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An output device is also attached to the computer, but it produces a visual or audio result.
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Microsoft Word
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programs.
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In this chapter you learned about the basic internal and external hardware components of a computer
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system, their functions and how they interact with each other.
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In Chapter 2 you will learn how to operate a computer in a wholesale or retail organisation.
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Information is captured accurately as applicable to the function being performed.
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Data is printed according to the job function and requirements of the organisation.
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It was said in Chapter 1 that computers are used to make your job easier.
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Recording sales, returns and refunds.
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Sending electronic mail (e-mail) to people inside and outside the organisation.
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Accessing the Internet to search for information.
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You will first learn how to use a mouse and a keyboard. Then you will learn how to use Windows and
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How to use a mouse




image611.png
Before you can do anything, you need to learn how to use a mouse. You will learn about using other
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The computer mouse lets you move the cursor (pointer) round the screen and
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Open a menu to see what choices you have.




image617.png
A mouse uses light to detect direction. It can have a cord that connects the mouse to a USB port for
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scroll
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Whenever you rightclick, it opens a menu. If you move your cursor off the
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Once you have accessed a personal computer with software packages such as Microsoft Office (with
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Microsoft Word, Microsoft Excel and Microsoft Outlo
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If you use certain computer programs frequently, you can make it easier to reach them by placing a
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shortcut to them anywhere on
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At the bottom of the desktop is a
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Notifications area.
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If you click on the
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Windows icon in the far left-hand of your taskbar, you will
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get access to frequently used programs, the search box for programs and files,
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your documents, the ‘Shut dow
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n’ button and the control panel.
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Depending on the programs on the computer, you may see something similar to the following when you
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click on the Windows icon.
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The notifications area is on the far right of the taskbar.
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Messages from Windows appear here
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You can also see the date and time, plus useful items such as the volume control (which you click to open).
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The user can ‘pin’ programs that you regularly use to the taskbar and then open them even if there is
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another one already running in the work area. You open the program by clicking on the icon for the
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specific program.
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this one program is doing more than one thing, this will also be indicated in th
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In the example below you can see which programs are open and running while the user is working.
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How to use a keyboard
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Some
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keyboards have a slightly different layout. For example, it may not have a number pad; or the
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delete key may be in a different place. But all keyboards will have these important keys somewhere.
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The Space key is used to create a space
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between words.
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You will note that some keys have two symbols on them. Where the top symbol is in white, you use the
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Shift key for that symbol, for example, the question mark.
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as you type, you'll get UPPER-CASE letters.




image737.png
Activity 3 (SO2/AC1)




image738.png
Try typing your name, including capitals (UPPER CASE) and spaces. The ‘space
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There are two ways in which you can delete a letter:
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briefly; or
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The quick brown fox jumped over the lazy dog.
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along or over text without deleting anything by using the arrow keys.
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The arrow upmand arrow down keys are used to move up and down lines on the screen.
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If you want to type a single lefter as a capital, you hold down the
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Shift key while you press the letter key.
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Caps Lock key again to release it.
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This is my next sentence. | don’t like it.
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key to move to the first sentence (The fox ...).
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Close the application you have been working in (e.g. Microsoft Word) by
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clicking on the cross in the top right hand corner. If you are asked if you want
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No
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Microsoft Excel.
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Using Windows
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Save your work, organised in folders.
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Move files from one place to another.
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In the My Computer window, double click the icon for the C drive.
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Different versions of Windows (e.g. Windows XP, Windows 2000, Windows




image835.png
2010, etc.) show the contents of C drive in di




image836.png
fferent ways. The facilitator will




image837.png
show you how to look at the contents of the C drive, based on the version of




image838.png
Windows that is used for this training, and how to use the folder named




image839.png




image840.png
Documents




image841.png




image86.png




image842.png




image843.png
folder is like a filing cabinet




image844.png
you file documents on your computer in a folder when you save the




image845.png
document.




image846.png
You may create different folders to group similar documents together so that it easier (or more logical) to
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Once you have clicked on the
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New folder icon, a new file is opened. It appears with a block in which
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You can, at any time, change the name of the folder by holding the cursor over
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The next step is to click on
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Accessing the system
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Computers are normally not switched off, so the computer that you use will normally be on
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Depending on the function you have to perform (and the software applications that you should use for
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different functions), you will need to access the appropriate software program.
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(Source: www.astercrm.blog.com)
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To log on to this system, you will need to type in the User Name and the Password given to you by your
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The facilitator will explain and demonstrate to you how to access the software
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You should memorise your password and never share it with any other staff
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Choosing the
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correct software application for job functions
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In Chapter 1 you learned about different software programs or applications, for example, Word, Excel,
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Before you perform a job function, you should choose the correct software ap
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Word processing package such as Microsoft




image934.png
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Word
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Point of sale software used by the organisation




image952.png
Activity 10 (SO2/AC3)




image953.png
Match the job




image954.png
function to be performed with the type of software application




image955.png
to use.




image956.png




image957.png
2.7




image958.png
Capturing data correctly
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It is important that all data you enter be captured accurately. There is a saying about the use of computers:
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Garbage in, garbage out.
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You have already learned about capturing data in a word processing application when you learned to
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use a keyboard.
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When you open Excel and click on the
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A spreadsheet screen is made up of rows and columns
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to a table as you use in Maths to tabulate data.
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The rows are numbered 1, 2, 3, etc. and the columns are labelled A, B, C, D, etc.
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The Tab creates indents, for example, at the beginning of a paragraph. It also jumps from block to block
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when you enter information in a table or when you enter information in cells in an application such as
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