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Chapter1: Computer fundamentals
Computer:
Computer is an electronic device which works with information. It has the ability to store, retrieve, and
process data.
Examples: Desktop Computers, Notebooks or Laptop computers, Tablet PCs, Servers, Hand-held or
Mobile computers, Music or media players, Electronic book readers etc.,

Data:
Data are the collection of facts, numbers, letters, images and measurements that are not
processed in any mean.
To have an idea of data, examine the following example very carefully.
Example: Ali, 95, 85, Mohammed, 75, 80, Said, 60, 55, Hassan, 70, 78.
Information:
Information is systematically processed data that gives a comprehensive meaning to the recipient.
Information helps us making decisions or arriving at conclusions easily. However, to make decisions
easily we have to organize data into information. Many efforts have to be taken when making decisions
with unorganized data.
In the above example the names of a few pupils of a school and the marks they obtained for two subjects
were shown.
Name
IT Marks
Physics Marks
Ali
95
85
Mohammed
75
80
Said
60
55
Hassan
70
78
Marks obtained for two subjects by pupils
By looking at the above table you will be able to see that it has more information available than the data
given in the earlier example.
Example: Timetable, Report card, Pay slips, Receipts, etc.,
Answer the following questions:
1. Which of the following BEST describes a computer?
a. It is a device
b. It has the ability to process food quickly
c. It is an electronic device which processes information
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2. Which of the following sets is an example of computers?
a. Mobile computers and computer table
b. Laptop and media players
c. Desktop computers and rice cooker
3. What information can we get from the data below?
Kilograms, Ibrahim, eyes, 53, weight, brown
a. The black eyes of Ibrahim has a weight of 53 kilograms
b. The weight of Ibrahim is 53 kilograms and he has brown eyes
c. 53 kilograms is equivalent to the weight of Ibrahim
Basic Applications (Uses) of Computers:
1) Word processing, Video and Photo editing.
2) Internet
3) Banking applications (Automatic Teller Machines ATMs, Online Banking, Mobile Banking)
4) Defense (Handling of missiles, UAV, Simulators for military training)
5) Medical (CT scanners, MRI scanners, ECG, EEG machines)
6) Planning and scheduling (Calendar)
7) Education ( E-Learning)
8) Telecommunication (Mobile networks)
9) Robotics
10) Computer Games

Uses of
Computer
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Answer the following questions:
1. Mr. Ahmed is a bank manager. He needs to discuss the bank’s performance for the entire year.
What type of computer applications should he use?
a. CT scanner, ATM, and Computer games
b. Robots, CAD software, and ECG machines
c. Word processing, Internet, Planning and scheduling apps

2. Which of the following sets shows the Application of computers in Medical field?
a. ATM, CT scanner, Printer
b. Robots, CDM, Game console
c. CT scanner, EEG Machines, Desktop Computer
Basic functional blocks of computers:
Central Processing Unit (CPU)
Control Unit

ALU

Input Unit

Main Memory
(Main Storage /
Primary Storage)

Secondary Storage
(Auxiliary Storage /
Backing Storage)
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Output
Unit

Answer the following questions:
1. How does a computer work?
a. Processing→ input→Output
b. Input→ Processing→ Output
c. Output→ Processing→ Input
2. CU and ALU are jointly known as …………………..
a. Primary Memory
b. CPU
c. Secondary storage
Work of each block:
Mainly there are four functional blocks available in any computer. They are an input unit, storage, central
processing unit and output unit. Each unit has its own functions. All the units work together under the
coordination of the CPU to process data.
The raw data entered into the computer through the input unit is stored in the storage unit. CPU uses the
data available in the storage unit and converts them into useful information with the support of a program
which will be discussed in the latter part of this chapter. Finally, the processed data (information) are
displayed to the computer user through the output unit or will be saved in the storage for future use.
Each unit in the block diagram is being replaced with computer hardware devices to form the computers
that you see nowadays.
Computer components:

Computer Hardware:
Computer hardware is the collection of physical parts of a computer system. This includes the
computer case, monitor, keyboard, and mouse. It also includes all the parts inside the computer
case, such as the hard disk drive, motherboard, video card, and many others. In brief, computer
hardware is what you can physically touch in the computer.
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Answer the following question:
1. Physical components of the computer are called …………………..
a. hardware
b. firmware
c. software

Essential Computer Hardware:
•
•
•
•
•
•

Input devices
Storage devices
Processor
Output devices
Motherboard
Power supply unit

Input devices:
This is where the entering of data into the computer is done. Examples of input devices: keyboard,
mouse, scanner, microphone etc.
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Input devices can be classified into a set of groups by considering the type of data it could handle as
follows.
• Input devices for texts (Keyboard)
• Input devices for graphics (Scanner)
• Input devices for audio (Microphone)
• Input devices for video (Webcam)
• Pointing devices (Mouse, Trackball, Touchpad, Joystick)
Almost all the computers feature two input devices, a keyboard for typing and mouse or other
pointing device for moving a cursor across the monitor screen.
The keyboard that we use is called the QWERTY keyboard. Most of the English speaking countries
use this keyboard layout. The QWERTY name comes from the first six letters on the top alphabetic
row of the keys.

Mice and other pointing devices such as trackballs, touch pads, and touch screens let you move a
cursor around the screen and click things.

Answer the following questions:
1. Which of these can be used to input printed documents?
a. Keyboard
b. Mouse
c. Scanner
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2. We can input text using …………………..
a. Microphone
b. Keyboard
c. Webcam

3. Identify the picture given below:

a. Trackball
b. Mouse
c. Joystick
Storage Devices:
Storage devices are used to store data and information in the computer. These devises maintain
computer memory. Memory is measured in bytes.
Units of data measurements:
Unit
Bit
Nibble
Byte
Kilobyte
Megabyte
Gigabyte
Terabyte

Value
1 bit
4 bits
8 bits
1024 bytes
1024 Kilobytes
1024 Megabyte
1024 Gigabyte

Primary storage and secondary storage are the two types of storages.
Primary storage:
Primary storage is also called as main memory. These devices are manufactured using
semiconductors.
The computer processor can manipulate only data available in the main memory. The main task of
primary storage is to store data and provide them to the central processing unit for processing. Main
memory is directly (quickly) accessible by the CPU.
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RAM and ROM are examples of primary storages.
RAM

ROM

Random Access Memory

Read Only Memory

Stores data during and after
processing called as temporary
memory.

Memory permanently stored in the
computer.

RAM is volatile. It only maintains its ROM is non-volatile. It holds the
data while the device is powered.
saved data even if the power is turned
off.

Secondary storage:
Another alternative storage to save your work. The basic task of the secondary memory is to store data,
instructions or information needed for further use. Magnetic technology, optical technology and solid
state are the three common storage technologies.
Magnetic storage:
It encodes data in patterns of positive and negative magnetic polarity on some magnetic medium.
Floppy disks, hard disks and magnetic tapes are the examples of magnetic storages/mediums.
Hard Disk Drive (HDD):

Modern HDD capacities range from 500 GB to 10TB, but you may see older systems with smaller
disks.
Optical storage:
Optical discs store data in reflective patterns on a shiny surface. They use a laser beam to read/write
data on the discs. CDs, DVDs and BDs (Blu-ray) are the examples. They use a laser beam to read/write
data on the discs.
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CD (Compact disc): The disc capacity is 700 MB.
DVD (Digital versatile disc): It has more capacity compared to CDs and can be single-layer or
double-layer. Disc capacity can be 4.7 GB to 8.5 GB.
BD (Blu-ray disc): It has more capacity compared to CDs and DVDs and multiple layers (three or
four layers in some versions). Disc capacity can be 25 GB to 125 GB.

Solid-State storage:
Instead of disks (or discs), solid-state storage uses nonvolatile (flash) memory that can
retain data when powered down. This technology has no moving parts. This is more
expensive per GB than disk based storages but it is also lighter, faster, silent and more
efficient.
Examples: USB Flash drive, Flash memory cards (Secure Digital (SD), MicroSD), Solid-State Drives
(SSDs).
When CPU needs some data, the data is brought from secondary storage devices to main memory
and CPU.
Answer the following questions:
1. Which of the following is true:
a. CD can hold only video files
b. DVD can hold only audio files
c. DVD has more space than CD
2. Floppy disk is an example of:
a. Optical medium storage device
b. Magnetic medium storage device
c. Flash memory
3. ………………….. is the main memory of computer.
a. Primary storage
b. Secondary storage
c. Flash memory
11

Processor (CPU):
The Processor is like the brain of the computer. This is the place where actual processing takes
place. Processor converts raw data in to useful information. This task is called processing.

A CPU chip
As you can see in the block diagram in page 1, the CPU consists of two main parts namely Control Unit
(CU) and Arithmetic and Logic Unit (ALU).
The process of input, storage, processing, and output is performed under supervision of the control unit.
CU works closely with the instructions coming through the computer programs to command the other
units in the computer.
ALU performs Arithmetic and Logic Operations such as multiplications, additions, subtractions,
divisions, and comparisons etc. as it is commanded by the control unit.
In the CPU, its speed is an important factor. It is a measure of how many things it can perform in one
second. Hertz (Hz) is the unit used to measure the speed of the CPU. This is also called CPU clock rate.
1000 Hz = 1 kHz
1000 kHz = 1 MHz
1000 MHz = 1 GHz
Today we are using computers with GHz range processors.
The processors are sometimes referred by its architecture, which determines how much memory it can
address and control. 32 bits and 64 bits processors are the common architectures found in modern
systems. 64 bit processors can run both 32 bit and 64 bit programs, but 32 bit processors cannot run 64
bit programs.
Processors are also described by the number of cores they possess. Most of the modern processors have
more than one CPUs (Cores) combined into a single chip. Today CPU makers offer CPUs with two
(dual-core), four (quad-core), six (hexa-core), and even eight cores (Octa-core) on a single chip.
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Cache memory is a super-fast RAM embedded into CPU chips. When the CPU takes the data from
RAM, it also copies into the cache. When the CPU needs same data again, it first checks the cache. If it
is there, the CPU uses that copy to save time.
Intel and AMD (Advanced Micro Devices) can be mentioned as examples for the pioneering companies
who make CPUs (Manufacturers).
Answer the following questions:
1. What is the unit to measure the clock rate of the CPU?
a. Byte
b. Hertz
c. Meter
2. The brain of any computer system is …………………..
a. the CPU
b. the power supply unit
c. the main memory
Output devices:
It shows the result of processing to the computer user. Examples of output devices: monitor,
projector, speaker, printer, etc.

Output devices can be classified into a set of groups by considering the type of data it could handle as
follows.
• Output devices for texts (Printer)
• Output devices for graphics (Monitor)
• Output devices for audio (Headphone)
• Output devices for video (Monitor)
Monitors and printers can be considered as the most frequently used standard output devices.
Answer the following questions:
1. Speaker is an …………………..
a. input device
b. output device
c. none of the given options
13

2. The computer sends results to ………………….. for displaying.
a. output devices
b. input devices
c. storage devices
Monitors (Visual display unit):
There are two main types of monitor: flat-panel displays (of various kinds), and cathode ray tubes (CRT).
External projectors can also be considered as visual display units.
In computers, screens’ resolution setting is the number of pixels (individual points of color) contained
on a display monitor, expressed in terms of the number of pixels on the horizontal axis and the number
of pixels on the vertical axis.

Pixels
As an example let’s consider 1680 x 1050 resolution settings on a display. That means there are 1680
pixels on horizontal axis and there are 1050 pixels on vertical axis.
More screen resolutions:

When we consider an image, it has its own pixel settings. The sharpness of the image on a display
depends on the screen resolution settings and the size of the monitor.
Same pixel resolution will be sharper on a smaller monitor and gradually lose sharpness on larger
monitors because the same number of pixels are being spread out over a larger number of inches as
shown in the table below.
Monitor’s horizontal width and pixels per inch (ppi)
Resolution 14”
15”
17”
19”
21”
640×480
46
43
38
34
30
800×600
57
53
47
42
38
1024×768 73
68
60
54
49
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Different types of monitors:
Flat panel displays (FPD)
• These monitors are very thin, light weight, and use very little power compared to CRT monitors.
• The most common flat panel display is liquid crystal display (LCD). It has a backlit layer of
liquid crystal molecules sandwiched between polarizing filters.
• The older backlights are cold cathode florescent lamps (CCFLs). The newer LCDs have light
emitting diode (LED) backlights.
• Organic light emitting diode (OLED) and quantum light emitting diode (QLED) are the latest
technologies in FPDs.

Cathode ray tubes (CRT monitors)
A CRT monitor is bulky and it has a large deep case because it contains a large cathode ray tube.
Those are heavy and use a lot of electricity.

Answer the following questions:
1. Resolution of a monitor is decided based on …………………..
a. Bytes
b. Pixels
c. Hertz
2. CRT stands for …………………..
a. Cathode Ray tube
b. Cylindrical Ray tube
c. Computer Ray tube
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Printers:
Printers output data (text and images) to paper. There are printers capable of printing three-dimensional
objects made of plastic, metal, concrete or chocolates etc., as output. Those are called 3D-printers.
Different types of printers: Dot-matrix, Inject, Laser and Thermal printers.
Dot-matrix printers: These are common in business because they can print multiple copies (carbon
copies) of paper.

Inkjet printers: They use liquid ink cartritges. It creates text and images by spraying extreamly small
droplets of ink on a paper.

Laser printers: They use toners as the ink. Toner is kind of powder. The printer tranfers toner to the
paper by using a kind of electric attraction and let the powder to melt the powder on the paper.

Thermal printers: There are two technologies namely, direct thermal and thermal tranfer. Both use
heat to enable printing in different ways. Direct thermal printers are widely used in receipt printers
such as printers available in creadit card readers and fax machines. Thermal tranfer is more common
in color thermal printers.
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Multi-functional devices (MFD):
MFD is a printer (all in one printer) with one or other devices. Normally MFD combines a printer,
copy machine, scanner and fax machine in one unit.

Motherboard:
The motherboard is a printed circuit board (PCB) and foundation of a computer. It allocates power and
allows communication to and between the CPU, RAM, HDDs, and all other computer hardware
components.

Answer the following questions:
1. ………………….. is the name of the circuit board that contains the CPU.
a. Plug in card
b. Sound card
c. Motherboard
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2. Motherboard is a …………………..
a. Printed board
b. PCB
c. MB
Power supply unit (PSU):
Power supply is a hardware component of a computer that supplies all other components with power.
The power supply converts a 110-115 or 220-230 volt AC (alternating current) into a steady low-voltage
DC (direct current) usable by the computer hardware components.

Never open the casing of a power supply. It contains capacitors capable of holding a strong electrical
charge, even if the computer is off and unplugged for an extended period.
Computer ports and connectors:
Port is a place on your PC where you can plug in a cable or computer device. Different types
of peripherals connect to computer in different ways by using multiple port types.

PS/2

PS/2
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Port
PS/2
Serial Communication Port
Parallel Port (Printer Port)
VGA Port
USB Ports (Universal Serial Bus)

Network Ports
Sound Ports (Audio Out, Line In)
HDMI

Used to fix
PS/2 type keyboards (Magenta Color) and PS/2 Mouse
( Green Color)
Serial Mouse, Modems any other serial device
Printers and Scanners
Monitor
Most of the input and output units such as Keyboard,
Mouse, Printer,
Digital cameras or MODEMs
Connect network cables
Speakers, Microphones
Connect Monitor, TV or Projector

Label the ports given below:
Port

Name

Different types of computers:
Computers are generally classified by their size and power. Size traditionally refers to the
computer’s physical mass, whereas power refers to the computer’s speed and the complexity
of calculations it can carry out.
There are five types:
1) Super computers
2) Mainframe computers
3) Minicomputers
4) Microcomputers (Personal computers)
5) Mobile computers
1) Super Computers
These are the fastest and most expensive computers. Ideal for performing complex calculations on a
large set of data, they have very high processing speed and large data storage. The performance of a
supercomputer is commonly measured in floating-point operations per second (flops).
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Supercomputers are often used in research and simulations, predicting climate changes, testing nuclear
weapons, forecasting hurricanes etc., NASA and ISRO uses supercomputers to track and control space
discoveries.
Examples:
Tianhe-2; National Super Computer Center in Guangzhou, China; cost $390 million; speed-33.86
petaflops
Jaguar; in United States; cost $104 million; speed-1.75 petaflops

2) Mainframe Computers
Powerful computers with high processing speed and data storage but not as powerful as super
computers. Mainframe computers are mostly used by corporations, government agencies, and banks
that need a way to store large quantities of information and handle online clients.

3) Minicomputers
A computer with processing and storage capabilities smaller than those of a
mainframe but larger than those of a microcomputer. It is a multiprocessing
machine (has more than one processor) that can support up to about 200 users
at the same time.
A server can be an example of a minicomputer, but not all servers are
minicomputers.
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4) Microcomputers
A small single user computer based on a microprocessor. In addition to the microprocessor, a
microcomputer has a keyboard for entering data a display for displaying information and hard disk
for saving data.
Example: Desktop computers

5) Mobile computers
These are super small and can be carried around and taken from place to place (portable).
Examples: Laptops, Notebooks, Tablets, Smart phones, calculators etc.

Answer the following questions:
1. Tablets Laptops and Smartphones are examples of …………………..
a. Mainframe computers
b. Super computers
c. Mobile computers
2. ………………….. are computers that support hundreds or thousands of users simultaneously.
a. Mainframe
b. Super computers
c. Personal computer
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3. Which of these is an example of personal computer?
a. Mainframe computer
b. Laptop
c. Super computer
4. Choose which among the following has largest storage capacity.
a. Laptop
b. Minicomputer
c. Super computer
5. Mainly ………………….. computers are used to store information and handle online clients.
Software:
Computer software (often called software) is a set of instructions and associated
documentation that tells a computer what to do or how to perform a task. It can mean all the
software on a computer, including the applications, system and programming.

Application
Software

Software
System
software

Generalized
Packages
Customised
Packages
Operating
System
Utility

Programming
Software

Answer the following questions:
1. ………………….. refers to a set of instructions
a. Hardware
b. Software
c. Peripheral device
2. The instructions that you give to the computer in the form of program is called …………………..
a. Hardware
b. Software
c. Peripherals
22

System software:
System software is a type of computer program that is designed to run a computer’s hardware and
application programs. If we think of the computer system as a layered model, the system software is the
interface between the hardware and user applications. The operating system (OS) is the best-known
example of system software. The OS manages all the other programs in a computer.

•

Operating systems (OS): Operating System (OS) is a software which makes an interface
between a computer user and computer hardware. It performs all the basic tasks like file
management, memory management, process management, handling input and output, and
controlling peripheral devices such as disk drives and printers.
Examples: Windows, Linux, Android, UNIX, iOS, DOS etc.

•

Utilities: A utility or software utility is computer system software intended to analyze,
configure, monitor, or help maintain a computer. Usually, a utility is smaller than a standard
program in size and may be included with an operating system or installed separately. They
bridge the gap between functionality of an OS and needs of users.
Examples: Zip/Unzip file software, antivirus software, File managers, Backup software, Disk
management software, Network monitoring software.

C cleaner
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Answer the following questions:
1. Which of these is an example of utility software?
a. Antivirus
b. UNIX
c. MS Excel
2. ………………….. is a type of computer program that is designed to run a computer’s hardware
and application programs.
a. Programming software
b. Application software
c. System software
Application software:
Set of one or more programs to carry out operations for a specific application. It cannot run on itself but
it is dependent on system software to execute.
Examples: Photoshop, Library Management System, SITS, Payroll software, MS Office – (Prepare
slide show, produce letters, making spreadsheets) etc.,
•

Generalized packages: User-friendly software written to cater general needs such as preparing
documents, drawing pictures. These are already available in the world and you can simply
install the software and use it.
Examples: Photoshop, Web browsers, MS Office etc.

•

Customized packages: Sometimes what you need is not available in existing software. This is
especially true for businesses who have certain processes (specific requirements) that they want
their own software to accommodate. In those scenarios, they need to build their own software
(or hire a software developer build the application). This is customized software.
Examples: SITS in MTC, Library Management System, Payroll software, Patient registration
systems in hospitals, various banking applications.
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Answer the following questions:
1. ………………….. software helps you carry out tasks, such as typing a document or creating a
spreadsheet?
a. Application
b. Operating system
c. Utility
2. Which of these is an example of application software?
a. Antivirus
b. UNIX
c. MS Excel
Programming languages:
A programming language is a computer language. Computer programmers have to learn computer
languages to develop software programs. C, C++, Java, Python, VB and PHP are examples of
programming languages. Once a programmer learns the languages rules, syntax, and structure, they can
make software.

Programming software:
Programming software are programs that are used to make other software, including application and
system software. These are based on programming languages.
Different programming language editors, debuggers, compilers and Integrated Development
Environment (IDE) are an example of programming software. For example:
Programming
software
Eclipse
Apache NetBeans
Microsoft Visual
Studio
Notepad++

Supporting languages
Mainly Java
Editor for Java, PHP, C/C++
and more.
Supports C/C++, VB, C#,
Python and many more.
An open-source editor for
windows
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Answer the following questions:
1. Which of these is an example of Programming software?
a. Antivirus
b. Eclipse
c. MS Excel
2. ………………….. is the main supporting language of eclipse software.
a. C++
b. VB
c. Java
Software Copyright: Used by software developers and proprietary software companies to
prevent unauthorized copying of software. Copying software is an act of copyright violation,
is subject to civil and criminal penalties.

Freeware: Freeware is any copyrighted software, application or program that may be freely
downloaded, installed, used and shared. Such programs are available to use at no cost to general end
users. Freeware differs from free software, as the latter allows a user to modify source code for
republishing or integration with other software.

Shareware: Shareware is software that you can use on a trial basis before paying for it. Unlike freeware,
shareware often has limited functionality or may only be used for a limited time before requiring
payment and registration. Once you pay for a shareware program, the program is fully functional and
the time limit is removed.
End User License Agreement: EULA is a legal contract between the manufacturer and/or the author
and the end user of an application. The EULA details how the software can and cannot be used and
any restrictions that the manufacturer imposes
(e.g., most EULAs of proprietary software prohibit the user from sharing the software with anyone
else).
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Answer the following questions:
1. Which one of the following is a software copyright?
a. Intel processor
b. Norton
c. Shareware
2. Which of these is true about freeware?
a. It is free of cost software
b. Provides limited usability
c. EULAs is not needed for this copyright
Omani data protection legislation:
Oman passed the Electronic Transactions Law (the “Law”), promulgated by Royal Decree 69/2008, to
develop a reliable and controlled medium for electronic transactions.
In summary the two primary objectives of this Law:
• To help streamlining the e-transaction processes.
• To create a safe “environment” for e-transactions to take place, such as protecting e-signature
confidentiality and data integrity.
Install and uninstall software applications:
Install:
Step 1: Open file explorer.
Step 2: Go to the drive that contain installation file.
Step 3: Locate either setup or install file.
Step 4: Double-click setup or install file to start the installation.
Most installation routines lead you step by step through the
installation process.
Uninstall:
Step 1: Open Control panel.
Step 2: Open programs and features.
Step 3: Click uninstall a program.
Step 4: Find the program to uninstall.
Step 5: Click uninstall button.
Step 6: follow the prompts.
Answer the following question:
1. Which of the following sequence is correct about uninstalling a program from a computer?
a. Open program and features; Open control panel; Click uninstall a program
b. Open control panel; Open program and features; Click uninstall a program
c. Click uninstall a program; Find the program to uninstall; Open program and features
27

Chapter1 Exercise
A. Answer the following questions:
1. What is a computer?

2. Write three uses of computers.

3. Label the given block diagram:

Central Processing Unit

1

Secondary
Storage

2

Input
Devices

3

ALU

4
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Main
Memory

5

Control
Unit

6

Output
Devices

4. Draw the hierarchical structure of computer components.

5. What is a Programming language? Give two examples.

6. What is computer hardware?

7. What is a CPU?

8. What is the function of input devices?

9. Draw the hierarchical structure of software to explain its classification.

10. What are utilities?

11. What is the use of software copyrights?
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B. Fill in the blanks:
1. CPU Clock speed is measured in …………………..
2. QWERTY is a name of …………………...
3. ………………….. is an example of text based Output device.
4. ………………….. is a Hardware that stores information.
5. A group of ………………….. bits is called as byte.
6. The ………………….. is a printed circuit board which is considered as the foundation
of a computer.
7. ………………….. is a set of instructions.
8. Give an example of generalized package …………………..
9. VGA Port is used to connect …………………..

C. Write the full text of the following:
1. CRT:
2. LCD:
3. LED:
4. RAM:
5. ROM:
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D. Multiple choice questions:
1.What is considered as the brain of the computer?
(a) ALU
(b) CPU
(c) CU
2. How does a computer work?
(a) Processing→ input→Output
(b) Input→ Processing→ Output
(c) Output→ Processing→ Input
3. Which of the following is NOT a secondary storage device?
(a) Hard Disk Drive
(b) ROM
(c) CD/DVD
4. What does ALU means?
(a) Additional Logical Unit
(b) Arithmetic Logic Unit
(c) Alcatel-Lucent Common
5. Which of the following program is not a utility?
(a) Unix
(b) Zip/ Unzip
(c) Window defender
6. A software that is free to use for a limited period of time as a trial version is called:
(a) Freeware
(b) Shareware
(c) Open source software
7. Which of the following statement is true?
(a) 1KB = 1024 bytes
(b) 1 MB=2048 bytes
(c) 1 MB = 1000 kilobytes
8. The computer sends results to …………………..
(a) Output devices
(b) Motherboard
(c) Input devices
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9. What kind of port would I connect a printer to?
(a) Parallel port
(b) PS/2 port
(c) VGA port
E. Identify and write the name of the given devices in the given space from the given list:
Desktop computer

Mouse

Laptop

Tablet

As an example first one is done for you:

Mouse
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Keyboard

Smart phone

Chapter2: Basic operation and file management
The Power Button: for turning on the CPU

Starting the Computer, what is happening in the background? (Boot process)
Boot Process is a sequence of events that occurs between the time the computer is turned on and the time
when windows log in screen is seen.
Bootstrap program is a special program in ROM (ROM – BIOS) that receives power and begins the boot
process as follows.

Power
On

1)
2)
3)
4)
5)

Copy
ROMBIOS
into
Memory

POST

Load the
OS into
Memory

Starting
Windows

Turn On PC.
Copy the Bootstrap program in ROM (ROM-BIOS) to Main memory (RAM).
Begins POST (Power on self-test) to check whether all computer hardware devices are fine.
When all devices are fine, it checks boot disk (Hard Disk) and loads operating system into RAM.
Starting Windows.

Answer the following questions:
1. What do you do to start the boot process?
a. Install the bootloader
b. Find the CPU
c. Push the power button
2. In ROM BIOS, the acronym BIOS stands for :
a. Basic Intuitive Output Set
b. Basic Input Organizational System
c. Basic Input Output System
Getting started with Windows 10:
Once you've signed in, the first thing you'll see in windows 10 is the desktop. You can think
of the desktop as the main workspace for your computer. From here, you can view and manage your
files, open applications, access the Internet, and much more.
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Icon: It is a small picture that links to a file or program.
Task bar: The long horizontal bar at the bottom of the screen which displays the buttons for open
programs and files.
Opening applications:
Use the Start menu to open programs on your computer, just like with previous versions of Windows.
To do this, click the Start button in the bottom-left corner, then choose the desired application. If you
don't see the one you want, select All apps to see a full list of applications.

Working with files:
You'll use the File Explorer to manage your files and folders. To open File Explorer, click the File
Explorer icon on the taskbar or double-click any folder on your desktop.
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Answer the following questions:
1. Small picture that represents a specific program on a desktop is called
a. Folder
b. File
c. Icon
2. On screen work area which contains windows icons, menus and dialog boxes is called
a. Frame
b. Desktop
c. Screen

Searching for files and apps:
To search for something on your computer, like a specific file or application, click the Start button, then
start typing.
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Adjusting computer settings:
You'll use the Settings app to change the most important settings on your computer, like your network
and display options. To open the app, click the Start menu, then select Settings.

Control panel is also used to adjust computer settings:

Shutting down your computer:
When you're done using your computer, it's important to shut it down properly. To do this, click the Start
button, then choose Power > Shut Down.
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Exiting the computer properly:
Always shutdown or logoff the computer properly. It will protect the software and data files being
corrupted or lost.

Other ways to exit the computer properly:
Method
Switch user
Log off
Lock
Sleep
Hibernate

Restart

Details
Switches to another user account without logging out from the current account.
Logs out from the current user account
Hides the Desktop behind the logon screen.
This uses very little power, your PC starts up faster, and you’re instantly
backed to where you left off.
Hibernate mode is very similar to sleep, but instead of saving your open
documents and running applications to your RAM, it saves them to your hard
disk. This allows your computer to turn off entirely, which means once your
computer is in Hibernate mode, it uses zero power. It takes longer to resume
from hibernate than sleep.
Closes all open items and restarts the computer.
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Answer the following questions:
1. Which of the following methods is an acceptable way to shut down the computer?
a. Turn the computer off by pressing power button on the system unit
b. Press reset button on the system unit
c. Press shutdown button in windows start menu

2. Why should we shut down a computer correctly?
a. We can avoid serious file system damages
b. Because there is no other way to do it
c. It is very quick

Ribbons, menus, and toolbars
Ribbons, menus, and toolbars are three methods that programs can use to show users what commands
are available in those programs.
Ribbons:
The ribbon is a rectangular area that fits across the top of an application window. The ribbon is
composed of several tabs, each of which represents a subset of program functionality. The tabs contain
related commands that are organized, grouped, and labeled.
(Tools)

Menus:
A menu is a group of the main commands of a program arranged by category such as File, Edit,
Format, View, and Help. Menus are usually displayed on a menu bar typically located near the top of a
window. The following illustration shows elements of menus.
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Toolbars:
A toolbar is a grouping of commands for efficient access. Unlike a menu, which contains a
comprehensive list of commands, a toolbar contains the most frequently used commands. Most
toolbars are customizable, enabling users to add or remove toolbars, change their size and location, and
even change their contents. Toolbars contain buttons. A toolbar button can have a submenu, which is
indicated by an arrow next to it.

Mini toolbar:
A set of controls that appears in context when an object is selected. A user can use these controls to
perform actions upon the object. For example, when a user selects text, the formatting mini toolbar
automatically appears above the text.
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File Management:
The system that an operating system or program uses to organize
and keep track of files.
Files: Files are collection of information. A file is created using a
specific program and the type of program determines what type of
file it is.
File name Extensions: A file name extension is a suffix added to
the base name of a computer file, and separated from a base name by a dot (.). Operating system and
application programs use the file name extension to identify which program created the file and which
program may be used to open the file.
Extension
.doc or .docx
.jpg or .jpeg
.txt
.xls or .xlsx
.htm or .html
.ppt or .pptx
.mdb or .accdb
.exe
.zip or .rar

Type of the file
Word or WordPad document
Picture or graphic file
Notepad text file
Excel spreadsheet
HTML file (webpage)
PowerPoint presentation
Access database
Windows executable files
Archive/compressed files

Answer the following question:
1. Do all files have filename extensions at the end of their filenames? ( Yes / No)
Folders:
A folder is a storage space that many files can be placed into and be grouped together. Folders are used
to organize files in the computer.
A folder can also contain other folders called sub folders.
Drives: A drive, or disk drive, is a hardware on which you can store files and folders.
Answer the following questions:
1. Which one of the following arrangements is the correct order of hierarchical structure in file
explorer?
a. Drives → Folders → Files
b. Drives → Files → Folders
c. Folders → Files → Drives
2. What do we call folders within a folder?
a. Sub folders
b. Folder within files
c. Folder subs
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File Explorer: File Explorer displays the hierarchical structure of files, folders, and drives
on your computer. It’s a built-in application of windows 10.
Working on Files and Folders:
• Create folders
• Create files
• Open an existing file
• Rename an existing file
• Save an existing file in a different format in a specific location
• Copy and paste files and folders
• Delete files and folders
• Searching files and folders
Complete the following activity to learn how to deal with the files and folders:
1. Create a folder on the Desktop and name it as ‘Mails’.
File Explorer → Click Desktop → Home Tab → Click New folder → Type the name ‘Mails’.
2. Inside the Mails folder create MS Word file and name it as ‘Cover letter’.
Open MS Word application → Click Blank document
On File menu →Click Save as → Click Browse → Browse the ‘Mails’ folder on Desktop
Give File name ‘Cover letter’
Click Save
3. Open the ‘Cover letter’ file and type: ‘Content of the cover letter goes here’.
4. Save the changes in the file.
Select File menu → Click Save
5. Close the file.
Click Close file button at the top right corner
6. Rename the ‘Cover letter’ file as ‘Cover’.
On the Word file click right mouse button → On the shortcut menu Click Rename → Name as
‘Cover’
7. Open the ‘Cover’ file and save it as a PDF file in the following location.
a. Save as PDF in ‘D:\Important mails’
Double click and open the ‘Cover’ file
On File menu → Click Save as
Browse the new location ‘D:\Important mails’
If the location is not available, create the ‘Important mails’ folder in the D drive.
Change the Save as type to PDF
Click Save
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8. Copy and paste the ‘Mails’ folder which is available on the Desktop into D:\Important mails.
On the Mails folder click right mouse button → On the shortcut menu click Copy
Open ‘D:\Important mails’ folder
In the “Important mails” folder click right mouse button and click Paste
9. Delete the ‘Mails’ folder which is available on the Desktop.
On the Desktop on the Mails folder, click right mouse button
On the shortcut menu, click Delete
10. Recover the ‘Mails’ folder which is Deleted just now.
Open Recycle Bin on the Desktop
On the Mails folder click right mouse button → On the shortcut menu click Restore
Check the recovered folder on the Desktop
11. Search for ‘Cover’ file by using File Explorer search box.
Click in the Search box in File explorer and type the file name
Click search button.
Try different search options
Components of File Explore:

1. Navigation pane: Used to display common folders, such as Favorites, OneDrive, shared
network, This PC, and Network, using a Folder list tree structure.
2. Back, Forward & Up: Used to navigate between previously viewed folders.
3. Ribbon: Used to access buttons or options organized in groups on tabs.
4. Address bar (shows the file path): Used to navigate directly to a different location, including
local and network disks, folders, and web locations.
5. File List: Shows you the files and folders in the current folder.
6. Column headings: Titles of each of the columns displayed in the file and folder list.
7. Search Box: Use to perform instant searches, which show only those files that match what
you typed in the Search box for the current folder and any of its subfolders.
8. Status bar: Displays information about a selected folder and its contents, such as the total
number of items in the folder, the number of items selected and total file size.
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File Path: The location of a file.
Change the View using the VIEW tab:

Answer the following question:
1. ………………………… gives the hierarchical structure of files, folders and drives.
a. File explorer
b. Internet explorer
c. Control panel
Malware:
It is short for "malicious software”. Malware is any software intentionally
designed to cause damage to a computer or computer network.
How does malware affect computers?
• Affect the efficiency of the computer. (Restart again and again, improper functions)
• Gathers sensitive information ( passwords, credit card details)
• Files get corrupted
• Programs and files don’t work properly
• Unknown files or programs randomly appear
• Takes up system resources (You have less available memory then you expected.)
Malware is most commonly delivered through the Internet
and by email messages.
Most common types of Malware:
• Viruses
• Worms
• Trojan horses
Viruses: A computer virus is a type of malware that propagates by inserting a copy of itself into, and
becoming part of, another program. We call it infected file or infected program.
Almost all viruses are attached to an executable (.exe) file, which means the virus may exist on a system
but will not be active or able to spread until a user runs or opens the malicious (infected) host file or
program.
In order for a virus to infect your computer, you have to run the infected program, which in turn causes
the virus code to be executed.
It spreads from one computer to another, leaving infections as it travels. Viruses can range in severity
from causing mildly annoying effects to damaging data or software.
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Worms: Computer worms are similar to viruses in that they replicate themselves and can cause the same
type of damage. In contrast to viruses, which require the spreading of an infected host file, worms are
standalone software and do not require a host program or human help to propagate. Worms take
advantage of system features to travel through the network.
Trojan horses: A Trojan horse is another type of malware named after the wooden horse the Greeks
used to infiltrate Troy. It is a harmful piece of software that looks legitimate (useful). Users are typically
tricked into loading and executing it on their systems. After it is activated, it can achieve any number of
attacks on the host, from irritating the user (popping up windows or changing desktops) to damaging the
computer (deleting files, stealing data, or activating and spreading other malware, such as viruses).
Answer the following questions:
1. Computer viruses, worms and Trojan horses are commonly known as …………………………
a. malware
b. system software
c. application software
2. Which of the following is not a malware?
a. Bugs
b. Trojan horses
c. Worms
How to protect your computer from malware?
• Get anti-virus software.
• Make sure your anti-virus program is up-to-date.
• Scan the downloaded files before you open or play them.
• Don't open email attachments from unknown sources.
• Enable the firewall.
Popular antivirus software:
Norton Antivirus, McAfee Internet Security, Avira Antivirus Pro, AVG, Windows defender.
Privacy issues on personal data:
•

•

•

There are different kinds of personal data stored in files
and folders on computers. Examples include the date of
birth, address, telephone numbers, bank account details,
medical records of a person. In addition to that
browsing history, financial information and current
location are some examples.
Some outside parties such as hackers, online marketing
teams, enemies, and thieves, etc.. are interested in your
data. Those people have different strategies to take
advantages of your data which may lead to social, legal
and financial problems.
So, your data must be kept confidential and should not let outside parties view, modify or use them
without your permission. Strong passwords and file access rights are some simple techniques to
mitigate privacy issues in computing.
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Password:
A secret series of characters that enables a user to access a
file, computer, or program. The password helps ensure that
unauthorized users do not access the computer. Ideally, the
password should be something that nobody could guess
(Strong password).
Password creation practices:
•
•

•

Password must be at least eight characters long.
Must contain a combination of at least three of the following characters:
o uppercase letters
o lowercase letters
o numbers
o symbols (punctuation marks)
Must not contain the user's user name or screen name

Password policy:
A password policy is a set of rules designed to enhance computer security by encouraging users to
employ strong passwords and use them properly.
MTC password policy (under IT Systems Policy)

Other security mechanisms similar to the password:
• Fingerprint
• Iris recognition
• Facial recognition
Answer the following question:
1. Which of the following statements is not correct about a strong password?
a. Your password should not contain your user name
b. You may use only letters to make the password
c. You must keep your password as a secret
File access rights (File permissions):
Operating systems control the file access by setting permissions for files and folders. Permissions can
be set to allow access or deny access to specific files and folders. When permission is allowed, you
can access and perform any function on the file or folder. When permission is denied, you cannot
access that file or folder. The permissions in Windows are Full Control, Modify, Read & Execute, List
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Folder Contents, Read, and Write. You can access these permissions by right-clicking on a file or
folder, choosing Properties and then clicking on the Security tab.

What does each permission means in files and folders?
Permission

Meaning for folders

Meaning for files

Read

Allows viewing and listing of files and
subfolders.

Write

Allows to make new folders and add new
files in the folder.
Allows viewing the content of the folder
and subfolders and execute files. (Run
.exe program files)

Allows reading the content of
the file. (accessing file’s
content)
Allows to make changes in the
content and save those changes.
Allows viewing and accessing
the file content as well as
executing of the file. (Run .exe
program file)
N/A

Read & Execute

List Folder Contents
Modify
Full Control

Allows viewing list of files and folders as
well as executing of files.
Permits reading and writing of files and
subfolders; allows to delete the folder.
Allows reading, writing, changing and
deleting of files and subfolders.

Permits reading and writing of
the file; allows to delete the file
Allows reading, writing,
changing and deleting of the
file.

Backing up of Data:
Backing up means copying files or data to at least one alternative medium (CD/DVD, HDD, USB flash
drive or Cloud storage) as a precaution in case the first medium fails.
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The additional copies are called backups.

Why do we need to backup data?
• Storage media are not reliable.
• As a precaution in case the first medium fails, we must keep copies of data in another medium.

Answer the following question:
1. Backing up of data is …………………………
a. copying files or data to same hard disk drive
b. important to prevent from data losses due to hard disk failures
c. not creating additional copies of data
Compress and decompress files and folders:
Compressed files take up less storage space. It can be transferred to other computers more
quickly than uncompressed files. You can also combine several files into a single compressed
folder.
• To compress a file or folder: On a PC, right-click the file or folder and choose Send To >
Compressed (zipped) Folder.
•

To decompress: Right-click the zipped file and select Extract All.

Answer the following question:
1. How can we make files smaller in size for sending/transferring to other computers?
a. Cutting them
b. Encrypting them
c. Compressing them
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Chapter2 Exercises
A. Circle the right Answer:
1. Which of the following is an acceptable way to shut down the computer?
(a) Press reset button
(b) Press power button in the system unit
(c) press shutdown button in windows 10
2. Windows stores all the deleted files in ………………
(a) Desktop
(b) Control panel
(c) Recycle Bin
3. Which of the following options is used for searching for a file in the file explorer?
(a) Status bar
(b) Address box
(c) Search box
4. The control panel is used to ………………
(a) Store deleted files
(b) Search for specific application or file
(c) Adjust computer settings
5. The Address bar of file explorer contains ………………
(a) Phone number
(b) Person name
(c) Location of file or folder(file path)
6. Which is NOT true about sleep and exit from the computer?
(a) This uses very little power
(b) PC starts up very slowly
(c) You’re instantly backed to where you left off
7. Password policy is ……………......
(a) a set of rules which encourage users to use strong passwords
(b) something relevant to file management
(c) not an important thing
8. Immediately after power is on, the computer …………….......
(a) loads the OS
(b) goes through POST
(c) copies ROM-BIOS into memory
9. Which file name extension is given to a PowerPoint file?
(a) .doc
(b) .pptx
(c) .exe
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10. Disk drives are assigned with ………………
(a) Numbers
(b) Letters
(c) Both
11. What does ‘malware’ stand for?
(a) Malfunction Software
(b) Malicious Hardware
(c) Malicious Software
12. Which is NOT a malware?
(a) Bugs
(b) Worms
(c) Trojan Horses
13. Which of the following are types of operations that may be performed on the Folder?
i. Create

ii. Delete

iii. Rename

a. i and ii only
b. i and iii only
c. All i, ii and iii
14. Which of the following are results of malware infections?
i.

Restart again and again

ii. Gather sensitive information

performance
a. i and ii only
b. ii and iii only
c. All i, ii and iii
B. Answer the following questions:
1. What is a file?

2. What is a folder?

3. What is a drive?
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iii. Improve the

4. What is File Explorer program?

5. Give three ways to protect the computer from malware.

6. What is file path?

C. Fill in the blanks:
1. ……………… is a small picture that links to a file or program.
2. Malware is short form of …………………….
3. Backing up of data means ……………………
4. ……………… is the process of preparing a data storage device for initial use.

D. Match the file type with an appropriate software program:

A
B
C
D
E
F
A

Extension
.docx
.pptx
.jpg
.htm
.exe
.mp3
B

C

1
2
3
4
5
6
D
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Program
Photoshop
Internet Explorer
Word
Operating System
PowerPoint
Media Player
E

F

E. Refer to the given image of the File Explorer, then answer the questions given below:

1) How much total free space is available in the Hard Disk Drives? …………………
2) If you want to uninstall a software application from this computer, where do you
click? (write the name of the command)
…………………………………………..
3) Where can you click to change the view of the File Explorer? (write the name of the
Tab)
…………………………………………..
4) How many network locations are available in this computer?
………………………………………….
5) What is the size of the U drive? ...................................

6) What kind of a removable storage device is available on this computer?
.........................................
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Chapter3: Using Internet
Computer network:
A collection of computing devices that are connected in various ways in order to communicate
and share resources.
Connections between network devices can be wired or wireless.

Node or Host refers to any device on a network.
Examples: Computers, Printers, Scanners, Mobile Phones, Camera, etc.
IPv4 Address:
Internet Protocol (IP) addresses are used to individually identify all the computers in the
Internet. The IP address is indicated in four values from 0 to 255 separated by a decimal point. This is
called Dotted Decimal Notation.
Examples: 174.64.85.42
10.5.50.91
Answer the following questions:
1. A collection of interconnected computers are called ……………..
a. Software
b. Computer network
c. Malware
2. The computers in a network can ……………..
a. Share hardware devices like printers and cameras
b. Share data and information
c. Both a and b
3. Full form of IP (address) is ………………………
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Data transfer rate:
This refers to the speed of data movements on a network. It is measured in bits per second (bps).
Measurement
bps
Kbps
Mbps
Gbps

Equal to
Bits per second
Thousand bits per second
Million bits per second
Billion bits per second

Answer the following question:
1. ………………is a unit to measure how fast data is transferred from one location to another on
network.
a. kilometer
b. bps
c. Mile
Types of computer networks:
There are many different types of computer networks.
Examples: LAN, WAN, MAN.
Local Area Network (LAN):
A network that connects a relatively small number of machines in a relatively close geographical area.

Example: A home network consisting of two computers and shared printer, a network of computers
within a building.
Metropolitan Area Network (MAN):
A metropolitan area network (MAN) is similar to a local area network (LAN) but spans an entire city or
campus. MANs are formed by connecting multiple LANs. Thus, MANs are larger than LANs but smaller
than wide area networks (WAN).
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MANs are extremely efficient and provide fast communication via high-speed carriers, such as fiber
optic cables.

Example: Interconnection of networks (LANs) in a city into a single larger network using backbone
lines.
Wide Area Network (WAN):
A network that connects two or more local-area networks over a potentially large geographical distance
for example, a city, state or country.

Example: When two or more LANs are connected using a public network (Internet Service Provider or
ISP).

54

Answer the following question:
1. Local Area Network (LAN) …………….......
a. is in a potentially large geographical area
b. cannot share resources
c. is a network that connects a relatively small number of computers
Advantages of using a computer network:
• File sharing
• Share network resources such as printers.
• Access Internet
Disadvantages and risks of using a computer network:
• People will be relying more of computer work, instead of exerting an effort for their tasks at
hand.
• Expensive hardware required to set-up networks
• Specialist staff required to maintain networks
Risk associated with network computing:
• Viruses and other types of malware can spread very quickly across networks
•

Hacking computer systems
•

Unauthorized access to resources and data

•

Unauthorized modification on data

•

Stealing confidential data (theft)
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Answer the following question:
1. Which of the following are the advantages of using a computer network?
i.

Sharing printer

ii. Access Internet

iii. Phishing

a. ii and iii only
b. i and ii only
c. All i, ii and iii

Intranet:
A private/closed computer network within an organization is called Intranet. An intranet should be closed
off to the general public and require a login for authorized users. (College network can be taken as an
example).
Extranet:
An extranet is an extension of an intranet. It's the part of the intranet that outsiders can use. For example,
an intranet may dedicate a number of servers for outsiders such as parents of the college students to login
and pay tuition and look at student performance.
Internet:
The Internet is the largest computer network in the world. It is made up of millions of computers from
all around the world, linked to each other by a network of telephone lines, cables and satellite
connections. The Internet is the best-known example of a public WAN.
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Answer the following question:
1. The Internet is ……………..
a. a global network of interconnected computers
b. a global protocol
c. a global operating system
Brief history of Internet:
•
•
•
•
•

ARPANET the originator of internet emerged in 1967 from U.S. Department of Defence.
Within a decade it became the largest, most powerful and uncontrollable force in world.
The term internet was first used in 1982 to refer to the enormous collection of inter-connected
networks.
World Wide Web (WWW) came into being in 1991.
The internet society, a non-profit group was established in 1992.

Internet devices:
Common internet devices include Routers, Switches, Modems, Computers, Laptops and the smaller
lighter tablets. You can also access the web on internet-connected mobile phones and smartphones, on
some game consoles, smart TVs, Cameras and even on Microphones.
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Internet access:
To access the internet, you'll need an internet connection. Internet Service Providers (ISP)
provide Internet connections.
Internet connections can be dial-up or broadband (Direct connection).
Dial-up
Very slow in speed (56 Kbps maximum)
Need to dial and activate for each usage

Broadband
Fast in speed (ex: 1.544 Mbps)
Continuous access to the Internet through
permanent network connection.
Connections can be telephone lines, cables or
satellite.
Phone line (if existing phone line is used) can still
be used while using the Internet

Always use traditional telephone lines for
connections
Phone line is engaged while we are on the
Internet

If you want to go to the Internet, you need mainly two things. What are they?
1. Internet connection
2. Devices to connect with the Internet
Fill in the blanks:
1. ……………….. Internet connection always uses only traditional telephone lines for connection.
2. Router is an example of ……………………… (Internet device or Internet connection)
3. Full form of WWW is ………………………………......
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Internet Services:
Some major services are
•
•
•

World Wide Web (WWW)
Electronic mail services
Conferencing, VOIP, Instant messages, Blogs

WWW (World Wide Web):
WWW is a service delivered through the Internet. It consists of all the public websites
connected to the Internet worldwide. It includes the client devices such as computers and cell
phones that has access to web content.

•

The World Wide Web is based on these technologies:
1. HTML - Hypertext Markup Language
2. Web servers and Web browsers
3. HTTP – Hypertext Transfer Protocol

Website:
A website is a collection of related web documents that are made available to the public.
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Home page:
Home page is the index page or beginning page of a Website.

Hypertext:
• Hypertext is generally any text that contains links (hyperlinks) to other text.
•

A hyperlink is a word, phrase, or image that you can click on to jump to a new page or a new
section within the current webpage.

HTML (Hypertext Markup Language):
The coding language used to create documents (web pages) to use on the World Wide Web.

Fill in the blanks:
1. WWW consists of …………………… websites connected to the Internet.( public / private)
2. ……………………is a set of related web pages located under single domain name. (WWW /
Website)
3. HTML stands for …………………………………………..
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Web Browsers:
Browser is software you need in order to find, retrieve, view, and send information over the
Internet. A user who uses WWW can access websites through a web browser.

Answer the following question:
1. Which of the following is a web browser?
a. Windows Explorer
b. Google Chrome
c. MS Excel
Web Servers:
Web servers are computers that store and deliver (serves up) web pages. They respond to the requests of
browsers (clients). Web servers find and send requested resources (web pages) back to the browsers.

Client

Example: when the client requests the sports page of the BBC website (https://www.bbc.com/sport),
the bbc.com webserver finds that page and sends it to the client.
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HTTP (Hypertext Transfer Protocol):
HTTP is a set of rules (protocol) for exchanging (transmitting) files (text, graphic images,
sound, video, and other multimedia files) in the World Wide Web.

Here HTTP protocol acts as a messenger for exchanging files between server and client. Client’s
request goes to the server as HTTP request and server sends requested data to the client as HTTP reply.

Answer the following questions:
1. The software used to access information on the web (WWW) is ………………
a. an operating system
b. an office application
c. a browser
2. ………………….. are computers that store and deliver web pages.
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URL (Uniform Resource Locator):
The internet address that indicates which area of the Internet will be accessed depending on
the Internet resource you are seeking. Internet resources can be webpages or other files.

http://www.microsoft.com/en-us/default.aspx
In the above given URL
• http is the protocol
• www.microsoft.com is the server
• en-us/ is the path where the resource is located
• default.aspx is the filename of the page on the site

Examples of URLs:
https://www.mtc.edu.om/en/
https://mail.mtc.edu.om/owa/auth/logon.aspx
https://moodle.mtc.edu.om/

Fill in the blanks:
1. ………………… is termed as Web address. (VPN / URL)
2. ………………. is a protocol used for transferring files on the Internet. (HTML / HTTP)
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Domain:
Domain names are used in URLs to identify particular web pages.

Example:
http://www.mtc.edu.om/index.html
In the above URL, the domain name is mtc.edu.om.
Here if you think about index.html name, you will realize the same name is available in the other websites
too. But by using the domain name which is unique to MTC, people in the Internet and other devices can
quickly identify the index page belongs to MTC.

Every domain name has a suffix that indicates which top level domain (TLD) it belongs to.
•

.com—commercial enterprises

•

.org—organisation site (non-profits, etc.)

•

.int— organizations established by international treaty

•

.net—network

•

.biz—commercial and personal

•

.edu—educational site (universities, schools, etc.)

•

.info—commercial and personal

•

.gov—government organizations

Fill in the blanks:
1. Domain name .edu is used for ……………………….. sites.
2. Domain name .com is used for ………………………. enterprises.
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Domain Tree:

Using web:
• Browse – Exploration of the web by following one interesting link to another. Just reading
information on the web to find some information.
•

Search – Exploration of the web definite in both objective and strategy. Search something
specific (some information) on the web by using some method like search engine or other tool.

•

Download – request a file from another computer (or from a web page on another computer) and
to receive it.

•

Upload – Send a file to another computer that is set up to receive it.

Fill in the blanks:
1. ………………………… are used in URLs to identify particular web pages.
2. In ‘www.mtc.edu.om’ ‘.om’ specifies ………………………… (sub-domain / country code)
Search Engine:
Search engines are programs, which search documents for specified keywords and return a list of the
documents where the keywords were found.
Some popular search engines:
•

Google

•

Yahoo

•

Ask

•

MSN
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Answer the following question:
1. Which of the following are examples of search engines?
a. Safari, opera, Google chrome
b. Gmail, Yahoo, Hotmail
c. Bing, Yahoo, Google
Use Google search engine to find some information.
Step1: Go to google by typing www.google.com
Step2: Type what you’re interested in finding into the search box on the Google web site.

Suggestions
Click a suggestion just
below the search box as
per your target search.

Step 3: You will see a list of websites related to your key words and you can click the links and
read the information.
Electronic mail (E-mail):
E-mail (short for electronic mail) is a way to transmit messages and files via a computer
network or Internet. Files such as text, videos and pictures can be transmitted over the Internet
as e-mail attachments.
In order to use email, you must have an E-mail account.
A user utilizes an email program to create, send, receive, forward, store, print and delete email messages.
An E-mail account can be provided by:
• ISP – Internet Service Provider
• School or organization
• Web based E-mail providers such as Gmail, Hotmail, Yahoo, Outlook
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Advantages of E-mail:
• Speed
• Sharing information
• Easy access
• Collaborating with others
• Cost saving
Answer the following question:
1. Which of the following is NOT true about e-mails?
a. speed - quick delivery of messages
b. can include pictures
c. cannot spell check the message

E-mail address structure:

Parts of an E-mail message:

To: This identifies the primary recipients of the e-mail.
Subject line: Subject identifies the topic of the message.
Message body: This is where you type the body of the message.
67

Signature line: It is a block of text that is automatically added to the end of your messages whenever
you create a new message.

Basic operations:
•
•
•
•
•
•

Send
Forward
Reply
Cc
Bcc
Attach

Fill in the blanks:
1. …………………. identifies the topic of the message. (Subject line / Signature line)
2. …………………..is used to reply every person listed in email from To to cc. (Reply / Reply all)
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How E-mail works:

When a message is sent, your email program will send the message to an outgoing mail server, which
will then try to communicate with the incoming mail server specified in second half of the recipient’s
email address.
Once the message has arrived into incoming server, the message sits in a recipient’s Inbox (Mailbox)
until that person logs on and checks for messages.
Answer the following question:
1. Which of the following is NOT a true statement about e-mail?
a) Viruses can be distributed as email attachments
b) You can send email without getting connected to network
c) Email can be used to send a message to groups of people

Conferencing:
1. Audio conferencing
2. Video conferencing
3. Web conferencing

69

Audio conferencing:
Audio Conferencing is also known as ATC – Audio Tele-Conference. It enables audio communication
between two different places through the Internet without use of phones.

Video conferencing:
Video conferencing is most frequently used for meetings between two different locations over the
Internet. The video conference consisted of two-way video and audio transmission.
Example software:
Skype, MS Teams, Zoom, Anymeeting, WebEx.
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Web conferencing:
This is often used for lectures, presentations and pass messages for larger groups of people.
People can join with the meeting from their computer. Depending on the setup it can have
either two-way audio-video or only presenter can talk.
Example software: MS Teams, Adobe Connect, GoToMeeting.

Question: What type of conference do we use in our online lessons?
VoIP (Voice over Internet Protocol):
Method of telephone communication using computer networks.
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IM apps (Instant messaging):
Mainly IM apps are the chatting applications over the Internet. Most of these applications can be utilized
to share text, video and picture files. Examples: Messenger, WhatsApp, etc.

Blogs:
An online tool in which you can write information on a topic similar to a journal. Blogs enable
others to post comments on your entries.
Visit a set of famous blogs below:
https://detailed.com/50/

Answer the following questions:
1. ……………………… is method for telephone communication using network.
2. IM apps doesn’t allow users to share pdf documents. (True / false)
3. Which of the following is an online tool in which you can write information on a topic similar to a
journal?
a. VoIP
b. Blogs
c. IMs
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Things to be cautious about on internet:
• Accuracy
• Security
• Copyright
• Malware
• Phishing
• Hacking
Accuracy:
Be cautious not to believe everything on the Internet. Almost anyone can publish information on the
Internet, and some of it may be false.

Security:
There are ways to gain access to anything that you send to anyone over the Internet, including e-mail.
Be extremely cautious when sending confidential information to anyone.

Copyright:
Always give credit to the author of any information (including graphics) found on the Internet.
Answer the following questions:
1. Everything given on Internet is always correct. (True / False)
2. We must be cautious while sending confidential email on Internet, there are ways by which others
can access information in your mail. (True / False)
3. Any material on internet can be copied without giving credit to the author. (True / False)
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Malware:
Malware includes computer viruses, worms, Trojan, root kits, key loggers, spyware, adware, and
many more. These are harmful to the computers.
Phishing:
Phishing is a fraudulent attempt, usually made through emails, to steal your personal
information.
As an example, phishing uses disguised email as a weapon. The goal is to trick the email recipient into
believing that the message is something they want or need, a request from their bank, or a note from
someone in their company and to click a link or download an attachment.

Hacking:
Computer hacking is the practice of modifying computer hardware and software to gain
access to the computer systems and accomplish a goal outside of the creator’s original
purpose.
Hacker:
People who engage in computer hacking activities are typically referred to as “hackers”. A hacker
seeks and exploits weaknesses in a computer system or computer network. Hackers may be motivated
by a multitude of reasons, such as profit, protest, or challenge.
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Answer the following question:
1. Method used by criminals to get personal and financial information from unsuspecting victims.
a. Browsing
b. Phishing
c. Blogging
Techniques to improve data security:
1. Firewalls
2. VPN
Firewalls:
A firewall is a system designed to prevent unauthorized access to or from a private network.
You can implement a firewall in either hardware or software form, or a combination of both.
Firewalls provide protection against outside cyber attackers (hackers) by shielding your computer or
network from malicious or unnecessary network traffic. Firewalls can also prevent Malware from
accessing a computer or network via the internet.
On the other hand, firewalls can block or allow specific websites or any other services accessing from
your network. As an example, you can block unwanted websites through the network firewall. So
nobody in the network could be able to see those websites or use those blocked services.

Answer the following question:
1. What is the purpose of a firewall?
a. To provide secure off-site data storage for a computer or network
b. To provide a computer or network with wireless access to the Internet
c. To protect a computer or network against unauthorized intrusion
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Virtual Private Network (VPN):
A VPN allows you to create a secure connection to another network over the Internet.

VPNs can be used to access region-restricted websites.
It shields your browsing activity from prying eyes on public Wi-Fi, and more.

Underline the correct answer:
1. …………………… masks your IP address. (VPN / Antivirus)
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Chapter3 Exercises
A.

Circle the right Answer:

1. Local Area Network (LAN) …………….......
(a) is in a potentially large geographical area
(b) cannot share resources
(c) is a network that connects a relatively small number of computers
2. The field required to alert the message destination in an e-mail message is ………………..
(a) Body of message
(b) To
(c) Signature line
3. Which of the following are examples of search engines?
(a) Safari, opera, Google chrome
(b) Gmail, Yahoo, Hotmail
(c) Bing, Yahoo, Google
4. To protect data from loss:
(a) Always keep a Backup
(b) Always Cc your mail
(c) Don’t keep information on USB
5. The Internet is ……………..
(a) a global network of interconnected computers
(b) a global protocol
(c) a global operating system
6. The software used to access information on the web is ………………
(a) a browser
(b) an office application
(c) an operating system
7. Which of the following is a web browser?
(a) Windows Explorer
(b) Google Chrome
(c) MS Excel
8. Which of the following is NOT a true statement about e-mail?
(a) Viruses can be distributed as email attachments
(b) You can send email without getting connected to network
(c) Email can be used to send a message to groups of people
9. Which of the following is NOT true about e-mails.
(a) speed - quick delivery of messages
(b) can include pictures
(c) cannot spell check the message
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10. What is “Spam”?
(a) Emails from friends who stay far away
(b) Unsolicited email which includes advertisements and promotions
(c) Malware
11. In the address Hamdan@abc.co.de what does the .de part represent?
(a) Username
(b) Top Level Domain
(c) Name of the Organization
12. Which one of the following describes the software that is created and distributed for malicious
purposes?
(a) Freeware
(b) Shareware
(c) Malware
13. What is the purpose of a firewall?
(a) To provide secure off-site data storage for a computer or network
(b) To provide a computer or network with wireless access to the Internet
(c) To protect a computer or network against unauthorized intrusion
14. Method used by criminals to get personal and financial information from unsuspecting victims.
(a) Browsing
(b) Phishing
(c) Blogging
15. ………………is a collection of computing devices that are connected in various ways in order to
communicate and share resources.
(a) Computer network
(b) Software
(c) Malware
16. Which of the following are the advantages of using a computer network?
ii.

Sharing printer

ii. Access internet

(a) ii and iii only
(b) i and ii only
(c) All i, ii and iii
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iii. Phishing

B.

Write the full form of the following:
1. LAN:

2. WAN:

3. MAN

4. HTML:

5. HTTP:

6. URL:

C.

Answer the following question in the space provided:

1. What is a computer network?

2. What are the types of area networks you have learnt? Define them.
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3. Write three benefits of networks.

4. Give few risks associated with network computing.

5. What is a dial-up connection?

6. Define the following term:(a) Website:
(b) Homepage:
(c) Hypertext:
(d) Webservers:
(e) Domain:
7. Give two examples of popular search engines.
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8. Give two examples of web based e-mail providers.

9. Give three advantages of emails.

10. What is Phishing?

11. What is Hacking?

12. Give two techniques to improve data security.
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