Computer Concepts

Introduction

Advances in technology happen daily, and our  world is now one of enhanced  telecommunications.

Personal computers, laptop or notebook  computers, and cell phones that send and  receive email are now commonplace.

Computers in the Office Setting

Computers assist workers by:

Performing repetitive tasks

Reducing errors

Speeding up production

Recalling information on command

Saving time

Reducing paperwork and storage space

Allowing for more creative and productive  use of time

Errors and Help

Computers may respond to input from the  user by displaying an error message.

Usually, the computer tells the user what to  do to correct the error.

Help menus are available to assist the user.

Other Sources of Help

Software websites

Help lines

Technical support lines
Online chat with technical support 

Email



Help menus within software 

Using the Computer

Know computer terms.

Follow step-by-step instructions.

Have reasonable expertise on the keyboard.

Read the dialog boxes that pop up on the  screen.

Practice often, and explore new features.

Use the tutorials that are written into the  programs.

First Steps

Turn the computer ON!

The computer begins a processing sequence,  which is called “booting.”

The boot sequence is a set of operations that  the computer performs that loads the  operating system and prepares it for use.

Icons

Once the computer is on, the desktop will  appear and various icons will be displayed.  By double-clicking on an icon, the user  opens the program associated with it.

Basic Computer Functions

Formatting a Disk

Most of the disks purchased today are  pre-formatted.

Formatting can be erased if the user desires.

Formatting divides the disk into tracks and  sectors

Creating a Folder

Right-click on a clear area on the Windows  desktop.

Select “New.”

Select “Folder.”

Name the folder.

New folders can also be created inside other  folders by right-clicking inside the dialog  box.

Drag and Drop

Click on the document icon, and hold the  left mouse button down while dragging the  document .

Drag the document to the location desired,  or on top of the folder in which it is to be  placed.

Release the left mouse button.

The document should be in the correct  place.

Copy a File

Right-click on a file.

Click “Copy.”

Open the folder where the file is to be  placed.

Click “Paste.”

A copy of the file will be in the new location.

Deleting a File

Right-click on the file or folder to be  deleted.

Click “Delete.”

The folder will be moved to the trash folder.

If the document was deleted by mistake, it  can be retrieved from the trash folder on the  desktop unless the trash folder has been  recently emptied.

Renaming Files

Double-click on the file name.

Type in the new name.


OR

Right-click on the file or folder.

Click “Rename.”

Type in the new name.

Cutting, Copying, and Pasting Text

Highlight the text that is to be moved.

Right-click on the highlighted text.

Click “Cut” or “Copy.”

If cut is clicked, the text will be deleted.

If copying text, place the cursor where the  text is to be placed.

Right-click.

Click “Paste.”

Finding Files

Use the “Search” mechanism to find files.

In Windows, click “Start” then “Search.”

Click on “Documents” or “All files and  folders.”

Type in keywords that pertain to the file.

Click “Search.”

Finding Words within Documents

Copying an Entire CD or Disk

Click on “Start.”

Click on “My Computer.”

Find the drive that contains the CD or disk.

Right-click on that icon.

Click “Copy.”

Open the folder to which the CD or disk is to  be copied.

Click “Paste.”

Exiting a Program and Shutting  Down a Computer

Click on the “X” at the top right-hand part of  the screen.

Click on “Start.” 

Click on “Turn off computer.”

Click on “Standby,” “Turn off,” or “Restart.”

Input

Information entered into the computer is  called input.

Input Devices

Scanner

Mouse

Keyboard

Voice recognition systems

Output


Anything that exits the computer is called output.

Output Devices

Printer
Monitor

Speaker
Scanner

Modems

Processing

The act of manipulating the data that are  currently inside the computer to carry out  certain tasks is called processing.

Storage

The act of retaining data or applications is  called storage.

Storage Devices

CDs

Diskettes

Zip drives
Flash drives


Types of Computers

Desktop
Laptop





Notebook
Embedded 

Mainframe
Personal Digital Assistant (PDA)

Parts of a Computer

Microprocessor

Central unit that contains logic circuitry

Brain of the computer

Interprets instructions from programs

CPUs are differentiated by three elements:

Bandwidth

Describes how much information can be  sent over a connection at one time

Clock speed

Determines how many instructions per  second that the processor can handle

Instruction set

Set of instructions that the microprocessor  can execute 

Monitor

Similar to a TV screen

Most are color and high-definition displays

Allows instant feedback on computer entries

Keyboard

Usually the primary input device

Contains letter keys and special function  keys

Wave keyboards are ergonomically designed

Wireless keyboards operate without  connection to the CPU

Mouse

Attaches to the CPU

Wireless models operate without cords

Allows user to navigate around screen  quickly and click on links to access  information and documents

Printer

Output device

Can be wireless

Often multi-functional, serving as printer,  scanner, FAX machine, and copier

Inside the Computer

Motherboard

Main circuit board for the computer

Other devices are attached to the motherboard

Disk Drives

The hard drive is a disk inside the computer  where programs and the operating system  are stored.

Expansion Boards

Devices that give computers added  capabilities

Allow the user to add other devices to the computer

Software

Software is the programs and utilities that are  loaded into the computer and used to carry  out work performed by the machine.

System Software

Serves as the operating system for the  computer

Allows the computer to carry out the  functions it performs

Examples: Windows XP, Linux, DOS

Application Software

Designed to perform specific tasks

Programs that carry out work done by users  of the computer

Example: Microsoft Office

Modems

Short for modulator-demodulator

Device over which data can be transmitted  via telephone lines or other media, such as  a coaxial cable

Can be internal or external

Peripheral Devices

Peripheral devices are not necessary for the  operation of the computer.

Scanners

Digital cameras

Webcams

Zip drives

File Formats

For photographs—.jpg
For scanned images and illustrations—.gif

For documents—.doc
For text—.txt

For special commands—.rtf
For certain graphics—.bmp

Computer Networking

LAN—Local Area Network

MAN—Metropolitan Area Network

WAN—Wide Area Network

HAN—Home Area Network

CAN—Campus Area Network

Servers

A server manages shared network resources.

Print servers

Manage computers connected to one printer

File servers

Used for file storage

Database servers

Used to process database queries

Client

A client is a computer configured to request  access to resources from a server.

Internet

A global network that connects millions of  computers. Internet Service Providers (ISPs)  include:

America Online

Mindspring



Verizon


Earthlink

Yahoo

The Computer as a Co-worker

The computer assists workers in medical  offices by:

Assisting in filing insurance claims

Processing insurance claims

Storing patient information


Performing monthly billing

Organizing large volumes of information
Assisting in scheduling appointments

Performing numerous other tasks

Computer Security

Firewalls protect computers from  unauthorized access.

Antivirus software helps protect computers  from harmful programs and worms.

HIPAA and Computers

Health Information can be used:

For patient care and treatment coordination

To pay physicians and facilities for  healthcare services

To inform family, friends, and relatives  whom the patient has identified as being  involved in the patient’s healthcare

To make certain that good care is provided  in clean facilities

To protect public health

To make required reports to law  enforcement officials

HIPAA and Computers

Health information cannot be used to:

Give health information to a patient’s  employer

Use or share health information for  marketing purposes

Share mental health information obtained in  counseling sessions

Electronic Signatures

Electronic signatures allow the user to “sign” a  document, authenticating it, by clicking on  an icon, typing the name, or entering  personal identifying information. 

Computers and Ergonomics

Medical facilities should consider ergonomics  when making decisions on computers and  computer equipment that will be used in the  office.

