1. Access is typically fa
for random-access devices than for sequen
access devices.

7. When you have answered all the questions,

click the o CHECK ANSWERS icon. The com-
puter indicates whether your answer is correct

QuickCheck i

Correct 9

|0 You answered this question correctly. i

will give you faster acce.
o your data than a drive rated at 54 (Reddat

a

or incorrect. RIESEOITITR:A

Click the OK button to | @ crecs answens
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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0-36 SECTION D

NEW PERSPECTIVES LABS

What about labs? Your textbook gives you access to two kinds of labs.
New Perspectives Labs are part of the BookOnCD. Student Edition Labs
are located at the NP2012 CourseMate Web site. You'll learn how to access
Student Edition Labs in Section E.

New Perspectives Labs give you hands-on experience applying concepts
and using software discussed in each chapter. Labs on the BookOnCD 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 in the Lab section of each chapter. Your instruc-
tor might require you to complete these assignments. You can submit them
on paper, on disc, or as an e-mail message, according to your instructor’s
directions.

How do | launch a lab? First, navigate to the lab page using the New
Perspectives Labs option from the Chapter Contents list or type in the cor-
responding page number from the printed book. Click the lab’s ° icon to
start it, as explained in the TRY IT! below.

@ TRY IT!

Open a New Perspectives Lab

1. Click Contents on the BookOnCD menu bar and
select Chapter 1.

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 [2 button
to continue to the next question. Complete all the

2. Scroll down to the Chapter Contents list and click ” : .
QuickCheck questions for Topic 1.

° New Perspectives Labs.
7. For this TRY IT! you don’t have to complete the

3. When the New Perspectives Labs page appears,
click ° Operating a Personal Computer.

4. The lab window opens. Click the & button to view

entire lab. When you are ready to quit, click the El
button.

8. Click the E button again. Your Lab QuickCheck

objectives for Topic 1. results are displayed.

5. Click the [2J button again to view page 1 of the lab. 9. Glick the OK button to return to the BookOnCD.

Read the information on the page, and then continue
through the lab, making sure to follow any numbered
instructions.

™ Mew Peripectives an Computer Concapta, 2012 = ek ]
Fle Coments Webliks Help - —_— —
Lomsisuiy | imies oy iy dessies  ad e ieeod

You can select a screen
saver and you can specify
when it should appear.

On the BookOnCD

° OFERATING A PERSONAL COMPUTER

jow to start 8 Windows compules
* [Wmat 1o do when a computar is in sieap mode

To select a screen saver:

D WORKING WITH BINARY NUMBERS

* The difference between the binary numter sysiem
and tha decimal nurmbar sysiam

12 Right click anywhere on
the Windows desktop.

* How 10 count in Bnary

H . * How to conved decimal numbers into hinar . =
Click to start |fesensser g y 23 Click the Properties
the lab. I:‘::. ';::I.IQ:;E:?;: * How to convert binary numbers inte decimal option.
numbars
= The differance beiween forward and backward * HOW 19 Use the Windows Calculatar to convert 3: Click the Screen Saver
slashas numbets tab - -
SR e — * How o wark with pawers of twa : Use the lab navigation
" H o close A program (hat m ot responding H
* ¥Whan to uss the rese! butlan 1. Stari the inleractive part of the lsb. Make sure bUttons for preVIous page’
You've enabied Tracking i pou want b save i
= How 1o shut down Windows your CuckCheck resuts. Perform aach i stap next page, and exit.
as drecied, and answer all the lab OuickCheck
. . questions. When you exil the lab. your answers
E :'::':‘::;I:’:"':i'm;‘;' ;:I: '::"m:'_::"' e aulomatically graded snd your resulls are
your QickCheck remwits. Perform each lab step S
i rncied, and srmwer f the lsb OuckCheck  # Using papar and pancil, maraly convart fhe
questians, When you e the lub, your srewers faliowing decimal numbers inta binary numbers. Page 13 i!
arn aulomateslly graded and your results arm Your irsirucior might ssk you i show the procesa TORIC 2
dspayes thal you used for sach conversicn -

a 100 b, 1,000 & 256
d.37 uidf 2

2 Make a note of the brand and location af the
p— computer you'te usng to complets these lab

e R
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ORIENTATION 0-37

TRACKING YOUR SCORES

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.

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.

& TRY IT!
Create a Tracking file Create Tracking File ]
|15 g/laelze Sl yEL 2k OmED First ) c Enter the information
pen- Ifl name: am requested. In this box,
2. Click File on the BookOnCD Last name: Jones enter a unique identi-
: fication, such as your
TETIH (917, (O B R D Student ID: 123456789 <€——{ student ID number.

Tracking Options.
3. When the Tracking Options

dialog box appears, click the }

Create button.

4. When the Create Tracking
File dialog box appears,

Clazz Section: C5C104

enter the requested data “* Save As
(see illustration at right), then N
click Continue. The Save As Savein: | Documents - @F = mE-
(Windows) or Save (Mac) dia- == Name Date modif... Type *e Tags
log box appears. el If you want your Tracking file located
5. Use the dialog box to specify Recent Places somewhere other than the Documents
the locatita and rBme fdk vold folder, click this button and then select a
Tracking file. (See the ill }; ! device and folder. Write down the location
| et ) Ll ( D 3 (EREr Desktop so you don't forget it!
tion at right for Windows or the
illustration below for Macs.) B“
I

6. After selecting a name and doja
location for your Tracking file, Enter a name for your
click the Save button. [[5,._4.' Tracking file. Your Click Save

F 7 Computer instructor might supply to create
7: Back at the Tracking Options P! guidelines for this step. the file.
Q|alog box, make_ sure there [
is a check mark in the box <z, v
labeled Save Tracking data, MNetwork \
then click the OK button. Now Fie name: v [see ]
your Tracking file is ready to Saveastype: | Tracking Fies ('tk3) - [ Cancd |

receive your scores.

Enter a name for your
Tracking file. Your

instructor might supply
guidelines for this step.

Click this button t if
Save As: | tracking-123456789 | 3| the tocation for your

the location for your
Tracking file. On the Mac,

Where: f (@] Documents |-5-l < ;hoeoc??;’:ar?iz:ts folder is a

Click Save to
( Cancel ) (€ Save ) < create the fle.
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0-38 SECTION 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
Tracking Options, your scores will be saved.

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.

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

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

Thersday, February 15 ©: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 Name: Sam Jones
the BookOnCD toolbar. Stdent ID: 123456789
Class Section: C2EC 1014
2. The first question of a ten-question Traclng file: Documents\tracking. 123456729 3
Practice Test appears. Answer the question,
then click the Next button. Correct: a
3. Answer the remaining questions, then ;:ﬁf::%mble' ;g -
click the Check Answers button.
4. When you see your score summary, click :: Q_ue.-;ligru Your Answer _Stm‘edAs Review Page
the OK button. You can then step through The  comversionprocess

allewrs photos, seunds, and other media to

trawel over the Internet as ASCTI text e-madl
1 attachments, MIWE Cotrect 34
2 |AURL never contains af) . B [Comect |26

Personal computer systems typically mchide
the following devices EXCEPT

each of your answers or view a study guide.

5. Click the Study Guide button. A browser
window opens to display each Practice Test
question, your answers, and corresponding
page numbers in your textbook. 3

6. Close the Study Guide by clicking the iemm!;mm g;giﬂableuf:m .
= : | desktop computers, tablet comput
button on your browser window

(Windows) or clicking the browser name in
the Mac menu bar and then selecting Quit. =

Sunday. August 24 PM
7. Click the Close button on the Practice Test
window to close it and save your scores.

A Incorrect 10

Tracking Report

New Perspectives on Computer Concepts

View the contents of your Tracking file

1. Click File on the BookOnCD menu bar.

2. Click View Tracking Report. Your com- ST s

uter opens your browser and displays a et Iy Haiee
P : Class Section: CSC 101A
summary score for the Practice Test you retih g

X racking file: Macinosh
completed. The list of summary scores HD:Users Sam:Documents:tracking- 123
grows as you save additional Practice 45678913
Tests, QuickChecks, Interactive Summaries,
Interactive Situation Questions, and Lab Points | Points
QuickChecks. # | Activity Date | Time | Earned || Possible |Score
7:16

3. To close the Tracking Report, close the ] NP2012 Chapter 01 Practice Test |[8/24 ‘PM 3 10 ‘nomse

browser window (Windows) or the TextEdit
window (Mac).
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ORIENTATION 0-39

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.

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 instruc-
tor. If your instructor’'s computer malfunctions and loses your data, you can
resubmit your Tracking file. It is a good idea to back up your Tracking file
using the Back Up Tracking File option on the File menu.

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 through

-
O
o+

©
=

-

)
o
O

WebTrack.
& TRY IT!
Sen(_i your Tracking data and send T s Ty SlEL "
a chirp Fia Cortenis Web Links el
Wsneg, | Fiosss lag L rioinge il LD doci visn )
1. Click File on the BookOnCD menu 3 Skl it St i oL S e R P by Make sure your
bar, then click Submit Tracking Data. the AL, The siep in this cycks ses summarized n Figure 1.38 instructor's WebTrack
e | ID is entered here.
2. Make sure your instructor’s i e G m—
. ——
V\'/ebTrack'address is gorrectly P —
displayed in the Tracking Data mprstiustar@schast ed
Destination dialog box, then click o g A 2 Execue E‘li'"uifg'ﬁ%i?ﬁm??d&.?;&?ﬁi I
Continue. i : L '
What role does the control unit play? The instructions that & com- ‘.
3. Your computer opens a browser puter i supposed 1o racess for 8 pariculie program are heidinmamery. L
window, makes an Internet connection oo oprincsmadebsimes Srmmtonalym it |5 I T
, , e mercprocestascontrlncaled n ascton || Seng b vt e et
and contacts the WebTrack server. s acirges i 5 mrction et From . o ottt can || ek s myoor ko,
provessin, Figre 135 et you siaios the s il pr. | Yot mesiage
4. When the WebTrack screen ' ey vt ST T
appears, make sure the information | T
displayed is correct, then click the ' “
Submit button. ‘
5. When you see a message that con-
firms your data has been submitted, Enter your
. question here.
you can close the browser window.
6. To send a chirp, click the Chirp but-

ton on the BookOnCD toolbar.

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

8. Click the Send button.
9. Close your BookOnCD.

QuickCheck SECTION D

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

into multimedia screentours, animations, and | |fi|e.

videos. True or false? | 4. New Perspectives | | are
2. When you use the NP2012 BookOnCD, a(n) divided into topics and each topic ends with a

| | button appears if your QuickCheck.

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

your instructor. True or false? |:|

° CHECK ANSWERS
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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 NP2012 CourseMate Web
site, you'll find targeted learning materials to help you understand key con-
cepts and prepare for exams.

WEB SITE RESOURCES

What’s on CourseMate? The New Perspectives NP2012 CourseMate
Web site includes an eBook, concept quizzes, games, and even audio files
that you can download to your iPod or other portable device. Figure 31
highlights the features you'll find on the NP2012 CourseMate.

FIGURE 31
NP2012 CourseMate Features

|

oo

Concwgts 2012 = Windows intemat Explorer

v | 42 | ¢ |49 Geogic
[ I B

uu [2 arprsiee llege cengage.com; site_engine SI4ATTIET4 me_quiz/:shell

Ur Feverites 2. NP2012 C o ov Pagew Saletyw Teclsw e

-
# CourseMate

: -
e w Computer Concepts 2012
! 2012 b L. %
Selscl Chapter ||

""""""

s (T, | sl— Welcome to the NP2012

@:moueﬁnou COU[SGM ate

c Chapter Overview CourseCast ::u.:n I.:}oul onling aBouk

Detniled Otpectives : ﬂ:}";nll‘f:f

Concapt Quz

a Student Edibon Labs I =

ﬂ Glossary

a Gamey

(&) Techrerm Flashcards i

S & Irtemet | Proteced Mede: On fu v Rox -

eBook Chapter Overview CourseCasts Student Edition Labs

The NP2012 eBook gives you
access to your textbook from any
computer connected to the Internet.

Detailed Objectives

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

TechTerm Flashcards

Make sure you understand all of
the technical terms presented in
the chapter.

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 concepts
terms from the chapter.

Concept Quizzes
Check your understanding and ability
to apply concepts.

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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ORIENTATION 0-41

WEB SITE ACCESS

How do | access the NP2012 CourseMate? You can get to the site
by opening your browser and typing www.cengagebrain.com.

Do | need a password? The first time you connect to CengageBrain,
sign up for an account. When you have completed the short registration
process, enter the ISBN for your book, and if you have an access code,
enter it, too. Your materials are added to your dashboard for easy access.
Click the link for the NP2012 CourseMate. From there, you can click links
to each chapter’s activities and information.

@& TRY IT!
First-time users can
Access the NP2012 CourseMate - | click this link to set up a [E===
€3 - ewsemen. []c]d| CengageBrain account. [
1. Start your browser. e

Welcome ¢

Login Sign Up My Cart(2)

[ New Tab | GEL m SarahSmith@schoal edu

2. Click the address box and type:

= C O www.cengagebrain.com

s Ra'nEﬂT' Me _|09 lll
Make sure to use all lowercase letters,
insert no spaces, and use the / slash, not Once you have a
the \ slash. CengageBrain account,
you can enter your user
name and password to
access the site.

3. Press the Enter key. The CengageBrain
screen is displayed.

4. If you are accessing CengageBrain for — E = :
the first time, click the Sign Up tab and fol- — - il dnd
low the instructions to create your account. —

5. Once you've created a CengageBrain
account, you can log in by entering your

user name and password, then clicking P =T
the log in button. aS et et HRIE & — "
Foeites 7 WP2OTD G~@ - v Pagee oty Toshw e

6. In the Add a title to your bookshelf box,
enter the ISBN for your book and follow
the links to add it to your bookshelf.

7. Once the title is added, you can look
for the link to the CourseMate on the
right side of the dashboard. The NP2012
CourseMate Welcome screen contains

links to activities for each chapter of the it W Welcome to the NP2012
textbook. Use the Select Chapter button g e EOU'SEMI‘_‘[IE‘
to access Chapter 1. Your browser dis- - B

Use the Select 8 And e

plays links to activities for the first chap-

d hapt tton t
ter in your textbook. Chapter button to

access Chapter 1.
8. You can always return to the Welcome L
screen by clicking the Home button on ’
the Chapter toolbar. Click the Home but-
ton now.

-4 ) Intwrmat | Erinstect Moo Cin § v HuoN -
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0-42 SECTION E

COURSEMATE WEB SITE TOUR

How do | use the resources at the NP2012 Web site? The
NP2012 CourseMate Web site is designed to help you review chapter mate-
rial, prepare for tests, and extend your understanding of various topics.

The Chapter eBook contains text and figures from the printed textbook, vid-
eos, guided software tours, and InfoWebLinks.

The Chapter Overview presents a high-level introduction to chapter high-
lights. Use it as an orientation or as a quick refresher before an exam.

If you like a challenge, use the online games as a review activity; you'll get
high scores if you understand the chapter material.

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

STUDY TIP

Activites in the NP2012 eBook
are for your own practice.

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!

Can | submit scores from CourseMate activities to my instruc-
tor? Your results from various CourseMate activities are automatically
recorded for your instructor using the Engagement Tracker. You do not
have to take any additional steps to send scores.

Follow the steps in the box below to explore the NP2012 CourseMate and
find out how to view a summary of your scores.

@ TRY IT!
Explore the NP2012 CourseMate

They are computer-scored, but
your scores are not sent to the
Engagement Tracker.

1. Connect to the NP2012 CourseMate, and use the —
Select Chapter button to access Chapter 1. ]

2. To listen to a CourseCast on your computer, click the

Daft Management 9e, 2009
g

Chapter Overview CourseCast link. You might have

Answer the questions by using your keyboard or by
chicking your mouse. The quicker you answer, the
higher your score will be. An Incomect answer choice
- 2nd 50% of e time

to wait a bit for the overview to begin, depending on the

speed of your Internet connection. If you want to store a | wl be remaved af

CourseCast on your computer or portable music player, :wmwm“'_ scpaquesionby
right-click the link, click Download Audio, and then D SIS e R
select a location for the CourseCast file. When you are Gick the Start bution when yoira ready o begin. @
ready to continue the tour, close the audio window. = - - =

3. Click the Games link and select the one of the
games. Try your hand at a few questions, and then go
back to the Chapter 1 page.

Online games provide a fun way to
review chapter material.

4. Click the Concept Quiz link. Complete a quiz and
then click the Done button.

5. Check your answers and note your score. You can
click the magnifying glass icon to see more details for
each question. Your score is saved by the Engagement
Tracker.

6. Look for the link to the eBook and click it. Use the
Next page and Previous page buttons to navigate page

by page.

7. Jump to page 6 and scroll down the page, if neces-
sary, until you can see Figure 1-4.

8. Click to start the software tour.

9. When the tour ends, make sure that you can see the
CourseMate menu.
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ORIENTATION 0-43

STUDENT EDITION LABS

How do | access Student Edition Labs? Student Edition Labs help
you review the material presented in the textbook and extend your knowl-
edge through demonstrations and step-by-step practice.

@& TRY IT!
Work with Student Edition Labs

1. Make sure you’re connected to the
NP2012 CourseMate, and use the Select T

Chapter button to access Chapter 1. Selecting Labs and Topics
‘Working with Modes

2. Click the link for Student Edition Labs. Training Modes: Intro The first time you work with
Training Modes: Cbserve Overview the Student Edition Labs, you

3. Take a few minutes to walk through the Otserve Auio Setiings can find out how to use them

section Guide to Student Edition Labs. T;ﬁ":;:”:ﬂw effectively by stepping through

. . Trainias Mok Riloni Evsvhins the introduction, Guide to

4. Click Select a Lab and then click s Student Edition Labs.

Understanding the Motherboard to start System Requirements

the lab.

5. Complete the first section of the lab,
including the Intro, Observe, Practice, and
Review activities.

6. When you’ve completed the review
activity, a report containing your results
is displayed. Use the Print button to print d .
your report, or return to the NP2012 LT T 2 e, o s the crrets o a el o,

t ther Rrctions. The motherboed sl o st

CourseMate. O Select eah link in | e
7. Exit the lab by clicking the Exit but- g order to complete
. . = all the lab activities.
ton in the upper-right corner of the lab e - F
window. Espmrnaan Sets s Esqarmces Conds ? .

[ o p——

Use the audio control
buttons to start, pause,
or rewind the narration.

Current Selection
Cick: the Pry button to beon; then s the Nt Previous, and Play buttons to moe to and play the screens you want. Ta plry
scrmere: without stoporeg, chk he Play A1 button at ary time, Lspend smeny, ard then

ik (e Pl bastinn 1o resume, When pou ane rished. ook Fractios in the top right of the sreen for hands-on eperence wih the

QuickCheck SECTION E

1. To access the NP2012 CourseMate, you need 4. The Chapter Overview | |

a user name and password. True or false? is a five-minute audio presentation of chapter
] highlights.
2. The| |Tracker automatically 5. The Student Edition | | help
records your scores. you review through demonstrations and step-by-
3. When you're at the NP2012 CourseMate, you step practice.
can use the| | button to dis-
play the Welcome screen. Q© cHEck answers
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