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1 Everyday uses of computers

Tuning-in

Task 1  We use computers in many difterent places.
Which places can vou link these compuoter docoaments with?
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Task 2 In groups, make a list of other places where you can find computer
documents, Try i say what the documents are, and what they are used for.

Listening: Computer uses

Task 3 Match these words (1-8) to the correct locations (a d).

a afactory

b asupermarket
¢ o lravel agent
d a home

4 Task 4  Listen to the tape. Identify which place is described in each extract,



Task 5

Reading: Computers in everyday life

Tick (#') the computer uses mentioned in the following article.

home url
| hospitals banking
| engineering libraries
shopping lm-making
T television advertising schools

Computers are part of our everyday lives. Thay have an effect on
almost everything you do. When you buy groceries at a supermarket,
A computer is used with laser and barcode technology to scan the
price of aach item and present a total. Barcoding items (clothas,
food, and books) requires a computer to generate the harcode
labels and maintain the inventory. Most television advertiserments
and many films use graphics produced by a computer. In hospitals,
bedside terminals connected to the hospital's main computer
allow doctors to type in orders for blood tests and to schedule
oparations, Banks use computers to look alter thair customers’
manay, In libraries and bookshops, computers can halp you to find
the hook you want as quickly as possible.

Language work: Articles

Study these nouns.
i supermarke Leehn f.lhl_ij'y acomputer money
Supermarket and computer are countable nouns.
We say a supcrmarket and supermarkits.

Technology and oy are uncountable nouns.
They have no plural and you cannol use them with a or an.

Study this paragraph.
Computers have many uses. In shaops o computer scans the price of each
item, Then the computer calenlates the total cost of all the items.

We use s plural noun with no article, or an uncountable noun, when
we talk about things in general.

Computers ave many uses,

Infarmaiton technology is popular

We use a/an when we mention a countable noun for the first time,
In shops & computer seans the price of each item.

When we mention the same noun again, we use the.
The computer calculates the total cost.

We use the with countable amil uncountable nouns to refer to specitic
things.

The price of each item,

The total cost of all the items.

The speed of this compniler




Task 6

Task 7

Task 8

Here are some common nouns in computing. With the help of the Glossary
on page 120, divide them into countable and uncountable nouns. In the
Glossary, and in most dictionaries, nouns are marked C for countable and

I Tor uncountable,

Fill in the gaps in this paragraph with a/an or the where necessary.

_ computer at home, Thelr son uses
homework and to play *

L]

The Walsh family have '
computer to help with °
Their student daughter uses comnputer for
4 email. All *____ family use it to get
Internet.

computer games.

projects and for
[}

information from

Aids to communication
Here are some phirases to use when vou do not understand what
SOmMeone says to you,
What does X mean: Coudd g sy that again, please?
P sorry., Tdidn't understamd that. A little more slowly. please.

Here are some phrases (o use when vou need help from vour teacher.
What's the English for .../ Hew do you suy ...7

Problem-solving

Study these screens. Lach shows a program used by a different occupation.

1 Who uses cach program? 3 What did they use before computers?
2 Whal do they use it for? 4 How do computers make their work easier:
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Task 10
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Writing
Match the places in column A with the computer uses in column B,
A B
banks control machines
factories calculate the bill
homes look afler patient records and medicines
hospitals provide entertainment and information
shops control our money

Now Hill in the gaps in this paragraph aboul compuler uscs.

Computers arc now part of cur everyday life. Tn shops. they !

In factories, they 2 n ! . they look afler
patient reconds and medicines, When we have a bank account, a computer
: . In our homes, computers *



2 Types of computer

Tuning-in

Task 1 Match these names to the dilferent types of computer.

Task 2 Who uses these types of computer: Where do they use them? Make a list

Listening: Buying a computer 1

EE Task 3 Listen to Pard 1 of this conversation between a shop assistant and a customer
Tick (%) the correct answers to these questions,

1 The customer wants a computer for; 2 A multimedia computer provides

writing Internet sound telephone
graphics vitleo graphics video
PHITIES  animation

EZ Task 4 Listen o Part 2 of the conversation. In column A, lick the hardware items

named.

A B Device A B Device
multimedia computer b bl
mivltimedia notehook printer
subnotebouk monitor
laptop maxdem

@ Task 8 Listen again 1o the conversation. In Column B, tick the items the assistant
recommends.

10



Reading: Types of computer

Task 8 Study these details of different tvpes of computer. Find the answers to
these questions. Which type of compuler is:

the mest commen?

smell enough for a pocket?

the most common portable?

uscd by many peaple al the same time?

used like mainframes?

also called a handheld compuater?

the most powerlul?

not suitable for a lot of typing?

Fowd SN e e by

Types of computer Notes

Mainframes Large, powerlul, expensive.
Multi-user systems — used by many people at the
same time,

sed for processing very large amounts of data.
The most powerful mainframes are called
supercomputers.

Minicomputers Used like mainframes.
Nol ais hig, powerful, or expensive as mainframes,
Less common now because microcomputers have
improved.

Microcomputers or ~ The most common type of computer.
Personal computers  Smaller. cheaper, and less powerful than mainframes
(PUs) and minicomputers,

Types of portable Notes

Laptop About the size of a small typewriter,
Less common now because smaller and lighter
portables are available.

MNeotebook About the size of a piece of writing paper.
The most common type of portable,
Subnoteboolk Not quite 1s big us notebooks, Can fit into a
jackel pocket.
Hamdheld or Small enough to fit into the palm of one hand.
Palmtop Not easy to tvpe with because of their size,

(Mien used as personal organizers.




Language work: Comparison

Study this comparison of three types ol computer.

Mainframes Minicompuiers  Microcompuiers
Sige 4+ 1 i
Power +++ ++ -+
Cost 4+ ++ +

We compare things using adjectives in two ways,

1 We can compare one type of computer with another.
Mirmicomputers aree bigger then rmicrocompuiers,
Mainframes are more expensive than microcomputers,
For negative comparisons, we Can say;
Microcompulers are ot as big as minicompulers.
Migrocomputers are not as powerful as mainframes,

| 1

We can compare mainlrames to all other types ol computer,
Mutinfrarnes arie the biggesi compulers,

Mainframes are the most powerful computers.

Muainframes are the st expensive computers.

With short adjectives (hig, seeall, jost), we add -er and -est | asten fastest),
Wilh longer adjectives (powerful, expensive), we use mare/ less and

the mostdthe least before the adjective (more powerful, the most powerfull.
Remember these two exceptions:

el = hetter — the best had = worse = the worst

b

Task 7 Choose the correct adjective, Then Bl in the gaps with the correct form of the
adljeetive,

' 1
1 fighi/heavy Laplops qare than desklop computers, bul

>

[han notebooks,

; i : 3 -
2 [arge/small The mainframe is the type of computer,
i .4 -
A minicomputeris — than a microcomputer,
3 commiondgood Personal computers are than
- - i
mainfiames but mainframes are " thin personal

computers al processing very large amounts of data.

i

4 powerful/expensive Minicomputers are ~—  than
maintrames but they are also 2

5 fasi/cheap New compulors are ? dned stametimes
) Lhan older machines,

6 powerfullexpensive Laplops are often 1! than PCs bul

12
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Task 8

Tazk 9

Aids to communication
[lere are some phrases to use when agreeing or disagreeing with
sSomeone,

A i thiek) The best comnpreater for o is

B Dagree /1 think se toa,

¢ disagree, £ 1 don't think so,

Problem-solving
In pairs. decide what sort ol computer is best [or each ol thess users,

1 Jubo Wilmaoltl is # salesperson and he spends a lot of time visiting
customers, e wants a computer to carry with him so he can access data
about his customers and record his sales,

2 Pal Nye s o personnel ollicer. She needs a computer to keep stafl records
and to keep a diary of appointments. She also needs a computer for writing
letters.

3 The Universily of the North needs a computer to look after its accounts. its
network, the records of all students and statf, and to help with scientilic
research.

4 The James family want o computer for enterlainment, writing letters, the
Inlernet, and for calculating tax.

Writing

Fut the words in brackets into the correct form to make an accurate
description of sizes of computers,

There are ditferent types of computer, The (large) ! anil
{powerful) 2 are mainframe compulers. Minicompulers are
ismall) * than muainframes bul are still very powertul,

Microcomputers are small enough lo sit on a desk. They are the (commen)
e type of computer. They are usually { powerful)

3 than minicomputers,

Portable computers are (small) © than desktops. The

{ferage) 7 portable is a laptop. (Smally ¥

portables, about the size of 4 piece of writing paper. are called notechook

computbers. Subnoteboolks are (siall) * than nslehoaks.

You can hold the {small) compulers in ong hand, They

are called handheld compaters or palmtop computers,




3

Task 1

Task 2

Parts of a computer

Tuning-in

Work in pairs. Study this diagram of the inside of a computer. Can vou label
these components? Compare your answers with other students in vour class.

Listening: Buying a computer 2

Use the Glossary on page 120 to And out what these terms mean,




E2 Task 3 Listen to this conversalion about buying a computer and complete the units

in the table below,

Capacity/speed Capucity )/ speed
Component measured in Component measured in
processor cache memory
RAM hard disk S :

viden TNy

Reading: The motherboard

Task 4  Study this diagram of @ PC motherboard. Match the components to their
deseriptions. I yvou need help. use the Glossary on page 120,

IsIMMS [ROM

Cru

Expansion slats Cache memony

1 These are memory chips. The more vou have, the more work vou can do at
a time, Emply moemory slots mean you can add more memory,

]

This is the "brain' of the computer

3 It's part of the memory store. It has extremely Fast aceess. 1's Taster than
normal RAM. It can speed up the compuler

3 These: let o add features such as sound or a modem to vour computer.

5 This kind of memory contains all the instructions vour compialer needs Lo
activate itsell when vou switch on. Unlike RAM. its contents are retained
when vou switech ofl



Taslk 5

Study these instructions lor replacing the motherboard in a PC. Match the
instructions o each picture, The pictures arve in the correct order.

a Add the processor.

b Fil the new motherboard.
Hemove the old
matherboard.

d Pul it back together.

e Add the memory.
Don't touch the contacts.

16

Task 6

Language work: Making instructions

Nate how we make simple instructions in English.
Adil the memary, D't tooaeh the contacts,

We can show the order of instructions by numbering them (1, 2, 3, ete.)
ar bv using sequence words like these:

Flrst, ..

Ther ...

Next, ...

After that, ...

Pinallyy, ...

Study these instructions lor virus-checking a disk. Fill in the gaps with verbs
fromm this list, Use Don't where appropriate,

the disk into the drive.
2 the virus checking program.,
3 __ the drive 1o be checked.
4 the ‘Find' button.
5 the program until the check is complete
f ‘Yes' or ‘No’ for checking another disk.



Task 7  Study these instructions for formatting a disk in Microsoft Windows. Write
the instructions in the correct order { 1-6). using sequence words. You will
have to use one of the words more than once.

a Seleet "OK' to start formatting the disk.

b | Choose ‘Tormat’ from the drop-down menu.
¢ | Click the ‘Start’ button,

d I| Putthe disk into the drive.

Choose the formatting oplions vou require.

i
' Click the 'OK” button when formatting is complete.

f

Problem-solving

Task 8 Work in pairs. Study this diagram. 1t shows the ports at the back of a desktop
PC. With the help of the lext below, match these labels to the correct ports.

L
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COmM 2

Desktop PC ports and connectors

Extarnal devices connect to ports al the back of the computer.
Different types of port are used for sach device, Most computers
have: 1 keyboard pont, 1 video port, 2 serial ports, 1 parallel port.
Some also have a mouse port.

The mouse port and the keyboard port look exactly the same i
but they have labels to avoid confusion. If thers is no mouse port,
#a serisl mouse must be used. This connects wilh one of the serial
ports. You can use the other one for a modemn. The sarial ports often
have the labels COM1 and COM2.

The monitor connects to the video (VGA) port. The printer uses )
the larger parallel port.

Writing

Task 9 Complete this deseription of the motherboard shown on page 13 by adding
the definitions from the Reading text in the correct places.

The most important electronic part of a computer is the motherboard, The largest
chip in the centre is the processor: The board also contains plug-in chips. One type
contains ROM. A number of chips are mounted on memory boards, A third type of
memary is cache memory. The board also has expansion slots.



4 Keyboard and mouse

Tuning-in
Task 1  Match these key abbreviations wilh their full names.
1 Fsw a Aliernale
2 Al b Pagelp
3 Cul ¢ Delete
4 Pgdn d Inseri
5 Ppup e Escape
6 Ins I' Page Down
7 Del g Control

Listening: The keyboard

Task 2  Study this keyboard. The keys are in four sections. Can vou name any of the
seclionss

=1 I F T EVEEDT]

Task 3 Locate these keys on the kevbourd as quickly as vou can. Number them | to 8
| Insert | minus | plus Delete

| comma | F1 Frint Screen Escape

4 Task 4  Listen to this description of the keyboard in Task 2. Label each section of the
diagram.



Reading: The mouse

Task 5 Siudy this dingram which explains how @ commoen tvpe of mouse works,
|'hen complete each of these statements with one word.

|

e S
{ Inderrupler
| wehaels

|

f

St

— o 1N

Rollig
haall

Light haamg

Mousamat

1 Move the monse o the Jelt and the cursor moves 1o the
.

3 There are axles inside the mouse and two interrupter

The mouwse contains o rolling

wheels.
4 When vou move the mouse, the ball

5 The mouse moves over 4 mouse

Task 6 Now read this text to check vour answers,

The computer mouse is o hand-operated device that lets you control
more easily the location of the pointer on your screen. You can make
selections and choices with the mouse button.

The mouse contains a rubbercoated ball that rests on the surface
of your working area or a mousemat. When the mouse is moved
over that surface, the ball rolis.

The ball's movements up and down, and left and right, turn the
two axles inside the mouse. As they turn, detectors register the
changing position. A small integrated circuit Inside the mouse sends
signals to the operating system, which instructs it to move the i
pointer on your screan.
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Language work: Present simple

Study these statements aboul keys.

o This key moves the cursor down,
rim i g '
2 | == 4 This key copies the screen display.
3| F2 T'his key doesn't have a ixed [unction.

The verbs in italics are in the Present simple. We use 1the Present simple
Loy deseribe things which are always true,

Task 7 Look at the statements ( 1-7 ) and correct the ones which are wrong,

Frample  This key moves the cursor down.
1t doesnt move the cursor down, 1t rmoves the cursor wp.

If you are not sure, ask another student.
What does this key do?

This key moves the cursor down,

"This key moves the cursor Lo the right,

This ey inserts a character,

This key copics the screen display.

This kev moves Lhe screen up,

This kev doesn't have a fixed function,

This key gives vou all lower case letters,

|
FOEBD0E

Problem-solving

Task 8 [’sing the information [rom the Listening on page 18, and in Task 7.
describe whal these keys di.

sai ] v
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Task 9

Task 10

Task 11

Speaking
Match these symbols with their names to complete this table.

Symbol Name Symbol Name
_ | colon | forward slash
| tilde L | at
underscore | dot, stop

Work in pairs, Stodent A should taen (o page 118, Student B should turn to
page 119, Read these email and website addresses to your partner. Copy down
the nddresses your partner reads Lo vou,

1

[T T
|

Writing

With the help of this table and the Listening on page 18, write s brief
description of a keyboard. The first paragraph is done for you.

Section Location Main keys Main function
Main keyboard cenlre vach letter input all kinds of data
digits 0-9
punctuation
commimon symbols
Function keys top r1-rlz nol fixed
can program them
Fditing kevs right cursor kevs control cursor
insert, delete
Numeric keypad  [ar right dipits 0-9 input numerical data
mathematical

operations

Most kevboards have four sections. The main kevboard has kevs for each letter
and the digits 0 Lo 9. 1t also has keys (or puncluation and other common

symbols, It is used for inputting all kinds of data.



Task 1

Length of course

Course content

ZE] Task 2

E5 Task 3

Interview: Student

In this anit vou will hear an interview with Lynsey, a student of Information
Technology at a Scottish college of further education.

Tuning-in
Study this deseription of Lynsey’s course, Answer Lhese questions,
1 What is the course called?
2 How long does it lasl?
3 What do you think these subjects are about:
Communicalions Numeracy

GSVQ Level 3 in Information Technology

One year full-time starting in August

You undertake core modules in:

Communications

Computer hardware: operalion and maimntenance
Computer software

Contempotary issues

Information syslems

Introduction 1o computer neétworks

Information technology i business and industry
The individual in industry and work
Introduction (o programming

Information technology

MNumeracy

Problem-solving

® & ® & 8 & 8 B 8 B & B

You also select optional units from:
®  Accounting

®  Programming

& Mathematics

®  Systems analysis

Listening

Now listen to Part | of the interview, Which of the gquestions in Task | does it
answer:

Listen again wo lod The answers to these questions

| How many studenls are on the course nows
2 How many female students are there:



Task 4

Here Is Lynsey's weekly timetable, Some of the information is missing.
Belore you listen. trv to answer these questions about the timetable.

1

W e W

What time does she start each day?

When does she finish:

Who teaches her Computer Software!
Which classroom is Information Systems in:
When is her lunch break?

= S —

Department of Computing and Office Technology

Group: GSVQ Level 3

Period 1 Peniod 2 Period 3
(s 110 11.30-13.30 1430 16.30
o s d ==l
MON | Communicalions 4 C L
L. Maxwell 4607 Q0 U
| TUE F Compuler Soltware N
F| WendyBright K216 | .
4 E — e —
WED ) H
THUR | Information Technology 3 B Informanon Systems R
Wendy Brnight K303 Rl Tom Williams K302 R s
FR1 E| Computer Programming | E
A Priactitioners A
K| [elen Hill K201 K

Course Tutor: Fiona Wright, 125 3904, Room K104

% Task 5

= Task 6

=] Task 7

Now listen to Part 2 of the interview 1o complete the blanks In the timetable.

Listen again to "art 2 of the inlerview 1o lind the answers to these questions.

wl SN W s e b e

What does she have on Mondays at 9,007
What dowes she study in Programming?
What happens in the Sollware class?
What does she do on Wednesdays:

What happens in Hardwarer

Whal does she study in Networks?

What does she do after each visit?

Now listen to Part 3 of the interview to find the answers to these questions.

—

WMo e b

Who was at the Students’ Nights

Where was Ity

What sport do they play?

What does the Students’ Union dos:

Whal does Lynsey do [or two nights a weelt?
Does she want a career in catering?



Task 8

Example

Language work:
Wh- questions with the Present simple

Studdy this statement.
Lyrsey  works ina hotel in the evenings,
fagent)iaction) (place) {time)

Note how we ask questions in the Present simple. To ask a question
uboul the agent —the person or 1h|r|;:. periorming an action — we use
Who before the verb.

Who works In a hotel:

Tor sk about other parts of the statement, use Where or When + does,
Where does she works
When does she wark

We ask about actions like this
What dovs she do?

Now study these other examples of questions in the Present simple.
How long does the course last?
When do elasses end?
What do you study?

[.ook at the answers 1-10

Make a question about TLynsey and

her
Al

¢ Whit does shee studys

7 ltlasts for one year

timetable for each answer.

She studies Information Technology,

They start at 9,00,

She works in a hotel,

Ms Murray teaches numeracy.
Ihey Last for two hours,

She goes on visits on Wednesdays
She studies at Telford College.

She writes a report after each visil,

They arganize discos.

She works 1wo nights a week.




Task 9

Task 10

Writing

Write vour own timetable in English. The subject list in Task 1 may help yvou.

Days Times

Monday

Tuesday

Wednesday

Thursday

Frickay =

Saturday -

Computing words and abbreviations

Malch each word from column A {1-8) with its partiner from column B (a<h)
to make o computing term. All of these terms are from the previous units,

A B
1 memary a code
2 power b key
3 lunction ¢ drive
4 cxpansion d supply
5 bar e card
6 Hoppy I chip
7 sk B memary
¥ cache h disk

i
W



6 Input devices

Tuning-in

Task 1 Match these pictures of input devices with their names,

Task 2 [n pairs. try to list the uses ol these devices.

Listening: Voice input

Task 3  Study this diagram. [t shows how voice input works. Label (he steps in the
provcess with these captions (a-e),

01100110 = hid

o orveorn o | R

Spaech
rcogmlion
board

Q0 ©

a The computer compares the binary code with its stored vocabulary,
b The user says a word into 4 microphone.

The screen displays the correct word.

The speech recognition board converts the signals inlo binary numbers.
The microphone converts the word from audio signals into electrical signals,

B M

L

(#2 Task 4 Now listen to the recording to check your answer.



Task 5

Reading: Input devices

Each text describes one of these devices: trackerball, jovstick, lighipen,
scanner. ldentify the device each tex) describes, Wrile your answers in this

table. Then compare your answers with other students.
Text  Device
1
2
3
A____ isanother Input device you can connect to a compuler system.
The is-able to move in eight directions. s arc mostly used

in compuler games lo control the way a picture on the screen moves.
Sometimes lwo s are connecled to a computer 5o two people can
play the game at the same time.

A works in exactly the same way as a mouse, excepl that the ball
is on top. The user rolls the ball around with her hand to operate it. If you
LS i , you don’t need any extra space on your desk to move it

s are often used on small
portable computers and on some video game machines,

around (like vou do with 1 mouse),

A can be used to draw pictures directly on o a computer screen or
to read the pattern on a barcode. A that can read barcodes deteets
the difference between the light reflected from a black barcode line and its
lighter hackground.

lsing a . ¥ou ean input printed drawings, photographs, or text
directly into a computer. A —_ works like a pholocopier — a light is
shone on the material and the — detects the reflected light. You can
L15€ o with optical character recognition (OCR) soltware to input

the scanned text into a word processing package.




Task 6

Task 7

Example

28

Task 8

Language work: Function

We can describe the function or use of a device in different ways.
Study these examples.

Joysticks wre used in computer games,

Using a scarmer, you can input printed drawings directly into a computer

You can use a scanner to Input text.
A microphone is nsed for inputting sound.

Maich each device (1-7) with its use (a-g),

=1 3 W o w b -

Devicee Lise

joystick # draw pictures on (o a computer screen
lightpen b copy documents

SCHINCH ¢ input sound

digital cumern d input text

mouse e select from # menu

kevboand f move the cursor rapidly

microphone g produce photos without film

Describe the use of exch deviee ina sentence,
1Ts¢ these structures from the Language work section.

v I8fare sed in .

... Isfare used for ... -ing
Ising ... you can ...
You can use .., o ...

You use a mouse to select from a ment.

Problem-solving

In groups. decide which input deviee is best for:

e - R P

comtrolling last-moving objects in a game

redding the price of things in a shop

making copies of a page of lext and graphics

storing sounds on a computer

producing pictures of people and places for storing in a compuler
controlling a computer using speech

typing text into a computer.




Writing

Task 9  With the help of this diagram, fill in the blanks in this comparison of digital
cameras and flm cameras.

Digltal cameras don't use film. You take pictures on 1o solid state memory,

Thenyou! ____ themton ? . Youcan
: = and improve Lhe pictures in your PC. Then vou can
o _ them, add them to your * il
b them on the screen,

Digital cameras are more 7 than film cameras bul the
cost for each picture is lower because there is no * s also
casy lo ¥ the pictures.

Film cameras are cheaper but each picture costs a It because there are

5 costs, The quality of lilm camera pictures is much

12

= than digital cameras bul vou have to
the pictures to transler images 1o o PC

Digital cameras . e 5
: " Manipulate rint TR n screen
Dovwnload IJu:lu imagﬂls : " image on Wab page oA prasontabon

Taka photographs 1o computer

Film cameras

Pul lilm Tk Tuke film 10 Walt far Callect film
in cameara photographs Tako vul PIOLCSO gpluuwumu from processor
filrn

Ratakn ey 4 il On scrasn

uran ke . rfelnrddl ooy o 1Y presentation
e P 8 ; b

.

COUTPUT |
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Task 1

[ZE] Task 2

30

Task 3

Output devices

Tuning-in

Think about a typical workstation, Match the items | 1-7 | to the guidelines
(a—R),

a This should be adjustable and provide good back support.

b 'This should be more than a metre away from you and as quiet as possible.
¢ Keep this level with your eves, Don'l have it level with the desk. Make sure
it is Micker-iree, and that you can read everything easily. Avoid any glare
from the window.

[se this if vour feet do not rest Hal on the Toor

Make sure this lights vour work and not the screen,

Don't gel a stifl’ neck. Use this when you enter a lot of data,

Keep this directly in front of you and within casy reach.

R = o A

Listening: Printers

Work in groups of three: A, B, and C. You are going to hear about three kinds
of printer. Note down what the speaker says aboul one type only as vour
teacher directs. Use the lahle below.

Student A Take notes aboul dol-matris printers.

Student B Take notes about laser printers.

Student C Take nodes about inkjet printers.

Print Running Moise
Type quality Speed cosis level  Price Colour
Dot-malrix  low cheap Wi
Inkjet relatively slow a hit more
Laser expunsive  quiet

Now exchanpe inlormation with other students in your group to complete
the table for all three kinds ol printer. Ask questions like these.

What's the print quality like:

How fast is it?

Does it cost a lot to run?

Hiw nisyy is itF

Ts il e pensives



Task 4

Reading: How to read a monitor ad

Study this text about monitors. Then decide if each statement is true or lalse,
Give reasons for vour answers,

I W ]

-
-

2 ~)

Twenty-two inches is 8 common monilor size.

A dot pitch of 0.31mm is better than one of 0.25mm

A maximum resolution of 1600 > 1200 is better than 1280 x 1024,
A refresh rate of 85Hzis better than one of 75Hz.

A 1 7-inch monitor is 17 inches wide.

You can change the picture using controls on the screen,

The price of a monitor depends only on the sise.

The monitor uses less power because of the Power-Saver [eature,

£439

B 17-inch (43.2cm) Trinitron monitor
B 0.25mm aperture grill pitch

B Maximum resolution:
1280 x 1024, BEHz

B TCO-95 MPR-Il, TUY
Ergonomics approvad

B Powser-Saver TM

B On-screen menu

Price

The price mainly depends on the screen size. Commaon monitor sizes
are 14 inch, 15-inch, 17-inch, and 21-inch. The price also dapends on
aperture grill pitch, resolution, and the number of controls,

Screen size

The size of the screen is the diagonal distance from one corner to
another. The actual arca for images is smaller than this. 5

Aperture grill pitch

This controls the space between the dots which make up the image.
The less space between the dots, the better the display.

Most monitors offer 0.28mm dot pitch but some go as high as

0.37mm or as low as 0.25mm.

Maximum resolution

The quality of the display depends on the number of dots which n
make up the image. The more dots, the better the display.

Refresh rate

The monitor refreshes the image on the screen all the time. The faster
this happens, the |ass the screen flickers. You should have a refresh
rate of al least 72Hz,

Safety standards

These ara international standards to control harmful signals. i
Power-saving faature

The power the monitor uses automatically reduces when it is not in use.
On-screan manu

Digital controls on the scresn allow you to adjust the image.
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Task 5 Work in pairs, A and B. Each of vou has details of a monitor. Ask vour
pariner ubout his/her monitor and complete the table below.

Student A Your monitor details are on page 115,
Student B Your monitor details are on page 119,

Serecn size

Aperture grill pitch

Maximum resolution

Refresh rate
Price

Language work: Giving advice
You can advise people in dilferent ways, Study these examples.

Advising people to do something:
Why don't gou buy an inkjet?
{1 think) you should bug a laser.

Advising people not to do something:
Don't buy a dot matrix.
Your showoldn’t buy o laser,

l'o make your advice more effective, add a reason.

advice FEHSOIN

Why don’t gou ey an inkjet? Thenyre very quiel.

(1 think ) you should buy o liser The print quality Is excellent.
Diont't Iy a dot matrix, They' ree very noisy,

You shouldn't Iy o loser They're very expensive.

We use too to make our advice stronger, alimost a warning, Study (hese
examples,

You should adiust gour monitor; it's too bright.

You should move your printer. 1t's toe close,

Task 6  Addvise the user of this workstation on improvements she should make,

Example I think you should use a chair with back support, 1t's more comfortable,




Problem-solving

Task 7  Work in pairs. Study this lowehart for choosing a printer, Decide which is the
best kind of printer lor these users.
H{'FI]'II.H M 'n.'l."]'li ¥ nt‘:f.'.'l’.:ls to:
1 print forms with two parts
2 print high quality black and white copies
3 prind g ot of colour photos in a short time
4 print a few copies — colour and speed are not important
5 print a few pages in colour,
1 YES
To choose Do you need Lo print X Buy a dot-
a printer on multi-part forms? 5 matrix printar.
= NO
—
Do you naad to "FIES Do you need | ‘FE; 5 Buy a colour
print in colour? . a tast printer? laser printer.
Sadr® ND e ND

Are print speed or Buy a colour

quality impartant? inkjet printer.

NO YES

Buy a mono Buy a mono
inkjet printer, laser printer.
Writing
Task 8  Fill in the gaps in this comparison of printers.

There are three different tvpes of printer: dot-matrix, inkjet, and laser.

Dot-matrix printersare the * kind of printer,

¥

their print quality is low and they are slow and

3

- . They are * to run.

Inkjetsare > expensive, but vou gel °

yuality and quieter operation. However, they are relatively / -

andalso ¥ to run. They are a pood choice for colour,

Laser printers give the * _ quality of output. They print
s _ than either of the other two ! of printer
andtheycost ¥  t(orun than an inkjet. Unfortunately, they
I3 almost twice as M as an inkjet.



Task 1

Tasl 2

= Task 3

Task 4

3

(%) Task 5

Storage devices

Tuning-in
Study these rules for CD-ROM and [oppy disk care. Tick (¢ things to do and
cross (X) things not to do. Then compare vour choice with a partner.
|| Hold a CD-ROM by the edges.
| Keep the optical/silver side of a CD-ROM clean.
| Smoke when vou use your CD-ROM drive.

| Put Mloppy disks near o magnet.

I e o b =

| Keep disks away (rom the sun and excessive heat.
4] Write the contents on Lhe label on vour lloppy disk.
Put extra labels on floppy disks,

Remove by force a disk stuck in the drive.

9  Remove a disk when the drive light is on.

Listening: Hard disk drive

Study this diagram of a hard disk drive. Match these labels to the dingram

1 | drive motor

2] sealed case

3 | disks

4 read/wrile heads
5 hesad mwslor

6 pap between disks

Listen to Part 1 of this description of @ hard disk drive o check vour answers.

Study this diagram. Answer these questions

1 What sort of things can damage a hard disk:

2 How big is the gap between the read/write heads and the disk:
3 low can we protect a disk drive rom damager

Hair Smokel  Fingerpring) D=t Read/write head ACcess arm
| i) |
| Particlel '| '|I
\ \ | ||
i \ \
i |
| II| \ |Hﬂrd digk
L =

Mow listen to Part 2 of the description to check your answers,



Task 6

Taslk 7

D

Task 8

Reading: Storage devices

There are many different kinds of storage device for computers, and
developments are taking place all the time. List the storage devices mentioned
in this unit 5o fae List any ol her storage devices you know,

Work in groups of three, Read two texis each and complete your sections
of the table.

Medium Advantages Disadvantages

Floppy disk

Fixed hard disk
Removable hard disk
CD-ROM disk
Magneto-opiical disk

Magnelic lape

Most computers use floppy disks. Floppies conform to a standard
and you can use them to carry data from one place to another, They
are also very cheap, but thay are slow and have a limited capacity.

Almaost all desktop computers have hard disks. They are tast and can
store much graatar amounts of data than floppies, but they are fixed
ingide the computar and you cannot use them to transfer data.

¥You can move data from place to place using removable hard disks.
They are almost as fast as fixed hard disks and also have high
capacities, but they are relatively expensive. They do not all conform
to one standard and they are not very common.

CD-ROM disks are very common and conform to a standard. They are
removable and can hold large amounts of data. They are also cheap
to make. However, they are usually read-only. You cannot change the
information on them. They are also slow compared to hard disks.

Magneto-optical disks are like CD-ROMs, but you can wrile data on to
them. They are removable, have large capacilies, and last for a long
time, but they are expensive and do not all conform Lo one standard.
For this reason they are not very commeon,

Magnetic tape is a cheap medium. You can use it to store very large
amounts of data, but it does not allow random access. Every time you
read or write a piece of data, you start at the beginning of the tape,
lape drives are slow. Therefore, it is only suitable for doing backups.

how exchange Information with the other students in vour group to complete
all the seetioms ol the table, Ask questions like these,

What are the advantages of floppy disks:
What are the disadvantages of magnetic tapes
Do CO-ROMs confirem o u staeelirds

15
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Task 9

Language work: Linking words
Study this example.

Magnetic tape is cheap, but it is very slow because tape drives are sl
so we wse it ardy for backups.,

We use but o show a contrast, because to show that the next idea is a
reason, and so to show a result. Other words and phrases used in this
way are: however (contrast), therefore (resull ), and for this reason (result),

Magretic Lape is eheap, However, it is slow to use,

Mugnetic tape is slow. Therefore, we use it only for backups.

Magmetic tape is slow. For this reason, we use it ondy for backups,

Fill in the gaps in this summary of storage devices using the correct word
from this list,

Floppies are very cheap. I they are slow and have a

limited capacity, Tard disks are fast and can store large amounts of data

2 they are fixed inside the computer,

vou cannot use them to transfer data. You can transfer data with removable

hard disks, ? they are expensive, CD-ROM disks can hold

quite large amounts of data. e . they are usually read-only

8 vou cannol change the information on them. Magneto-

optical disks are like CD-ROMs © vou can write data on to
L]

them. They are removable and have large capacities,

they are expensive and do not conform to a standard. _—

they are not very common, Magnelic lape is cheap and has a large capacity,

10 it does pot allow random access and drives are slow.

4 it is only suitable for backups.




Task 10

Problem-solving

Study this description of one method of backing up vour hiles.
Waork in pairs Lo complete the table and answer the questions.

Establishing a comprehensive backup regime

Buy 10 tapes and labal them Monday, Tuesday, Wednesday, Thursday,

Friday 1, Friday 2, Friday 3, Month 1, Month 2, Month 3.

For the first week, back up everything on each day to the
appropriately named tape, and on Friday, use Friday 1. In week 2,
do the same but use Friday 2, and in week 3 use Friday 3.

In week 4, do exactly the same, but on Friday use Month 1. Do the
same for the next two months, but on the last Friday of each month,

use Month 2 and Month 3. Then start tha whole cycle again.

With tan tapes, at any point in time you have full daily backups
for the last wasek, full weekly backups for the last month, and full
monthly backups for the last three months.

Fill in the gaps in this table,

mn

Task 11

Tape Label Tape Label

o

|  Monday Friday 2

~]

=0

Wednesday =

Month 2
[} . =

I T
L=

Which tape do we use on these days?

1 Friday, Week 2 3 Thursday, Week 1 5 Triday, Week 8

2 Friday. Week 4 4 Monday, Week 2

Speaking

study how these terms are used in computing.

hit alloral in the binary system

byt a group of eight bits, e.g. 10101110
kilo (K} 210 {approximately a thousand)

g (M) 220 {approximalely s million)

qiga (1) 2 approximately a thousand million)

MNow work in pairs, A and B. Fill in the gaps in this table as vour pariner
dictates, Ask your partner to repeat if necessary,

Storage device Capacity Storage device Capacity
Double density floppy ———— UI-ROM

High density tloppy Large hard disk

Average hard disk Tape

Student A Your data is on page 114,
Student B Your dala is on page 119,



Task 1

Task 2

Task 3

&l Task 4
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EL Task 5

Graphical User Interface

Tuning-in

A Graphical User Tnterface (GUL makes computers easier to use. A GUI uses
icons, lcons are pictures which represent programs, folders, and files, Can you
identify any of these icons!

o

..l_l_.lJ._.l...I.

Ll

Find the icons tor the software which controls these items.
1 date amd 1ime 3 lonts 5 amodem
2 the mouse 4 the kevboard 6 sounds

Listening: Dialog box

study this dialog box, Tick (#) the features vou can identily.

<1

1 text box 3 | checkbox drop-down list boy

2 tab 1 title bar h command button

=1 Find: ll named* doc 1.'1|I'I|-|||'|||"_| tesl sporl
File Edil  View Dplineg . Halp

Masme & Logation | (ate | Mvm(}?

f mm_{’cu
Namad: |+ 0o -l i
_fimm!-sm { spont W) dew Search |
Lok in: | copersonal (&) =l J& I
@‘F Include subtolders Browse... |
ummv_ s Sty |

MNow listen and check your answers.

Listen again, Match the 1 command button a lind
features of a dinlop box 2 dialog box b Advanced
(14 with the examples b tab ¢ Lookin
fromn the sercen (ad), 4 drop-down list box d Stop



Task 6

Task 7

Here are the steps for using this dialog box. Put them in the correct order.

i Fnter name, location, and lext required. ¢ Choose tab.
b Press Find Now command button, d Open dialog box.
Reading: WIMP

Stuly this sereen display, Can you lind these nems?

{N a = m A T e e T T e e e
. F Mt ruhn!- - |'In1||rr|1_=|1l ] !r’r:;

Hrmmmwmm

: b
9 1l A 4] g o
jNurm;-l_- SN _] [Hmlka S H ﬂ ke
= R JLive
- o il
s
G -c
] ':"
% b
o L L N = -
o] Paget  Gect A M e | owas e
N R Mmoo

Task 8 Find detinitions in the text of these items,

Most compulers have a Graphical User Interface. The interface is the
conneclion between the user and the computer. The most commaon
type of GUI uses a WIMP system. WIMP stands for Window, lcon,
Menu (or Mouse), Pointer (or Pull-down/Pop-up menu).

Windows A window is an area of the computer screen where you
can see the contents of a folder, a file, or a program. Some systems
allow several windows on the screen at the same time and windows
can overlap each other. The window on the top is the one which is
‘active’, the one in use.

leons are small pictures on the screen. They represent programs, 10
folders, or files. For example, the Recycle Bin icon represents a
program for deleting and restoring files. Most systems have a

special arca of the screen on which icons appear,

Menus give the user a list of choices. You operate the menu by
pressing and releasing one or more buttons on the mouse. 1

The pointer is the arrow you use to select icons or to choose
options from a menu.You move the pointer across the screen with
the mouse. Then you click a button on the mouse to use the object
selacted by the pointer.

[ =2



study these deseriptions of an icon.

such as loppy disks,

Language work: Making definitions

An dcon is a small pleture on a compuiter serien.
Arricon represents items such as foppy disks.

we can link these sentences 1o make a definition of an icon.
An teon is a small picture on a computer sereen which represents items

Study these other examples of definitions.
A mainframe is a very large computer which is used by universities,
husinesses, and government departments.
A palmitop is a very small computer which can be held in one Tund,
A byte is a small unit of mentory which can hold one character of data

Task 9  Add o the statements (1 10) using the extra information (a-j).

Example A barcode ts a pattern of printed Mack lines which supermarkets use for priving.
1 A barcode is a pattern of a it contains the main electronic
printed black lines CeHmpHHen s,
2 Afloppy is a disk b it adds features to a computer.
3 A motherboard is a printed ¢ itis about the size of a picee of
circuit board paper.
4 A password is # seerel set af d supermarkets use them
characters [or pricing.
5 A monitor is an oulpul device e itreads and writes to disks.
f A disk drive is a unit f itcan hold 1.44Mb of data.
7 An expansion card is an g il allows aceess to a computer
electronic board system.
8 A CD-BOM drive is a common h it controls all the other boards
storage device in & compuler.
9 A notebook is a portable computer i it displays data on a screen.
10 The system unil is the main j itreadsdatafrom a CD-ROM disk.
part of the computer

Task 10 Work with a partner. Ask for and make definitions of these items.,
Add other examples of your own.,
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Task 11

Task 12

Aids to communication
You can use these phrases when vou're discussing possibilities.

{thinkit's ...
It might/ could be ...
Possibly it's ...

Problem-solving

Work In pairs. Study these forms the cursor can take on your compuler.
Try to match each icon to one item from the list below,

' 3

Writing

Write a description of the Exilt Windows dialog box. Your description should
answer Lhese questions,

L' o Thizs will end your Windows session.
k

1 What does this computer screen show?

2 What do you use this dialog box lor?

3 What features does the dislog box contain?
4 What happens if you click on each button?

11



Interview: Computing
Support Assistant

Tuning-in

Taslc 1 Anne works in a large insuranee company. She's a4 computing suppori
assistant. $he looks after people and their computers. and she helps with any
problems people have, What sort of problems do vou think they might have:

Listening

E Task 2  Listen to Part 1 of the interview where Anne talks abont the problems she
helps with. Tick 1#7) the problems she mentions

1 | paper jamiming

2 | finding options in progrims
3 viruses

+4 compulter lreczes

5 hard disk crashes

i printer switched off

7 no paper in the printer

5 peaple frgel their passwords
9 no toner in Lhe printer

% Task 3  Listen to Part 2 of the interview. Tick (¢) the ways Anne keeps up with new
developments in computing.

1 | | reading books

2 | | reading computer magazines
3 | speaking to other technicians
4 using the Internet

5 Laking courses

i trying programs hersell

7 reading newspapers



Task 4

Example

Language work: Adverbs of frequency

Study these extracts from the inforview.
I: Are you ever boredr
Ad No, o really, because it's mever the same things over and over
againg its different cach time.

A: People have problems with the hardware, often with printers ...
paper jamming, They also have problems finding options in the
programs. Mostly with word-processing.

1 Are there any other hardware problems:

Ax Oveasiomally v computer freeges., it hangs or freezes. Its usually a
memory problem.

I Is it always the machine or is it sometimes the user?

A: Sometiones i1°'s e user, The printer isn’t switched on, or there's
no paper in it.

The words in italics tell us how often something happens. For example:
I How olten does o compuler crash?
A: Sometimes, not very often,

We can grade thess words from always to never like this:
always
almest always
tisenally
aften
sometimes
awccitstentally
H’i”]l’f'\f. never
never

This table shows the number of hardware and software problems Anne
had last vear, Describe how often these problems happened, using the
adverbs above,

There were sornetimes problems with the netwaork

Prinlers 116
Monitors 8]
Cabling 13
Scanners &
Network i
Spreadsheet 15
Databuse E
Word processing R
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Task 6

Computing words and abbreviations
Task 5  [ut the devices from the list into these sets.

Input Outpul l Storage

Match each definition { 1-8) with the correct feature (a—h).

1

2

e

o

- |

This is & window which appears when information about a choice is
needed or when options have 1o be selected.

This indicates the amount of space between the dots which make up the
image on a monilor.

This is purt of a screen which is used to select an action. usually by clicking
the mouse button owver it.

This is a measurc of the number of dots which make up the image on a
monitor.

This shows a list of choices which the user can select from using the
pointer.

This is part of a dialog box where the user can type file names and other
information.

This is the speed at which the monitor refreshes the image on the screen.

This is & small picture on the screen which represents a program, folder,
or file,




Task 7

Writing

Answer these questions about the interview with full sentences. Then link
vour answers to make a short paragraph about Anne.

1
2
3
4
E

L]

What kind of work does Anne do?

Whil does she like most aboud the job?

What kinds of problems do people have with hardware?

Why do computers frecze?

How does she keep up with new developments in computing?
What kinds of courses does she go on?
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Task 1

Task 2

4

Task 3

Networks

Tuning-in

Study this example of a local arca network (LAN ) Answer these questions,

Who are the users?

What kind of hardware is useds
What do the doctors use it for?
What do the receptionists use it for/

R

What does the practice manager use it for?

Waiting :
Patients' racords,
room drug infarmation, : Consulting
Bppointments. Consulting room
N room Doctor B
Reception Doctor A
PC rC
A ]
%
Gunlulﬁng Practice - Ernai! CONNACTINNS T0
room managear hospitals, other practices,
Doctor C and tha lacal health board
PC
= (Finance}

MNewtown Health Centre
Lacal Araa Natwork

Work in pairs. List some places where you might find a local area network.

Reading: Networks

Study this diagram,

Then answer [he questions.

I What is a network:

2 What are its hardware
components?

! What is the difference
between a lecal area network
and a wide aren metwork?

4 What advantages do you
think networks haver

File servar




Task 4  Now read this text 1o cheek your answers to Task 3,

What is a netwark?

A network is simply two or more computers linked together. It allows
users o share not only data files and software applications, but also
hardware like printers and other computer resources such as fax.
Most networks link computers within a limited area - within a
department, an office, or a building. These are called Local Area
Networks, or LANs. But networks can link computers across the
world, 50 you can share information with someone on the other
side of the world as rasily as sharing with a person at the next desk.
When nelworks are linked together in this way, they are called
Wide Area Nelworks, or WANs. “q
Networks increase productivity by allowing workers to share
information easily without printing, copying, telephoning, or posting.
They alse save money by sharing peripherals such as printers,

m

Task 5  With the help of the diagrims on page 46 and the text above, identify these
hardwure components of the networlk,

1 Most networks have at least one central computer
which all the deskiop computers connect to, This is the most Important
cormputer on yoeur network. I stores the data les and application sollware
programs that the users need to access or share with others,

This is the deskiop computer or notebook computer

on vour desk. 1t is linked 1o the server, and can access files and applications

arl Il Bach computer on the network has a device called @ network

Interface card which conneets the computer o the network. Many

compulers come wilth these cards fitted as standard,

b=

3 Unce you have a network vou can share any number
ol these. including printers, scanners, CD-ROM drives, and backup devices.
4 Diesktops typically connect via telephone-tvpe cahling

to this intermediary device, which enables communication belween
servers and desktops.

Listening: Network topologies

Task 6  Study these diagrams. They show four network topologies. Try to match each
diagram with the correct name.

25 Task 7 Now listen and check your answers, The recording describes three topologies.



Task 8

Which topologies do these statements reler to?

1
2

b= B R S

Il one of the computers fails. the whole network will be affected.

Il we remove a computer from the network, it won't affect the other
computers.
Il the main cable fails, the whole network will fail.

If the central server fails, the whole network will tail.
If a cable breaks, the whole network will be affected.

If o computer fails, it won't allect the other computers.

If the cable fails, the whole network will fail.

Note that the action is in the Present simple, and the consequence in

the will futare,

Study these other examples.
If you dom’t use the right password, you won't get access to the network.
If you don't save your document, you will lose the information.

Language work: Predicting consequences
The sentences in'Task 8 predict the consequences of an action. For

example:
The cable fails. The whole network will fail.
(netion) {consequence

Task 8 Link each action (1-10) with a suitable consequence (a—j).

Exumple

48

Task 10

=

C
1
2
3
4
5

= M O S W e b -

If you place a floppy disk near a magnet, you will destroy the data.

you place a floppy disk near a magnet

you press Print Sereen

vou inpul the correct password
vou add memory (o a computer
vou mowe the mouse to the left
you slore data in RAM

you use a faster modem

there is a memory faulk

vou press Lthe arrow key

vou move a CD-ROM drive

with the disk In place

a
b
c
d
e
f
R
h
i

i

the cursor moves Lo (he left

the computer hangs

it is mot lost when von switch off
you damage the drive

vou copy the screen

you have access to the network
vou destroy Lhe data

it runs faster

your phone bills are lower

the cursor moves dcross

the screen

omplete these statements with a suitable action or consequence.

If you select the Cancel button on the Exit Windows dialog box, ... .

I your monitor is too bright, ...

. » You will close down Windows programs.
Il vou input the wrong password. ... .
... Your printer will not print.



Task 11

Task 12

Problem-solving

study these rules for passwords. Then decide il the passwords which follow
are good or bad. Explain your answers,

Metwork passwords

Usually you need a password to use a network. It is important to
keep your passward secret, The following rules make a password
maore difficult to guess.

Passwords should:

be at least 6 charactars long

have a mixtura of numbers and letters
have & mixtura of capital and small letters
be easy Lo remembar.

SO

Passwords should not:

be a word from a diclionary

be a common nama

include spaces, hyphens, dots, or symbaols with a special meaning
incomputing, e.g. $, *, etc.

=~ @ o

Writing
Write a description of the LAN shown in Task 1. Use vour answers 1o Task 1
1o help vou. Begin your description like this;

This LAN connects receptionists, doctors, and the practice manager in a health
centre, It also conneets the centre with the local ealth board,



Communications

Tuning-in

Task 1  ldentily the dilferent comumunications links between the oftice desktop in a
San Francisco police-station and the mainframe in Georpin State Police
headquarters. Choose from this list.

;
J

San/

Francisco

Task 2 Work in pairs. Try to think of other organizations which use long-distance
computer communications to exchange information

S0



Task 3

¥ Task 4

Task 5

Listening: Voicemail

Study this disgram of a voicemail svstem. Match cach picture to the correct
caption,

=

b
C

The digital message is stored in ‘voice mailboxes” on disk.
The caller dictates the message.

When the recipient dials the mailbox, the message is converted back 1o
analogue signals and delivered in audio form.

The messags: is converted Trom analogue to digital signals.

Listen to this voicemall message from John Bailes in Brassels for Lenny Yang,
a salesman with the Taytron company in London, Answer these questions.

=] 5 oW e e b =

Which number does [ohn Bailes dial to leave a message:
Whal time was John's meeting with Lenny Yang?

Why can't John meet at that lime?

How is John travelling to London:

When does he leave Brussels?

When does he urrive in London?

Can he meet Lenny at 11,15+

Why does Lenny have to email before 8. 307

This is Lenny's appointmenis page on his PC. He checks his volcemail at 9.040.
Is there any problem?

Edit  Section  Page  lools  Uption Halp

LI Vo Uity

TN AN e Trany Dai¥y. Tie Sapeen

51



Task 6

Reading: Video conferencing

Study the instructions for using a video conferencing system. Try to find this
information quickly.
1 What do these keys do?
afE)l bitk c (B diH)
2 Which buttoms do vou use to;

a make a call? ¢ switch off the plcture-in-picture:
b adjust the volume! d zoom in and out the Near End cameras
Dialling

a video call

Ensure ‘Picture Tel Ready’ is displayed on the maonitor,
Press the Call button {A). The monitor will prampt you Lo

1 Make a manual call
2 Re-dial the last video numbers
3 Place a call from the spead dial manu.

To select a number trom the spead dial list, use the direction keys (B),
then press Enter (C).

When the call has been successfully connected, you will see the
Far End location on the maonitor.

Mute

On the left-hand side there is an audio mute key (E). When thisisin  «
operation, a bannar will appaar an your main monitor telling you

that Mear End, Far End, or both are on mute. Use the Mute button if
you want to have a privals conversation.

Volume
To adjust tha incoming volume, simply press the Volume key (F).

Picture-in-Picture
If you prefar nol ta see your own image, you can switch the P-I-P off =
using buttaen (G).

Moving the camera

The right-hand side of the keypad houses the Near End (1 and J) and
Far End (K and L) camera controls. The diamond shaped keys (I, K}
control the direction of the camera and [J, L} the z00m in and out.

Ending your video conference
When your meeling is finished, remember to end the call by pressing =«
the Hang Up key (H). it is preferable for the call originator to hang up.



Task 7

Task 8

Task 9

Task 10

Language work: Present passive

Study these steps in using the communications links to exchange data

between San Francisco and Savannah. Georgia.

1 A police olficer requests records ol a suspect.

2 Her computer sends the message via lines and Gbre-oplic cable (o a
local microwave station.

3 The local microwsve station transmits the request to the nearest
earth satellite station.

Look at the active form  the agent is as important as the action.
A police officer (= agenl) regqoesis (= action) records of a suspert.

If we wanl to make the action more impartant than the agent, or il it is
very clear who or what the agent Is, we can say:
Revords of a suspect are requesied,

This is the Present passive form, We make (his using is or are plus the
ed form of the verb (requested, transmitted, relayed). With irregular
verbs, we use the irregular past participle form {(sent, given. spoken).

Fill in the gaps in these sentences. They describe how the police send a requesi
from San Francisco to Savannah. Use the passive form of these verbs.

B . R AL TP T R AT

1 Records of a suspect

2 'The message — to a local microwave station,

3 The request 1o the nearest earth satellite station.

4 The message to a satellite in space.

3 The message back to an earth satellite station,

h It to a microwave station.

7N via the telephone lines (o the headguarters computer,

Now describe how the records are sent from Savannah 1o San Franciseo,

Problem-solving

Work in puirs, Students in another country want (o study the sume computing,
course as yours without coming to your country, What communications links
could your eollege or university use to make this possibler

Speaking

Work in pairs, With the help of the rules provided, explain 1o vour partoner
why these samples of handwriting are not easy for compulters Lo read.

wane D320 Z’emt .‘SBE”I' SQO066 (ouwp

Student A Your rules are on page 118, Student B Your rules are on page 119,
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The Internet 1:
email and newsgroups

Tuning-in

Task 1 Siudy this diagram of the Internel. With its help, match these delinitions to
the correct item on the diagram.

1 adevice which selects the best route to send data from one network 1o
another

2 aspecialist computer which provides a service 1o a network

3 o company which provides Internet nccess

4 # large multi-user computer for processing very large amounts of data

5 computers connected together to share hardware and soltware

B e ] AN

* .- et .'I ' '

Task 2 Do you use the Internetr What do people use the Internet for? Make a list and
discuss it with vour group.

Listening: Email

a4

Task 3  Study this email. Answer these questions,

1 Wha is the sender? 4 What is it about
2 Whalt is his email address: 5 What time was the message sentr
3 Whois it sent tos 6 In what form is the main part of the message:

From: | eastiegh@gltech ac uk

Date: 9/10/98, 15.35

lo: gpark@ed.ac.uk, pricel@aol.com, aperez@xmc.ed.uk
Subject: Party

Dear all,

loo lazy 1o type. |'ve recorded this message as an anachmant
Jiihr




ElTask 4 Now listen to the atnachment and find the answers to these questions.

When did he start his course?

Why 1s Friday different from other days:
Which class does he most enjoy?

What is he thinking of for a project?
Why does he not like the maths lecturer;
What sport does he play at lunch-time?
What's happening on the 17th?

Where will it be?

Who will be there?

MDD =] o ok i b =

Reading: Newsgroups

Task 8  You can exchange views on almost any subject by joining an Internel
newsgroup. Which of these groups would interest the lollowing people (1-6)7

a altalpgebrahelp I altsportsoccereuropean

b alt.aslan-movies g alttasteless-jokes

¢ allcomics.batman h recaantiques.bottles

d alt.education.disabled i altfood wine

e alt.lashion j alt.music.world

1 alpotball fan 4 a comic book collector
H sbudent with maths problems & & fan of Indian cinema

3 a botile collector 6 someone interested in clothes

Task 6  Study this exchange between subscribers to a newsgroup and find the
answers 1o these guestions,

1 What newsproup is this: 6 Who sent the second messager
2 Who sent the first message: 7 What was the object?
3 When did he send itz 8 Why do they think sof
4 Where was flight KN162 poing? 9 What did the coastguard scer
5 What did the pilor see: 10 What was he doing:

From. rsony@hotrmail com Date: 06 March 1908 05.39

Newsgroup: alt.alien.visitors

The pilot of flight KN162 from Dallas 10 Fargo on February 1/th 1998 reported a UFO heading
north-aast 4l an allitude al 10,000 metras and & spead of more than 2,000 k. He describerd
the vessel as silver in colour, cigarshaped and with short wings. Did anyone else see this?
Ran

From: Ben & Thelma Subject. Re: UFC Report
Ihis could be an exgerirnental military plane. There are no reports of alien ships with wings,
Most UFOs are saucershaped like the one which crashed at Roswell.

From: Steve Subject. Re: UFO Report
Nonsense. Winged alien craft are quite commaon. US coastguard Harry Priman saw 3 winged
craft over Cape Cod on A1h March 1995 while ssarching lor a missing lishing boat.

o
i



Language work:
Past simple vs Past continuous

We make the Past continuous with was/were + the =ing lorm of the
veerh. We often use it to provide the context for actions in the past

He was flying from Dallas to Fargo. He saw a UF(.
{action 1) {action 2|

Tu show thal one pasl action happened in the middle of another past
action, we can link them using when, as. and while.

He was flying from Dallas to Farge when e saw a UFO,

As he was flying from Dallas 10 Fargo, he saw a UFO,

While he was fying from Dallas to Fargo, he saw a UFO.

We use the Past simple for completed actions, especially those which
take very litthe time, We use the Past continuous 1o deseribe aclions
which happen over a perlod of time.
He saw a UFOL It was heading north-east. It was travelling ot
2,000 km/ih,

Task 7 Put the verb in brackets into the Past simple or the Past continuous.

Il The plane {20) to Fargo.
2 The UFO (fly) at 10,000 metres.
3 The pilot (notice) it had short wings.
4 The pilot (report) the incident.
5 He (ddescribe) the vessel as silver in colour,
6 No one else (see) the UFO.
7 The UFO _ ihead) north-east.
B The coastguard isee) three winged craft,
9 lle |search | for a missing fishing boat,
10 A UFO icrash) at Roswell.

Task B Link these actions to show that one action happened during the other action.
Put ench verb in the correct lense, and use an appropriate time word:
while, as, or when.

I e (fly) from London to Edinburgh. He (see) a UFO.

2 Her computer {crash). She {search) the Internet.

3 Thev (studv). A fire istart) in the Computer Lab.

4 She {print} out her email. The printer (develop) a fault.
5 They (wark ) on the compuler. Someong {swilch) on the

power.



Task 9

Task 10

Problem-solving

Study this typlcal email address. It belongs to Anna Lock, who works for the
Pesto company in the 1K,

locknd@ pesto.co.uk

userid  domain tvpe of organization cutl_nr.r}f

Study these examples of types of organizations and countries.

Organizations Countrics
cinn ur éo commercial organization al  Auslria
edu/ac education au Australia
Zov government ca Canada
inl international organizalions ch  Switzerlamd
mil military de Germany
net network provider es  Spain
rg, nok=for-profil fr France

and other organizations it ltaly

Whose email addresses are these? Match the addresses (1-8) to the list of
users (a—hl.

rederossvouthialgonet se

webmasteriafao.org.it

today e bbe.coak

jsrmi L hgsmith senate pov

rosslia'cantsoc.com.it

siles@udemon.net

lunchxi@swiol usace army.mil

sarrlev@alyac.te

e %] oW e W e =

a UN organization based in [taly

a LIS politician

a Swedish charity

a student at a French university

a news programmie on @ public broadeasting service in the TR
an Italian wine co-operative

a military organization based in the 118

an ISP

G O O 8
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Writing

Write a briel email to a Imend describing vour course. Your message should
answer these questions.

What is vour course called?

When do you have classes?

Which subjects do you study:

4 Which subjects do you enjoy mosti Why?

5 Which subjects do you like least? Why?

6 Whalt do you do in vour free time?

e bl -

L
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The Internet 2:
the World Wide Web

1

Task 1

Tuning-in

Waork in groups. Study this page from the Yahoo search engine
(thttp:/ fwww. yvahoo.com), Which category is the best one Lo search in for this
informations

1 #@ new treatment for caneer 5 the phone number of the White House
2 new Hollywood movies b avideo ol a black hole developing
3 the ltalian word for computer 7 Tibetan Buddhism
4 the main news stories inthe US 8 unemplovment statistics for Germany
’ |
-8 3 YAHOOL 9 o |
1998 Winter Games _ MegaMarketing Looking for a !
resulte. schedules, news 75 Ao ™ 7 BENEFITS EXPOSED! Job? Home? Date? 1
f ________JW optivas
Yellow Papes - Peaple Search - Maps - Classifieds - Personals - Chat - Free Emall
Shopping - My Yahoo! - News - Sparts - Weather - Stock Quotes - more...
Arts and Humanities * News and Media (x|
Business and Economy (xuw!) « Recreation and Sports (xua)
Companies, Finance, Employipent . Sports. Games, Travel, Autos, (utdoors. ..
Computers and Internet [xra!) * Reference
[nternet, WWW, Software, Mulumedia. .. Labrares, Dictionanes. Phone Numbers. ..
Entertainment [Xica!)  heoience
Conl Links. Movies. Music. Humor .. (5, Biology, Astronomy, Hngineering. .
Government + Social Science
Military, Politics, [Xtra!] Low. Taxes... Anthropology. Sociology, Economics .
Health rxual| « Society and Culture
Medicine, Drugs, Diseases, Fimess. . Peaple, linvironment, Religion...
|

Reading: Webpages

Task 2 Stinly these sample webpages. Classify them as;
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Task 32 Now malch cach webpage to the correel text,

A Offering unparalleled acesss 1o world news and currant affairs, tha
Internet lets you keep up with the lotest stories as they happen.
Newspapers from around the world are available online, and TV news
services, such as CNN (Cable News Natwaork) and Sky TV, offar
excellent coverage. There are cven special interest news sites,
including some designed for children,

B Whatever your lavourile sport, it is likely to have at least one devotad
fan who has prepared a website dedicated to it. By visiting the site,
you can pick up the latest news and gossip, and even chat to other fans
around the world. As you migh! expect, football fans sare weall caterad
tor on the Web with a mass of information on famous teams, league
positinns, fixtures, and player profilas,

C Keeping up with your favourite band, finding out about exhibitions, or
simply organizing your TV viewing is easy on the Web. Major TV
companies have their own sites where you can find a wealth of
information on TV shows and the aclivilies of your favourita
celebrities. If you want to find a restaurant, see a movie, or just visit a
new bar, you will find the Internet a great resource.

[} You can study for school or college and even obtain a degree using the
Internet. Universities from around the world have siles and some aller
on-line courses, Most schools now have an Internet connection, and
many schoolchildren use it for research and for keeping in touch with
schools abroad. Children can also visit special online exhibitions
crantad by world-famous mueseumes.
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Task 4 ook at this page from the CAN website. It contains a number of links labelled
{a=h). Finud the links which enable you to:

get the story behind Lhe headline in hull

post your own message about current events

scarch previous news stories for any reference you want

interact with ether readers live using your keyboard

see the advertisement

change 1o Spanish

see the news in briel

|
2
3
4
5
[}
r
8 watch videos of news stories.

NN E:!NQITHI

mteracr_tlge

P A G E

custom 'EL Nifio returns
 WORLD COMMUMNITY Message Board: EI Nifio winter
j= Waseaan Ry .-1.
b I Lustful lizards have to
WEATHER oo bite the bullet
SPOATS
s ~ Recess s over for the crocodiles of the Nehru Loclogrenl Puck
EC]. £ITE & e L
JFIIHLE';ET : SITC JgHIFTHCIEr: |r.|. _H'pl.ﬁ'lall.ﬂ -.I city i Andhua Pradesh in southern India.
STYLE Holpt  CLLLSTORY
SHOWBIZ Search () n
HEALTH CHM Networks
EARTH
SPECIALS
Alipotiticsdy, Guick News g
W Almanac
EN ESPARGOLIT) v,ﬂL""‘mrL b

Listening: Browser

Task 5 Todownload and read documents from the World Wide Web vou need a
software program called a browser. Study this section of a web browser sereen.
Identify these features.

] Task 8 ook more closely at the toolbar., Listen to the recording and try to identily
which buttons are described.
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Language work: -ing forms

Study these examples.
Keeping up with gour favourite team is vasy on the Weeb.
Ry visiting the site you can pick up the latest news.

We can often use the -ing forim of verbs like nouns,

Browsing the Web is popular
Some people like shopping online,

We use the -ing form after prepositions,
Without leaving home you can visit any coumtry on the Weh,
Ry clicking on the link you can move to another page.

Task 7 Complete each gap in these sentences with the -ing form of an appropriate
verh from this list.

= wilh the latest news on vour favourite team is easy
on the Web,

2 Une of the most useful features of the Internet is and
email.

3 The prandfather, father, son method is one way of
your documents.

4 Fibre-optic cable can be used for compulers in -
network.

Senrch engines are ways of information on the Web.
4 keyboard is the commonest way ol

o N

data into a computer.

7 audio and video attachments is possible with email.

8 il Programmer means i nurmber
of programming languages.

9 The White Pages are for email addresses.
10 “n option in 4 men s easy with a mouse.

il



Task 8

Exaimple

Task 9

Task 10

Try to answer these questions using an g form.

How do vou draw pictures ona computer?
Ry wrsinng o griphies poekoge,
How do you:
1 Lind a website?
2 select an option on a menu?
5 move rapidly through a document:
4 return to your starting page on the Web?
5 slore fvinirile siles?
6 share ideas with other Internet users on a subject you're interested in:
increase the speed of vour compuater?
8 send voiee and text messages to other Internet users?
9 end a search on the Web?
10 move the cursor round the screeny

Problem-solving

Work in pairs. Decide which of the sites (a §) to visit in order to find
intforresation on the follwing wopics (1=-10.

1 the latest scientific developments a wwwadmarket.com

2 caring for vour cal b www bubble. com/webstars/
3 caleulating your tax ¢ www.buildacard.com

4 new cars d www.earlounge com

5 advertising on the Web e www.encenter.com/ski/

B books on sport I owww peleat.eouk

7 sending a virtoal greetings card g wwwmoneyworld.co.uk

% economic data on Bulgaria h wwwnewscientist.com/

9 vour horoscope i www lhebookplace.com
10 ski conditions in Burope i wwwworldbank.org

Writing

Work in groups, Desizn a Web home page for your college or company, Write
a headline with an explanatory paragraph about yvour college or company,
ard aomen which readers can choose from o o out mere aboot dilferem
aspects of it,

Each member of vour group should write a briel paragraph which readers
can aceess when they click oo one of te menu links,



1 5 Interview: Website designer

Tuning-in

Task 1 Saladin desipns websites, This is one of his designs. Discuss with vour group
what vou think a good website shoul] hnve,

[ Wil Street Theatre - Micrasaft Internet Explorer Egjm_ﬁlﬂ I:ﬂ ﬂmfjﬁr [ & X

Filw Edi View Go Favortes el

=2 b a2 as B

:HMW [ Tty s el G ke Villstresy =l 5 :1 'r Links

Ny
& %,
Hill Street Theatre

THEATIRIE “The little big venue”

—
venue 41

It gives us preal pleasure 1o welcome you to Hill Street Theate's Edinburgh Festival Fringe 1998,

We would be delighted il you decided 1o celebrate the 51st Anniversary of the Festival und 52md
Fringe with us. We can assure vou thut Hill Streer Thearre 15 a friendly and happy place, Tull of fun

and character. We trust that vou will enjoy spending tme with us and hope that vou will have an

“the: larpest, most prestigious ants festival in the world”
THE SCOTSMAN

|
i enjoyvable 1998 Edinhurgh Fesuval Iringe,

Listening

E Task 2  In this interview Saladin describes what makes a good website. Listen o
IPart 1 of the interview and answer these guestions,

Name two kinds of people who want websites,

Why is i website pood for people with a lot of information to distribute:

What sort of clients is a website particularly useful for

What does Saladin ask for lirst from a client;

What impartant point must be decided:

6 Whal must the client malke a clear decision about?

A s ot P -
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] Task 3

2% Task 4

i8]

= Task 5

Listen to Part 2 of the interview and complete the five design principles
menticned,

1 There should never be

2 Amaximumof — from home page to other pages.
3 Don't have o1 one page.

4 Don't use multimedia simply tomake |
5

Remember there are still & lol ol wsers with -

Listen to Part 3 of the interview. Decide which ol these statemenis Saladin

would agree with.

1 Information on websites should be divided into small sections.

2 Lomg sections can be o problem for users who want to priog [rom a website,

3 lt's a bad idea to have a lot of links to other sites,

4 You want users to bookmark vour site as a way to get to other sites.

5 Your websile should start with & brief picee of information to attract the
reader.

Now listen to the whole interview again. Put these pieces of advice about
website design inlo Dwo sets: A (things to do) and B (things not to do).

1 Include graphics only to make it look nice.

2 Divide information into small sections.

3 Have pages with dead-cnds.

4 Have a lot of links to other sites,

5 Have a lot of links on one page.

G Start with & briel piece of information Lo attract the reader.

7 Vorget about readers with less sophisticaled browsers,

8 Update vour page regularly.

Language work: Indicating importance

We use has/have to and must (o urge someone Lo do something because
we [eel il s imporiani,

You fiave to/must put the kegboard directly in front of you,

You musen't type for hotrs without a break.

Wi al=o use these words to show that something is reguired by a rale or
law or by common sense,

The screen has to/must be easy to read,

Motsy privders muasin’l be oo near,




Task 6

Taslk 7

Task 8

Fxample

Task 9

Exanple

Task 10

Give advice aboul website design using has/have to. must, and mustn't.
Use these answers to Task 5 to help vou.

A: things to do B: things not (o do

I Divide information into small 1 TTave @ lat of links on one page.
sections. 2 Include graphics only to make

2 Iave a lot of links to other sites, it lonk nice.

3 Start with a briefl piece of 3 TForget about readers with less
informalion Lo attract the reader, sophisticated browsers.

4 Updale your page regularly. 4 Have pages with dead-ends.

Computing words and abbreviations

Ilenlily these abbreviations used in carlier units. [se the Glossary if necessary.

Tind terms related to these.
analogue signals — digital sigmals

1 bit 4 read-only memory
2 loeal ares network 3 connector
3 loppy disk drive

Find as many words as you know which go before or after these terms.
You may use compound words,

dhisk: disk drive, hard disk, floppy disk

Writing

Write 1 sel of numbered points to advise someone thinking ol designing a
wehsile, Advise them of things to do and not 1o di. Use vour answers to Task 6,
other information trom the recording, and vour own ideas,

How to design a websile

L Y N o




16 Word processing

Tuning-in

Task 1  General purpose packages such as word processors and spreadsheets have a
number of features in common. Match these commands (1-7) to their
meanings {a—-g|.

1 Open a alter data in the document

2 New b begin a new file containing no data

3 Save ¢ alter the appearance of the text (e.g. change the font)
4 Print d start the application ready for use

5 Insert ¢ enter information into the file

6 Fdit I save the document 1o disk

7 Format ¢ send the data to the printer to be printed out

Listening: Word processing screen

Task 2  Study this word processing screen. Can vou identify these components?

1 Menu bar 5 Formatting toolbar

2 Inserticn poinl 6 Standard toolbar

3 Stains bar 7 Ruler

4 Title bar
ol 2 e e e R S R e Y soft Ward - Dol =]
| File  Edit I"u"|l'|'|' Ingan Format  Tools  Teble  Window  Halp ki)

A Jael v | G| —-
A i "'.

FE Task 3 Now listen to the explanation to check vour answers,

hf

Task 4 Number from 1 1o 5 the features on the sereen which allow vou to:
1 insert atable 4 know which page you're on
2 print 5 underline part of a text.
3 change the font



Reading: Draft letters

Task 5

14 Glancey Slieel
Broadiown
ELI124P0)

5th January 1999
Ms J Huckerly
Customer Services
Wanda Lid.
Somerton

SP1 QR

Pear Ms Huckerby

Re: Printer 6W L, Serial No 1563526

| purchased this printer from you in
September, but it soon developed a fault. 1
sent 1t for repair under the guarantee on 19h

November last vear. It was returned on
Drecember Oth but it is still faltv. 1 am

Study these two drafis of a leller. Underline the changes made in Draft 2.

14 Glancey Streel
RROADTOWN
FLI2 410

Sth January 19949
Ms J Huckerhy
Customer Services
Wanda Lud.
SOMERTON

SP1 30K

Drear My Huckerby

Re: Printer 6WL, Serial No 1563526

I purchased this printer in September, but i
soon developed o faule. 1 osent it for repair
under the guarantee on 19h November Tast

weat, [ was returned on December Gith bul 1 s
siill faulty, The paper jams every Lime il prinis

returning it tor further attention.

Yours sincerely

Paul Rrandi

Task 6

L am returning it for Murther atlention,

Yours sincerels

Puul Brandt

Which ol these word processing features has the writer used to make the
changes in Draft 2¢

| 4Rjm| Bl1]Y| =

Language work: Present perfect passive

1 tabs inserted fh words deleted

2 spelling checked 7 words inserted

3 line spaces inserted & words underlined

4 text justitied 9 characters made bold
5 letters changed to capitals

We can describe these changes like this.
Tals have been inseried, The spelling hus heen checked.

Thi words in bold are i the Present perfect passive. We [orm the Present

The Present perfect passive describes changes in the recent post which
bravar e result i the present. Remember that we use the passive form if
we want to focus on the action and not the agent, or i it is very clear
who or what the agent is.

Study this list of changes to Dralt 2 of the letter in the Reading section.

perfect passive with has/have been + -ed (the past participle of the verb).

b7




Task 7 Describe the other changes which have been made in Dealt 2 in the same way

Task B Now look al the two versions of Lhis letter. Describe the changes which have
been made in Draft 2.

LR Computing, ER Compuling,
ey POR 303, m POB 305,
London London
17th May 17th May
Deur Mr Hunt, |  Dear Ms Fellows,
Thank you lor your fax of the 14th and Ihank you for your letter of the 2nd and
for your interest in the post of Computing for your inlerest in the post of Computer
Support Clicer. Programmer.

Before we can procecd with your
application, we need the names of two
referees,

Belore we can proceed with your apphcation,
we need a full CV rogether with the

names of two referces

: ; Yours sincerely,
Yours sincerely, 3

: oty Sarah Gaites,
Surah Gaites '

Personnel Director

Yersanne! Diveciar

Problem-solving

Task 9 Study these pairs of words in different fonts from a desktop publishing
package. Which lont in cach pair would be most sultable for an
advertisement? Fxplain your choices. Use these phrascs.

I1's Loo ...
It"s mot ... enough,

Construction CONSTRUCTION
SOLICITORS Solicitors
(tedding gowns WEDDING GOWNS
C hampagne Champagne
Technology e chor gy

hH



Task 10

Task 11

Writing

Study these instructions for using the Find command,

Find What, | presant - Find Meut ]

Search: m:]* Malch Case
Find YWhole Words Only he
r Use Pattern Malshing ~fppiece.. |
[ Sounds Like
™ Find A Word Forms

| Fomat + | Spocwt = |

Find

1 Choose the Find command in the Edit menu.

I'vpe the text vou want to tind in the Find What text box, tor example,

[ eserel.

3 Type the text exactly the way you want to find it.
If vou want to find text that maitches upper case and lower case with the
wily vou Ly il, select Match Case,

5 I vou want to find whole words only. select Find Whole Words Onlby. If not,
vou will find presenting. represent, presenter, ele,

6 Click on Find Next and the progeam will paose each time [ inds the words
yOu wanl,

7 'The found text is highlighted on the screen.

| B

Now write your own instructions lor using Find and Replace based on this
tialoge box, Use your own examples,

ST — .0 e

Search: fan =] [ Match Case

= Find Whale Woards Cnly
[ Usa Pattarn Matahing
[ Sounds Like

™ Fing All Word Forms

“Eind :
| Format | Special - |

Speaking

Wik in pairs, A and B, Explain to your partner in simple terms what vou think
are the functions of the labelled buttons on vour copy of the standard toolbar.

Student A Your toolbar is on page 115,
Student B Your toolbar is on page 119,



1 7 Databases and spreadsheets

Tuning-in

Task 1 Study this example of a record from a database of company employees.
What Liclds do you think it contains? What other fields might be usefulr

| Boot, Ronald | Marketing | Salesperson | 3055068 | 28000

Task 2  Work in pairs. What fields would you include in a database for;

1 a national police computer?
2 # national driver and vehicle licensing centre;

Reading: Database search

Task 3  Study this simple database of volennoes and answer the questions,

M Counlry Contiment Height {m) Stulus
Coropaxi Ecuador South America 5978 active
Popocatapet] Mexico North America 5452 active
Sangay Ecundor South America 5410 active
Tungurihus Leuador South Amera 5033 active
Eilimanjaro Tanzuunin Alrica 5889 dormunt
Misn Peru South America SKih dormant
Aconcugua Arpentma/Chile South America G960 helieved extinet
Chimbaorazn Ecuudon South America 6GIXD believed extincr
Orizabu Mexico North America 5700 belizved extinct
Elbius Russiun Federation]  Asia 5647 believed extingt
Demavend lran Middle East LR believed extmct
1 How many lields are therer 3 List the volcanoes in North America,
2 How many records are there? 4 List the volcanoes over 6,000) metres,

Task 4 Rewd this text on database searches and answer the questions which follow.

Search

Tha ‘search’ facility allows you 1o look through the database for
information. To do this, you must enter the field or fislds that you
wanl lo search and the details that you want to find. This is called to
search on a field using whatever conditions you require.To give an
axample, you might be looking for items on your database with
‘height in metres greater than 5,000°. Here the field that you would
he searching on is ‘height in metres’ and the condition you want is
‘greater than 5,000 The figure shows how a simple search on one
field can be carried out.

70



Task 5

Task 6

Hecard Selection: | Simpli
| contains & | '-'ﬂ‘i“'

Lantingnt ,:ﬁ} beging unth ﬁ‘g
Height in meires is greater than |
slatus I8 greater than ar equal te |

fiecord Comparison infermatian: ||
Selaction Bules: Meight in malreas is qrealor has SERE

Cimnd eor
Ho@t 1 clr |
Hhd (L1
Ang M |
L 1]

|
= |
XE 3 n -
Cariel | Mtdelee Pailin J Imsdail Iuln_J Erlect ] |
;A W |

What does box a containy

What does box b contain?

Which selection rule is entered?

What is the function of button ¢

How many records will this scarch find?

I I )

|

What are the selection rules Lo lind:

1 all active voleanoes?

2 all volcanoes over 6,000 metres?

3 all volcanoes in South America?

4 all active voleanoes in Feuador?

5 all active volcanoes in South America higher than 5,300 metres?

Listening: Spreadsheet

Study this extract from a spreadsheet for sales from a fast food outlet.
Answer these questions.

1 How many eolumns are Lhere?
2 [ow many rows are there?
3 Whatisincell A3?

A 1] C D E
1 Day Faaed Divink Toral Profit
1 Mon Rl 92
3 Tue 5590 171
4 | Wed 547 1046
5 Thur 219
] Fn 1953 311
7 2742
B 1231 248
9 TOTALS




Task 7 Study this table. Explain what cach of the spreadsheet formulae (1-5) means.

Symbol Meaning Formulac

+ plis 1 =E3*15%
—  minus 2 =A10*R3
* multiplied by, times 3 = SIIMIBS9:R24)
/ divided by 4 =K12/12
= equals, is equal to 5 =D4-534

: to

o percent

Example = A2'B2 (formuala)  eguals cell A2 multiplicd hy/times cell B2 (explanation)

== Task 8 Listen to the recording, Fill in the gaps in the spreadsheet in Task 6 by
entering the numbers. text, and formulae in the correct cells,

Language work: Certainty 1

We use will when we are certain one action will follow another.

If you switch on Caps Lock, you will gel all capital letters,
When we are less certain one action will follow another, we can use
[} }'IL‘HL' X [:I]'{'..“-Hii H1s.

will probablyy/ probably womn't

ey (end ), mmight fnot)

will possibly/ possilily won's

Task 9 [n most databases vou can use wildeard characters when you do nol know
exactly what vou are scarching tor, Study these examples.
any single character in this position
any number of characters in this position
# asingle number in this position
[ | find these characlers
[ don't tind these characters
[lsing these characters in o search, we can be certain what we will find and
what we will nol ind.
Example I you seareh for Smzth, you will find Swuith aeed Seeegth, bt gou wind't find Smit.

Write similar sentences for these searches,

1 Briwn  —Brown. Brawn, Braun,
2 tre — tongue. the, Lea, Lrue
3 #th 12th, 4th, earth

4 Paullao| - Paul, Paula, Paulo

5 Mari|!la| = Marie, Maria, Mary




Task 10

Exaniple

Task 11

BExample

Task 12

Complete these If- sentences using an appropriate expression of coertainty

If there s power fiilire, gou may lose all sour date,

1 IT there is power failure, vou lowse 1l youer dala,

2 T you hawe a virus, il corrupl your fles,

3 If you don't back up vour files regularly, vou — lose some of them.

4 If you choose a simple password, someone access your files.

5 I vou don’t give vour files meaningful names. you forget what
they contain,

Problem-solving

Some databases use symbols rather than words for selection rules. Here are
sorme ol Lhe symbals and their meanings,

= equals, equal to <> not equal to
==  equals or greater than ANDL and

= rresler Lthan AR, or

== equals or less than MNOT, not

< less than

Study this extract from g database of members of 4 sports club, and the
results of five searches. Write selection rules to obtain these results. Use the
symbols above,

Result — Helen Triem Selection rule — Ceewpaetion = Lechmician AN Sex = F

First name Surname Sex | Age Occupation
Lillias Brown I 21 student

Lucy Cruden F 28 aciress

Alan Brew M 24 student

Helen Trim I 23 technician

Juhn Walls _ 4% 26 Hl_u_i"lfﬂl

John Pond Hﬁﬁ . 31 computing ofticer
Arnald Bright M 31 technician

Search results

—

Lillicis Brown, Alan Brew, John Walls
2 Jobhn Poned

3 Lillias Brown, [elen Trim
4 John Walls

5 Arnold Bright
Writing

Go back (o Task 1, FExplain which lelds you would include in a database fora
national driver and vehicle licensing centre. Give reasons for each field.
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Task 1

(T Task 3

Graphics and multimedia

Tuning-in

Study this toolbox from a graphics package.
Fird the icons which represent these features.

Work in pairs. List some occupations that use graphic desipn software, and
say whalt they use it for.

Listening: Drawing a graphic

Study these diagrams. They show the stages in the production of a simple
graphic. Then listen to the recording and match each extract (o the correct
diagram.

S | | =
2 []
3 [ oo o 8 = | G
4[] n
i_| LR b ;_;
6 |
o0 O | oo
L
d e f




Task 4

Reading: Desktop publishing (DTP)

Study this diagram which shows Lhe soltware involved in producing a DTP
document. Which software produced these parts of the final documeni?

Producing a DTP document

Graphics /paint
software

The H

@
o
e
3
®
-
[
-t

Scanning
software

i

L

Waord processing
software

il

Spreadshaat
software

Task 5

Part 1

Reail Part 1 of the text. Then complete this table of the hardware required for

DTE Note down the reason Tor each choice,

Hardware required Reason

Microcompuler with large hard disk
arl larpe amount of memory: graphics need a lot of memory space

Laser printer

Daektop publishing (DTP} software allows the user to produce
printout in the style of a newspaper. That is, in columns with pictures
and other graphics. DTP is run on a microcomputer system with a
lasar printer for high guality, fast printout. The computer should have
a large hard disk and a large amount of memory. A high resolution
manitor with a 21-inch screen is recommended for easy working.

A scanner is needed to impon photographs and possibly a video
digitiser to capture video images.



7h

Task 6

Part 2

Read Parl 2 of the text to answer these questions.

1 What two computer applications does DTP integrater

2 List the features that DTP software provides.

3 Why does it offer only basic word processing and graphics:

DTP software can be thought of as integrated word processing and
graphics, with additional leatures to enable pages to be laid out in
columns and illustrations to be inserted. A facility to import
photographe and video images is also provided. Often DTP software
has only basic word processing and graphics facilities. It relias on the =
user making uze of word processor and graphics software to prepara
documents and illustrations before importing them into the DTP
softwara. Its strength is in providing the structure to manipulate
documents into columns or rows, and to cut and position graphics
as required.

Language work:Time clauses
Study these steps in the production of a graphic.

The basic design is drawn.

Detail is added.

Unnecessary parts are removed using the eraser,
The graphic is scaled to the righi size.

The drawing is complete.

Colour is ndded,

Text is added.

The author works on the graphic.

The graphic i ready o print.

The finished product is printed.

=B = LR

1

—
-

Wi can link some of these steps using time words.
After and before indicate the sequence in which things happen,
For example:
142 After the basic design Is deawn, detail 1s acdided.
3 +4 Refore the gruphic is scaled to the right size, umnecessary parts
are removed using the eraser.

When can indicate that one action happens immedintely after another,
For example:
54 6 When the drawing is complete, colour is added.

Uintil links an action with the limit of that action. For example;
8+ 9 The author works on the graphic until it ts ready (o print.




Task 7

Task B

Task 9

Study these steps in the production of a desktop-published student magazine.
Text is tvped in using 8 word processor,

The text is ediled.

The text is spellchecked.

Line drawings arc made using a graphics package,
Photographs are scanned in with a scanner.

The first draft is completed,

The first draft is transterred to a page-makeup program.
Text and graphics are adjusted on screen,

They all fit together well.

10 The finished document is printed on a laser printer,

R [ = e |

Link these pairs of sentences using these time words.
1+2 ufter 344 after fr+ 7 when 9+ 10 after
24 3 before 3+ 6 after 8+ Y9 until

Problem-solving

Graphics packages allow vou to

Which features have been used to chanpe piclure 1 to picture 27

1) 2’
oo —C

rl O

Surelasl nsurarcg Burafast Insurnne-
wehnarevar The problam |

Writing
Link these pairs of statements with suitahle lime words to make a description
of the development of compulers.
1 Flectronic computers were developed.
There were mechanical calculators similar in some ways to computers.
2 World War 2 started.
The lirst electromechanical computer was developed to decipher codes,

3 The war ended.
Bell Laboratories developed the transistor.

4 But it took more than ten years,
Transistors replaced valves in computers,

5 Integrated circuits were introdoecd in the mid-1960s,
Developrents happened quickly.

f The first microcomputers came on to the market in the mid-1970s.
Desktop computing became a reality.
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Task 1

Task 2

i5 Task 3

78

] Task 4

ETask 5

Programming

Tuning-in

Work in pairs. The stages in programming (1 7) are listed below.
Fill in the gaps with the missing stages (a=d).

1 Analysing and defining the problem (o be solved

2

3 Coding a Training the users

4 b Tesling

5 ¢ Designing the program
",‘ d Documenting

7 (Obtaining feedback from users

Look at stage 1 of the list in Task 1. Discuss how vou would analyse and
define the problem., Compare your ideas with other students in the class.

Listening: Flowcharts

Programmers sometimes use flowcharts when planning 4 program.
Listen to Part | of the reconling to identify these symbols used in llowcharis.

i < o)

g— = b [} d e

Listen again to Part 1. This time write in cach symbol a tyvpical example of
an instruction ofien found there in flowcharts, Remember that one symbol
has no words.

Listen to Part 2 of the recording which
deseribes this Howchart for calculating
sales tax, As vou listen, Hll in the gaps i B
where necessary.

T YES
Calculating sales tax

Fie NO
Input initial L
- cost (C)




Task 6

Text A

TextB

Text

Reading: Types of error

Work in groups of three, Read one of the texts below and complete this table,
When you have finished. exchange information with the others in your group
Lo complete two similar tables.

Twvpe of error

Definition

Example

Wavs to avoid or deal
with this kimd of error

System ermors allect the computer or its peripherals. For example,
you might have wrilten a program which needs access to a printer.

IT there is no printer presant when you run the program the computer
will produce a system arror message. Sometimes a system error
makes the computer stop working altogether and you will have to
restart the computar. A sensible way of avoiding system errors is to
write code to check that peripherals are present before any data is
sent to it. Then the computer would warn you by a simple message
on the sereen, like ‘printer iz not ready or available’,

Syntax errors are mistakes in the programming language (like typing
PRNIT instead of PRINT). Syntax errors cause the program to fail.
Some translalor programs won't accept any line that has syntax
errors. Some only report a syntax error when they run the program.
Some languages also contain special commands such as debug,
which will raport structural errors in a program. The programming
manual for the particular language you're using will give details of
whal each error messages maans.

Logic errare are much more difficult to detect than syntax errors.
This is becauss & program containing logic errors will run, but it
won't work proparly, For example, you might write a program to
clear the screen and then print *hello’. Here is a code for this:

10/ Messaga 30 CLS
20 PRINT 'Hallo' 40 END.

The code has a logic error in it, but the syntax is right so it will run,
You can get rid of logic errors from simple programs by ‘hand-testing’
them or doing a dry run’ which means waorking through each line of
the program on paper to makea sura it does what you want it to do,
You should do this long before you type in the code.

Print out
tax amount

79



Task 7

Task B

8

Task 9

Language work: Problem and solution
Study these ways of linking a problem and a solution

Problem: get rid of logic errors
Solution: hand-test the program

You can get rid of logic errors by hand-testing the program.
To get rid of logic errors, hand-tese the program.

Match these problems and solutions. Link them following the examples above,

Problems Solutions

1 connect a compuler loa a write code to check a peripheral
telephone line is present before any data s sent

2 udentily items for pricing b use the debug command

3 add extra facilities to a computer ¢ add more memory

4 get more file storage space d format the disk

5 find syntax errors e use i removable disk

6 avoid marking the surface of a CD-ROM 1 install an expansion card

7 improve the speed of your computer g Install a modem

8 avoid system errors h fit a bigger hard disk

9 prepare a new disk lor use i use barcode labels

10 transfer information between i hold it by the edges

compulers

Suggest solutions to these problems. Then link the problem and your solution.

1 Make sure there are no viruses on a floppy disk,
2 Prevent unauthorized access to a network.

3 Avoid the risk of losing data.

4 Avoid eve-strain when using computers.

5 Avold back problems when using computers,

Problem-solving

Draw a flowchart for one of these activities. Then compare your completed
llowehart with other students in your group.

® using s payphone

e planning o holiday

e choosing a new computer

o preparing [or an important exam



Task 10

| Start )

b

Input no.
of waeks {N)

B

|sm;‘:‘z‘?\‘-

Writing

Read this description of the lowchart on page 78 Y, Then write your own
description of the Howehart below,

A ‘Start’ symhbaol indicatas wheara the program begins. When the
program has started, the initial cost of the item is input. A dacision is

then taken on which rate of tax to use. This dapands on tha initial cost.

If the cost is greater than 100, the program follows the "Yes' route and
sets the tax rate at 16%. Otherwise the program follows the "No’ route
and sats the tax rate at 10%.The two differant paths then come hack
together at the ‘connector’ symbal and follow the same roulse. The
actual sales tax is now calculated by multiplying the cost by the tax
rata. Finally the amount of tax is printed out and the program stops.

b

! I
Rata (R} = 200

YES

Rate (R} = 160

NO

: |
Rate {R) = 180

T
T

YES

wle

Add charges
{C) 1o kill

Print out kill

({ Stop }

T

81



2

=2 Task 2

5.2

] Task 3

Interview:
Analyst/Programmer

Tuning-in

Colin is an analyst/programmer. Study this screen display from one of his
projects. Daote, and answer Hhese guestions.

I What does Dante teach?

2 What kind of students is it for?

3 What do vou think the caleulator is for?

4 Whal happens il you gel the answer wrong?
5 Whart happens If you get the answer right?

A huilding is on fire 5.4 km away.
The fire engine has gone 1.5 km.
. How far is the firc now?

DEMONSTRATION

:

Listening

In Part 1 of the interview Colin shows the fire engine page and subsequent
pages to the interviewer. Listen and check your answers to Task 1.

Listen to Part 2 of the interview and answer these questions,

What was the problem the programmers tried to solve with Dante?
What does the administrative package provide for the teachers
What information does the program provide on use of the modules;
What does "You can't debug your own code’ mean?

Who tests the programs!

What do they try to do?

What problem did they hove with graphics?

Colin discusses three types of error. What are they:

S oh e b b =

o8 =~



i Task 4 Listen to Part 3 of the interview and answer Uhese questions,
1 Ts programming stressfal?

What does Colin do as a break from programming:?

Where do the team do much of the design work?

Hiwe miany people work with him?

What do they dor

» How long did Dante take to write?

WM oA e e

-

7 Why was it easy Lo split?

B Tick (¢} the languages he mentions,
e | | Visual Basic | HTML
] G | JavaScript | Delphi
| Basic q_ Pascal L Algol

9 How does he keep up with developrents in his Geld:
10 Why does he hate 1o go home sometimes;

E Task 5 Listen (o the whole interview again, 'ick the stages in the prodaction ol a
program that Colin mentions.

1 : Analvsing and delining the problem 3 Coding

2 _ Designing the program 6 | Tesling

3 Training the users 7 Documenting
4 Obtaining feedback from users

Language work:
Present simple vs Present continuous

Sty these examples of the Present simple and the Present continuous
from the interview with Colin. Which tense does Colin use lor:

| routines and procedures?

2 things happening now?

3 likes and dislikes which are always truer

Fresent continuous

an exarnple of what we're working on at the maoment

there are three main areas we 're working in

'm. ai the moment, trying to learn how to use Active Server pages
we're now asieng o system called Visual Bailsafe

Present simple

we speak to the users

we affer solutions

we don't spend a full day programming
we g to the canteen and work it out

[ enifop my work

We nse the Present simple (o describe routines, standard procedures,
and things which are always true, such as likes and dislikes.
We use the Present continuous [or actions going on al the moment.




Task 6 Complete these sentences by putling the verb in brackets into the Present
simple or Present continuous.

1 Atthe momentl (work) on a program for schools.

2 We always {ask) the users, not the managers, what
they need from the system,

3 Paul is o datahase expert so usually he |do) anything
o dalabases and I (get) the interfaces.

4 We (use) Active Server for this project because it's
Web-based.

5 Commonly we [use) O+ and JavaSeript.

6 Wheneverwe {finishy part of & project, we pol a copy
of the sollware in g sub-lolder as @ record.

i | [subscribe) (o two magazines.

& Ripght now I itry) to learn how to use Active Server
properly,

9 At the moment we  (developy a Web-based project.

10 It's a magazine for people who know whal they {do).

Task 7 Write four sentences about any project you're working on at this moment,

and about your daily routine,
Example  'mweorking on a project about ... 1 start classes each day at ...
I'm designing a ... [ fienistr ol ..

Computing words and abbreviations

Task 8 Sort these words aboul General Purpose Packages into these sets.

Word processing  Databases - Spreadshects Graphics




Task 9

Lxample

Taslk 10

Verhs with prepositions are common in spoken English,

to wark something out = to solve a problem

Study these verbs with prepositions from this interview and earlier
inferviews. Try 1o use [hem in the correct form in sentences | to 10,

If the fire engine doesn'| arrive on time, the house will

[ subseribe Lo magazines Lo developments in
programming.

In programming you often the coding among a Leam
ol programmers.

I & site takes oo long Lo download, people and 2o to
another site.

In the hardware class we abont things insile
computcrs.

Peaple may
browsing the net.

vour website by chance when they're

7 1l you pet the answer right, the fire engine the tire.

10

When you test a program, different kinds of problems

Reading about new developments i el oof Colin's [ree
time.

He tries Lo — acopyof Dr Dobl's Journal when he can.

Speaking

Wiark in pairs, A and B. Logic errors often occur when you are testing a
condition before branching or exiting from a loop. Each of vou has a short
program which contains a logic error. Diclate your programe to each other
line by line, Then logether identify the logic error in both programs.

Student A Your program is on page 115,
Student B Your program is on page 119.
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Task 1

Task 2

Task 3

= Task 4

86

Task 5

Languages

Tuning-in
Study these sample sections of programs. Rank them from 1 (easiest to
understand) to 5 imaost difficult to understand ).

a | TABLE FILE SALES
SUM UNITS BY MONTH BY CUSTOMER

ON CUSTOMER SUBTOTAL PAGE BREAK e A=0
END X=1
NPUT
b [ 10101001 01000010 00010100 ‘ L {_rﬂux t e
M01110 1NN o e
¢ | REPORT THE BASE SALARIES mov al, 0 PRINT A
BROKEN DOWN BY REGION push cs NEXT X
FOR MANAGERS IN ENGLAND pop ds END

Here is a list of language types used by programmers ranked from natural
human language at the top to machine code at the bottom. Can you match
any of the samples in Task 1 w this list?

1 Natoral language 4 Assembly languagpe
2 Very high-level language 5 Machine code
3 Mipgh-level nguape

Listening: A Basic program

Study this fragment of a Basic propram. What de you think this program is for?

10 REM AVERAGES

20

30 PRINT TYPE 999TO INDICATE END OF DATA'
40

50 SUM=0

B0

70 PRINT ‘PLEASE ENTER A NUMBER'

80

80 DOWHILE NUMBER <»958%8
100

110 COUNTER = COUNTER 4 1
120
130 INPUT NUMBER
140
150
1680 PRINT “THE AVERAGE OF THE NUMBERS 1S:" ; AVERAGE
170

Now listen Lo the recording o complete the missiog lines in the program.,

Study the completed program. It conlains three Baalts, Can you God Chem?



Task 6

Reading: Computing languages

Waork in groups of three. Read two of the texts about computing languages
and make notes in the table on page 848, Then exchange information about
the other texts with other students in vour group.

C++ was developed from the C language. It was designed as a
systeins programming language with features that make it easy to
contrel the computer hardware efficiently, It was used to produce the
Microsefl Windows opsrating system. It is portable, i.e. programs
written in C++ can be easily adapted for use on many different types
of compuler systems,

HTML stands for HyparText Markup Language. It is a page
deseription languags ussad for creating webpages. HTML uses a
systam of tags to mark page links and formatting. For example, the
tag <u: tells the program to start underlining a text. Although
programs cannot be created using HTML, small programs can be
embeddad in HTML code using a scripting language like JavaScript.

Java is a programming language originally designed for
prograrmuming small elactronic devices such as mobile phones, It can
run unchangad on any oparating system that has a Java Interpreter
program. Java is usad for writing programs for the World Wide Web.

JavaScript is a simplified form of the Java language. It is powerful
and easy to use. Scripts are small programs that can be used to
parform simple tasks or tie other programs together, JavaScript is
designed for use inside webpages, It can enable a webpage to
raspond to a mouse click or input on a form. It can also provide a
way of moving through webpages and produce simple animation.

Visual Basic is a programming environment, not simply a language.
Il usas the language BASIC, a simple language developed to make it
easy for people to learn how to program. Visual Basic has predefined
nhjects such as dialog boxes, buttons, and text boxes which can be
chosen from a toolbox and dragged across the screen using the
mousa and dropped into the requirad position. BASIC programming
code is attached to form a complete program. Visual Basic is used to
write general purpose applications for the Windows operating system.

Delphi is similar to Visual Basic. It is also a programming
anvironment for developing programs for the Windows operating
systam. |t has predefined objects that can be chosen from a toolbox.
In Delphi, however, the code attached to the objects is written in a
form of Pascal. You can think of Delphi as a kind of ‘Visual Pascal’.
Like Visual Basic, it is often used for general purpose programs.



Task 7

BB

Task 8

Associated Type of
Language language language Use

o 8 - 5 . i
HTML E———
|ava
Javascript
Visual Basic
elphi

Sow read the texts ngain and answer these questions about special features of
the languages.

1 Which language uses a system of tags?

2 Which languages arc designed to be used inside webpages:

3 Which language was used Lo wrile the Windows operating systems

4 What is a 'portable” language?

5 Which lanpuage can have small programs embedded in it using JavaSeripts
6 What does HIML stand forr

7 Which languages can only be used in the Windows operating systems

8 Which language cannot be used tor writing programs:

Language work: Reporting screen messages

Study these examples of screen messages, Node how we report them.

Please enter a number. It requiests you to enler a munther

Tugpe D95 ter imclicate eond of date, 1t tells gou o (ype $948 1o indicate
the end of the data.

Mo ot attempt to log on, It tells yo ot to atlempl Lo lig on.

Printer oul of paper It informs you that the printer is
out of paper.

Study these examples of screen messages. Note how we report them.

Dhor gperee weeent S et (YN )2 It asks you if you want Lo exil,

What 15 your passwird? It asks gou what your password js.

How many copies do you ft asks o how marny copies gou
waini Lo print? wint Lo pring,

Report each of Lhese screen messages.
1 Make sure printer is switched on before conlinuing.

2 Swvaterm halted,

3 Press any key o conlinue,

4 Please type next number,

5 Do nod proceed.

6 Please choose from menu below,
7 Non-system disk in drive 4.

8 Papor jam.



Task 9

Task 10

Task 11

Fxample

Report ench of these screen messages.

1 Continue (¥/W):

! What is the drive letter of your hard disk?

Are you sure you want to copy the selected files:

Doy you want to virus check another disk?

I5 the printer ready?

In which directory do you want 1o install the program;
Delete files (YN

Are you sure you want to shut down the computer?

G0 =] O LN o e b

Problem-solving

Lsing the information in the reading texts and the table in Task 6, decide

which languages would be best for these users and tasks.

1 A language for school pupils learning to program for the first time,

2 Alanguage lor professional programmers who want their software 1o rim

on any type of computer systen.

A language for a student who wants to create her own webpage.

4 Alanguage for a website designer who wants to include simple animalion
in a site.

el

5 Alanpuage for computing students who want to wrile « peneral purpose
program as a college project,

Writing

Look back at the notes you made in the table in Task 6, Write a brief s UILTATY
ol the reading texts based on your notes,

Associaled  Type of
Language Language Language Lise

B C Propramming  General and systems programmi ng

U+ s a preogrrarmiming language. 1t s used Jor general and systems o ranning.

54



2 2 Low-level systems

Tuning-in

Task 1 Label this diagram of a computer system with these terms.

CPLU

% - o LY

[ F
For exampla: G_l RAM For example:
keyboard, maonitor,
mouse, printer,
lightpan, plotter,
scanner spaakar,

molor

For axampla:
hard disk, floppy disk, optical disk, CD-ROM

Task 2 Work in palrs, What other examples of input devices, outpul devices, and
storage deviees can you add to the diagram?

Listening: The CPU e Adidiress Bus
A Registers
Task 3  Study this dingram of the e Dala Bus
Central Processing ['nit.
Answer these questions. ALU

1 What does AL mean?
2 What is a registery
} What does the control unit do?

Control Unit |<sessege- Control Bus

|ii) Task 4 Listen to Part 1 of the recording. Check vour answers to Task 3.

(%) Tesk §  Lisicn again Lo lind the answers to these questions.
1 What sorl of functions dees the ALU perform?
2 Name a logic operation performed by the ALLL
3 Which part of the CPU controls printers:
4 Whal is the difference between registers and main memory?

Task & Look at the diagram in Task 3 again. Try 1o answer these questions.
1 What is the function of buses/
2 Which buses are Mdirectional?
3 What kind of information is carricd by the data bus?
4 What does unidirectional mean:



& Task 7

Task 8

Task 9

Listen (o Part 2 of the recording, Check your answers to Task 6.
I'hen complete this table.

BBus I'ni/ Bidirectional Links

Liatn

Adidress

Control

Reading: The machine cycle

Study this diagram of the machine cycle. Answer these questions.

1 How many steps are there

i . Contral Arthmeti
in the machine cycle? i

unit logic unit

2 What are the Fetch and
Decode steps together called? (7} Dacada (3) Execute
3 Which steps together are Hime  E-ime
called E-time? = A
3 (i) Fetch (4) Stora

4 Where does the Decode

step happen? Memary

Read this text quickly to check your answers (o Task 8,

How the CPU executes program instructions

Lat us examine the way the central processing unit, in association

with memaory, executes a computer program. Many personal

computers can execute instructions in less than one-millionth of a

sacond, whareas supercomputers can execute instructions in less

than one-billionth of a second. 5
Bafora an instruction can be executed, program instructions

and data must be placed into memory from an input device or a

secondary storage davice, The data will probably make a temporary

slop in a registar. As Figura 1 shows, once the necessary data and

inslruction are in mamaory, the central processing unit performs the

following four steps for each instruction:

1 The control unit fetches (gets) the instruction from memary.

2 The control unit decodes the instruction (decides what it means)
and directs that the necessary data be moved from memory to
the arithmatic/logic unit. These first two steps together are called -
instruetion lims, or -ima.

3 The arithmetic/logic unil executss the arithmatic or logical
instruction. That is, the ALL is given control and performe the
actual operation on the data.

4 The arithmetic/logic unit stores the rasult of this operation in 2
memary or in a register.

Steps 3 and 4 together are called execution time, or E-time. The

contral unit eventually directs memory (o relaase the result to an
output device or a secondary slorage device. The combination of

I-time and E-time Is called the machine cycle. b

91



Task 10

Task 11

Read the text again to tind the answers to these questions,

What must be put into memaory before an insteuction can be executed?
Where will the data be stored temporarily:

What operation does the control unit perform on the data’

Whaere does the AL store the results of its operations?

What happens to the results eventually?

What is the machine cycler

=T I MR PP

Language work: Contrast

Study these pairs of statements,

I The dita bus ts bidirectional
The address bus {s unidirectional.

2 Registers hold data immediately required,
Main memory stores data required in the near future.

3 PCs can process in a millionth of a second.
Supercomputers cart process in a billionth of o second.

Lach pair contains a contrast. We can show this by linking them as
follows:

1 The data bus is bidirectional, whereas the address bus is wnidirectional,

2 Registers hold duto immediately required. In contrast, main memory
stores data required In the near future,

3 PCs can process in a milllonth of a second. but supercomputers can
process ina billionth of a second.

Link each ol these pairs of contrasting statements using whereas. in contrast,
or but.
I Dot matrix printers are nolsy. Laser printers are quiel,

2 Floppy disks store small amounts of data. Hard disks store large amounts
ol data.

3 Handheld computers fit into vour pocket. Supercompulers oceupy a whole
room.

4 High-level languages are casy Lo understand. Machine code is very difficult
to understand.

5 Basic is a simple language. C++ is complex.

& Modern computers are powerlul and relatively cheap. (Mder computers
were less powerful and quite expensive,

7 An analyst analyses problems and finds solutions. A programmer turns
these solutions into computer programs.

8 A graphics package produces images and designs. A word processor
produces texts,




Task 12

Task 13

Problem-solving

Work In palrs, A and B, Explain to vour partoner how Lo converl 2 number

from one system to another. You can wrile down the steps and show them to

vour partner, but you must explain each step in English.

Student A Your conversion is on page 115,
Student B Your conversion is on page 119,

Writing
Deseribc how an interrupl works by linking these pairs of sentences using
suritahle lime words,
1 A printer runs oul of paper.
An interrupt carries & signal Lo the CTT,
2 The CPL receives the signal,
The CPL interrupts its tasks.
3 The CPUI saves its current stalus in a special area of memory,
The CPU sends a message to the user.
4 The user reloads the paper tray.,
The processor returns Lo ils previous slale,

43



23 Future trends 1

Tuning-in

94

Task 1 Smart cards. robotics. and virtual reality are three areas of computing where
developments are taking place very fast. Working in groups. try to add to
these lists of current and possible future applications.




[ZE] Task 2

Task 3

Task 4

Text A

Listening: Virtual reality

Listen to Part 1 of this recording. Complete the gaps in this table of equipment
required to use virtual reality:

Equipmeni Alternative name Purpose

— head-mounted display

VR glove S — makes your hand feel pressure
VIL mouse e

Listen to Fart 2. Make a note of the existing and possible future uses of virtual
reality which arc mentioned,

Existing uses Possible fulure uses

Reading: Future developments

Work in groups of three, A, B, and C. Read one of these texts on developnients
in computing, and make notes in the table below,

Development

Application/s —

How soon? =

SMART CARDS
A chip to save your life

If your friend suddenly had an accident and was unconscious or
incoharant, could you provide any information to an ambulance

crew? Would you know her blood type, her allergies, the prescription
drugs she takss? Probably not. Even family members may not have
this information, or be too distraught themsalves to provide needed -
medical information. Enter the MadiCard, a plastic card that has an
embedded chip containing all that patient information. Small
computers that can read the cards are installed in ambulances and

in hospital emergency rooms. This system is working successfully

in some communities. The biggest problem is making sure that 19
peopla carry their cards at all times.

95




Text B

Text C

96

Task 5

ROBOTICS
What is a micro-machine?

One of the maost important steps in computing technology in the
coming years is likely to be a return to mechanical methods. Using
the sama process used to create chips, it's possible to fabricate
mechanical parts - levers, gear whesls, and small motors.

The has! known example of a micro-machine was created by
Sandia Labaratories in New Mexico in the US. It's a complete motor
developing 50uW of power in one square millimetre - still a bit big
for some of the micro-machines plannaed [or the future.

What ara micro-machines going to be used for? Obvious
applications are sensors, gyros and drug delivery. The idea is that i
a micro-machine could have a strain sensor or a gyroscopic
attitude sensor and electronics built inlo a single chip-sized package.
The idea of using a micro-machine to deliver drugs is getting a bit
closer 10 more sci-fi applications. Only a step further is the idea of
building insect-sized robots that could do difficult jobs in very small
places. Swallowing an ant-sized machine to cure you or putting one
inside sorme failed machinery seems like a really good ideal

[~

VIRTUAL REALITY
Getting practical

Here sre some applications of virtual reality under developmant,
Wearing head mounts, consumars can browse for products in a
virtual showroom’. From a remote location a consumer will be able
to manoeuvre and view products along rows in @ warehouss,
Similarly, from a convenient office & security guard can patrol
corridors and offices in remote locations.

Air tralflic controllers may someday work like this. Microlaser
scanner glasses project computergenerated images directly into the
controller’s eyes, immersing tha controller in a three-dimensional
scene showing all the aircraft in the area. To establish voice contact
with the pilot of the plane, the controller merely touches the plane's
image with a sensor-equipped glove,

Using virtual reality headsels and gloves, doctors and medical
students will be able to exparimeant with new procedures on
simulaled paticnts rather than raal ones.

=h

From your notes, explain what you have read to other students in vour group,

Language work: Making predictions

Study these predictions,
Many more people will join the Internet.
Doctors will experiment with new procedures on simulated patients.
Micro-machines are going to be used for drug delivery;,

We can use will and ix/are going to to make predictions about things we
are confident will happen.




Task 6

Task 7

Task 8

Make predictions aboul (hese (hings,

1

]
3
I.i

2 the power of computers

the number of PCs in use

the capacity of slarape devices
the stee of computers
the use of smart cards 1

= M5 00 w3

Problem-solving

the use of mainframes
rubots and housework
computers and cars
wearable computers
the price of computers

What kind of information would you encode in the following smart cardss
Compare your answers with other students in vour group.,

1w mwesddical card 3
2 anidentification card 4
Writing

i sports club membership card
HI1 I.'El'l.'trﬂlll{' 'n-'t"-i:l"‘.'i

Study this graphic which shows how # smart card svstem could be used in a
college, or other farge organization, Use it to write a report recommending
thial your institution or company introduce a smart cand systoam,

Start like this: A student fcompanyy seart coed can be tsed in man ways, 1t can be
used as a key to the building. Only cardholders can open the doors,

CASHLESS CONTROLLED
SYSTEM ACCESS
Pholocopiers/ Key system Accommuodation
laserprinters

Vending machines

Catering facilitias

Computer control Collage buildings

Library (hook withdrawal)

9



24

Task 1

2000

2002

2

2005

2007

2010
2015

2020

20030

20035

98

Task 2

Future trends 2

Tuning-in

Study Lhese predictions. Tick (¢) those vou agree with and
cross (X) those vou disagree with.,

Artilicial eary

Videophone which will dial
automatically when you tell
il the name ol the person
vou wish to call

Electronic implants to stim-
ulate the muoscles of dis-
abled people |

Three-dimensional fax

Computer louch sereens
which unfold from your
wristwatch |
Computers which write
their own software | |

smart clothes which
alter their thermal prop-
criies according to the
weather |

Robolic pels
Artificial lungs |

Regular manned
Mights 1o Mars |

rect connections between
brain and computer |

Artilicial brain |

Compare your answers with other students in your group.
Explain why you agree or disagree with these predictions



Listening: Schooling of the future

Task 3  Study this diagram which shows how school children may benefit from IT
developments in the 2 15t century, Answer these questions.

1 What hardware will school pupils have?

2 What will be the role of the cybersager

3 What will be installed alongside video games in arcades:
4 What will Internet links allow children to dor

5 How will school project work benefit:

Homes Amusement arcades =
. Viden gamas aparate
Blongside Intermet
terminals.

Learni t ho il . il
arning at home wi . i
hecome pasier and % Iﬂﬂﬂdﬂ
oy -
o

more important. e S
=

Live porss
1o local
TR S

Palmtop computers
All children will use tham. They will
be connected to the school's netwark
and tha Internat, and
enable pupils to
s email

Univarsities

Liva connaction to classas
and lectures will be possibbe

o Using the lntarnest

é will increase
' pape-frea learning
Schoolwork can ba intagratad
wilh naliomaide research,
Childran will ha ahilas o
communicate directly with
experts, A oybersage will be on
call to help with problems or
prowvide information

E= Task 4  Listen to Part 1 of the recording. The speaker argues in Evour of these
developments. Note down the main points she makes.

= Task 6 Listen to Part 2. The speaker argues against these developments. Note down
the main poinis she makes.

5 Task 68  Now listen o the whole recording, What reasons do the speakers give lor each
of their main points/
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Task 7

10

Task 8

Text A

Text B

Reading: Future trends

Work in groups. Predict how computers will alfeet our futare lives in one of
these areas—health, shopping, or money,

Worlk In groups, A, B, and C. Read one ol these lexts on Lhe impact of

computers on one aspect of daily lite. Malke notes in the table below,
Development Dale: Details

HEALTH

Body chips

In the next decade we can have miniature computers inside us to
monitor, and even regulate, our blood pressure, heart rate, and
cholesterol. Such a chip would include a microprocessor, Sensors,
and a radio frequency device that would permit accurate read-outs
of vital statistics, All this would happen, of course, without taking
any blood or attaching any external devices to the body.

Since we are already familiar with the notion of an internal
pacemaker for the heart, including a chip or two may not seem all
that astonishing. But this is just the beginning. Experts foresee,
within twenty years, implanted chips that can correct our ability to
interact with the world, Once implanted, the chip is invisible, unlike
a hearing aid. A more common implant would be a chip to correct
visual signals. No more glasses!

SHOPPING
Computer shopping

This may sound very much like shopping by the Internet, but in fifty
years' time it will be very different. Shoppers will be able to scan
down virtual supermarket aisles on their PC and click on to whatever
they want; the goods will then be delivered shortly afterwards.
Customers may well be able to call up a virtual assistant who will
talk them through their shopping or to ask the computar for
suggestions. Moreover, people will be able to get background
information on shops and goods, and will ba able to boycott any
that offend their ethical considerations.

]



Text C

Task 9

MONEY
Electronic cash

Bank customers can now download maoney from their account to an
electronic wallet, a smart card, using & specially designed phone
equipped with a smart card reader. To download cash you have to
enter your PIN. You can then use your electronic wallet to pay for
goods and services, to purchase goods across thae Intarnet, and to
transfer money 1o other card holdars,

Using the Internet, customers can now chack their account
balance and see their latest statement. One bank has developed a
multi-currency payment engine which allows on-line ratailers to sell
their goods in sixteen countries, with customers paying in thair local
currency. With these developments, coins and notes are likely to
disappear.

Language work: will and would

Compaure these examples of predictions.
A loelygeiip will inelude @ microprocessor
A bodychip would include a microprocessor.

A comtmaon implant will be a chip to correct visual signals.
A cormmron implant wonld be a ohip to correct visual signals.

We use would as a 'less detinite’ form of will when we make predictions.
(Mien we imply that something else must happen first. For example:
A bondy chip wonld include a microprocessor: (first we have to develop
body chips)
The National Grid would link all schools and colleges. (Hrst we have to
imake sure there is enough money to make it happen)

Link these words to make predictions with would.

1
2
3
4
5

[}

~J

b

computers fwrite /own software
implants /stimualate /muscles of disabled
screen /unfold /wristwatch

clothes/ alter/thermal propertics

robot petsd regquired no food

urlificial lungs/ help/ cancer patients
people/ be able to/ travel to Mars

i body chip! correetld poor vision

Linl



Task 10

Task 11

Task 12

14

Task 13

Study these notes about a possible “eybercity’ of the future. Make each set of
noles into & prediction using would,

libre-optic links between every house

paper-lree cducation

no money used

computers in every house

driver-less public transport

wall-sige compuler screens lor entertainment

houses cleaned by robots

virtual doctors for medical advice

R

L

Work in pairs. Write other predictions of your own about the cybercity.

Speaking

Waork in pairs, A and B. Explain to each other a new development which may
replace passports at border controls.

Student A Your information is on page 118,
Student B Your information is on page 119,

Problem-solving
In groups, discuss how future developments in computing could help solve
the problems of people whix

1 cannoet hear
2 cannol see
3 cannot use their arms and legs.

Compare vour ideas with the rest of the class.
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Task 1

Task 2

5L Task 3

Interview: IT Manager

Tuning-in

Which do yvou think came first in the development of computingr
1 The first commpuler or the first transistor?

2 Integrated circuits or the first minicomputer?

} The first IBM PC or the first Apple Macintosh?

Check your answers using this data on the development of computing,

Computer generalion Dates Technology

First 1951 38 vacuum tihes |valves)
Second 195864 transistors

Third 1965-70 integrated clrouits (10s)
Fourth 19471 IO b ESSOTS

1942 First electronic computer built

1947 Transistor invented

1954  First commercial computer put on sale

1960
1965
1971
1981
1954
1993

First minicompuier

ICs intrewduced
Microprocessors introduced
First IBM PC

First Apple Macintosh

First palmtop developed

Waork In pairs. What do vou think will be the next important developments in
computings Maky a lisi.

Listening

Tom is head ol TT in a large company, In Part | of the interview he talks sbowl
past developments in his own company. Listen and 1] in the gaps in this table,

Date

What happened

1974
1950

carly 90s

Started In computing, Transistorized computer

Eriormons chanpes in hardware

Change from central to distributed computing
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= Task 4

104

#] Task 5

Listen again todind the answers to these guestions.
How big a memory did the ICT 1904 haver
What kind of drive did it haver

By how much did electrical load drop each vearr

e R I ST R A

Listern 1o Parct 2 of the interview. Tick (#°) the statements which match Tom's

Why did il dropr

What changes were there in stafting:

What was the problem with hardware in the early days?

views. Cross (X} those which do not,

2
3

w4

e |

| Speech recognition will be importani.

| | Users will use a web interface to access programs.

| | Unless there’s a good reason for it, people will not want to change
because compuaters already do most things they want.

| Mew pricducts provide significant changes.

| Things will get cheaper and faster.

| Video conferencing is worthwhile for long distances.

| Computer teaching is good lor reinforcing, practising. and sell-study.

Compurers will replace teachers.

Language work: Certainty 2

Study these predictions From the interview. Which predictions is Tom

maost certain aboutr

Wie're godrg to live in the web browser emvironment a lot more
Thirgs will get cheaper and faster

L ihink speech recognition could e big.
Computer teaching may be used more,

I don't see compriter teaching replacing courses,

Study these ways of showing how certain you are about future events.

Certain

YES

will harppen

is{are going to happen

N
will notfwan't happen
isfare nat going to happen

Fairly certain

Iihink it will happer.
1t weill prishably happen,

Felie’t thinde it weill Bagpapen.

1t°s uniikely to happen,
o't see it happening.

Lincertain

It mreay hupper.
It could happen.
It might happen.

15 a pesxibility.




Task & Do you think these developments will take place in the next ten years: Give
vour own views using the expressions listed opposite.

1 Computers will replace teachers.

Computers will divect surgical operations,

Computers will replace bus drivers.

Money will be replaced by smart cards.

Television sets will also be compuiers.

Speech will be the main wav of inputting data.

Compurters will talk back to you.

Most shopping will be done using the Internet,

Videophones will replace existing phones.

I'lat panel screens will replace monitors,

Sl = B B | R SN Y

L
=

Computing words and abbreviations

Task 7 I'ut the words from the list into the correct box.

Computer Buses Number Machine
languages syslems evele

Task 8  Study these terms and their meanings.

in insect-sized rofol a robol which is the siee of an insect)
computer-generated graphics | graphics which are generated by a computer)

Write the meaning of each of these terms.

1 an ant-sized machine 5 computer-aided design

2 a head-mounted display 6 computer-aided manufacturing
3 computer-assisted instruction 7 character-based operating system
4 an 'l based future 8 wrile-protected disk

Writing

Task 9 1 Describe some of the important developmenis in computing with the help of
the inlormation given in Turing-in. Use the past passive in vour description.

Example The transistor was invented in 14947,
The first generation of computers were aperated by valves,

2 Describe how developments in computing will alfect homes in the future.
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Taslk 2

%) Task 3

Task 4
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Task 6

Issues in computing

Tuning-in

Work in groups. Discuss how vou can prevent these events.
1 Your files are acoudentally destroyed.

2 Someone reads your private emails,

3 Someone copies software only vou are authorized to use.

How many wavs can vou think of for protecting a computer from
unaul horized use? Note down your ideas and compare vour list with
another student.

Listening: Access systems

Listen to this recording and make notes aboul each type of access system in
the table.

Avress system Examples

What you have

What you know

Who vou are e

Reading: Viruses

Try Lo answer [hese questions in your group.
I ‘What is a computer virus:

2 How are viruses spread:

3 How can you deal with viruses?

4 Name any viruses you know.

Fead this text to check your answers to 'lask 4. Then Hnd the answers to
these questions,
1 List thres computer erimes.
2 What do you think these words in the passapge mean?
flash (line 11
gililledegook (line 15)
dormant (line 19)
eradicate (line 31)
3 Why is it dilicult to remove all viroses:
4 Complete this lable.



Virus Effect

Yankee Doodle
Cascade

Michelangelo J

Jerusalem B

Computsar viruses

The Maltese Amoeba may sound like a cartoon character, but if it
attackad your computar, you wouldn’t ba laughing. The Maltese
Amoeba is a computer virus. It is a form of software which can

‘infect’ your system and destroy your data. Making computer

virusaes iz only one typse of computar crime. Others include hacking s
{changing data in a computer without permission) and pirating
{illegally copying software programs).

Viruses are programs which are written deliberately to damage data.
Viruses can hide themselves in a computer system. Some viruses

are fairly harmless. They may flash a message on screen, such as 0
‘Gotchal Bet vou don't know how | crept in'. TheYankee Doodla virus
plays this American tune on the computer’s small internal speaker
every eight days at 5 p.m. Others have serious effects. They attach
themselvas to the operating system and can wipe out all your data

or lurn it into gobhledegook. When the Cascade virus attacks, all R
the letters in a file fall into a heap at the bottom of the screen. This
looks spectacular but it's hard to see the funny side when it's your
documant.

Most viruses remain dormant until activated by something. For
axample, the Jerusalem B virus is activated every Friday the 13th m
and erases any file you try 1o load from your disk. The Michelangelo
virus was programmed to become active on March 6th 1992, the

517th birthday of Michelangelo, It attacked computer systems
throughout the world, turning data on hard disks into nonsense.

Viruses are most commonly passed via disks but they can also 2
spread through bulletin boards, local area networks, and email
attachments, The beast form of treatmeant is prevention. Use an
antivirus program to check a floppy before using it. Always

download amail attachments onto a floppy and check for viruses.

If vou do cateh a virus, there are antivirus programs to hunt down an
and eradicate the virus. The problem is that around 150 new viruses
appear every month and you must constantly update your antivirus
package 1o deal with these new forms.
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Language work:
Making guidelines and rules

Study these guidelines for preventing and treating virnses.
Benwendonad ematl attachments ontoe a flappy,
Dront't use a floppe without checking it

We can make them stronger by adding always and never.
Always download email attachments onto a loppy.
Never use a foppay without checking it

We can make them into rules by using using must and musin't,
Yerer enenst dinwenlonied attachments onte a floppy.
You musin't use a floppy withoul checking il

Task 6  Rewrite Lhis addvice using must or musin't,

keep vour network password secret.

Don't try to access other people's data,

Always make a backup copy of all yvour important files.

Mever use commercial software without a licence.

Check your email regularly,

Never Install sollware belore it is virus-checked.

Don't re-use Web images [rom pages which have a copyright symbol.,
Never change other people’s data withoul permission.

WNEOSE ] 3 o e b e

Don't believe every email message thal warns you about viruses,

i
=

Always virus-check an email allachment belore opening it

Task 7 Write two rules about cach of these lopics.
passwords

tloppy disk care

baclups

working conditions

viruses

CD-ROM care

[=a ¥ B R
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Problem-solving

Task 8 These headlines cover some of the ethical issues Involved in computing,
Work in pairs. Try to match the headlines to the lirst sentenee of each story.

I NET BOMB BLAST INJURES BOYS

2 Cyberspace faces crucial court test

} Police turning cybercop to net villains

4 Fears thal new virus causes Internet chaos

5 CRIME AND PUNISHMENT

The Internet may prove to be  hewd of the National Criminol
B #  superhighway to crime for Intelligence Service has warned.

fechn ically- minded villains, the
clogicall e Scotsman 2915197

An historic test case in a German  American online services company

b court is to weigh the ethical and CompuServe beng  accused of
commercial question of who controls  traflicking in pomography and neo-
information on the Internet with the  Nazi propaganda.

Crvgrdian 184197

Tha Faderation Against Software Theft (FAST) and the mid-Glamorgan Trading
Standards office have employed forensic lechnology to nab a software pirate.

PC Pro, July 1997

Two 16-vear-old Finnish schoolboys  instructions found on the Internet
d could face serious charges after blew up.
a bomb ““.'.}' wire mkiﬂg from Guardian 2715107

If you switch on your computer  be tempted, because hidden in this
e today and a sign appears saying  email Is a sinister new virus,
“You have GOT to read this' - do not
Secorsman 2414107

Writing

Task 9  With the help of Task 2 and the recording, write puidelines and rules lor
protecting a compuler [rom unauthorized use,

(EH0)
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Task 1

Task 2

110

Task 3

Example

Careers in computing

Tuning-in

Work in groups. List some of the jobs you know in computing. Compare vour
lists with other students in the class.

Which of the jobs listed would you like to make your career: Lxplain why to
others in your group.

Reading: Computing jobs

Work in groups of three, A. B, and C. Bead these descriptions of jobs in
computing and make notes aboul the main responsibilitices,

Group A Read descriptions 1-2
Group B Read descriptions 34
Group C Read descriptions 5-6

Systems Analyst

Studies methods of working within an organization to decide how
tasks can be done efficiently by computars. Makes a detailed analysis
of the employer’s requirements and work pattarns to prapare a report
on different options for using information technology. This may
involve consideration of hardware as well as software. Either uses
standard computer packages or writes a spacification for programmers
to adapt existing software or to prapara new software. May overses
the implementation and testing of a system and acts as a link
between the usar and the programmer.

Job Main responsibilities

Systems analyst Studies employer's requdrements and working patterns
Reports on different options, Writes specifications for
programmers. (Oversees m1phwn-nrm fint erruel Lesi i,

Sofltware Engineer/Designer

Produces the programs which control the internal operations of
computers. Converts the system analyst's specification to a logical
saries of steps. Translates these into the appropriate computer
language, Often compiles programs from libraries or sub-programs,
combining these to make up a complete systems program. Designs,
tests, and improves programs for computer-aided design and
manufacture, business applications, computer networks, and games,



2 Computer Salesperson

Advises potential customears about available hardware and sells
gquipment to sult individual requirements. Discusses computing
neade with the client to ensurs that a suitable system can he
supplied. Organizes the sale and delivery and, if necessary,
installation and testing. May arrange support or training,
maintenance, and consultation. Must have sufficient technical
knowledge.

3 Computer Systems Support Person

Systams support people are analyst programmers who ara
responsible for maintaining, updating, and modifying the software
used by a company. Some specialize in software which handles the
basic oparation of the computars. This involves the use of machine
codes and specialized low-level computer languages. Maos! handle
applications software. May sort out problems encountered by users.
Salving problems may involve amending an area of cods in the
saftware, retrieving files and data lost when a system crashes, and
a basic knowledge of hardwars,

4 Computer Systems Analyst Programmer

Creates the software programs usad by computers. May specialize

in the internal operating systems using low level computer language,
or in applications programs. May specialize in one aspect of the
work, a.g. programming, systems design, systems analysis, or cover
tham all. May support the systermn through advice and training,
praviding user manuals, and hy helping users with any problems
that arise,

W

Hardware Engineer

Researchas, designs, and develops computers, or parts of computers
and the computerised element of appliances, machines, and vehicles.
Alsa involved in their manufacturs, installation, and testing. May
specialize in different areas: research and development, design,
manufacturing. Has to be aware of cost, efficiency, safety, and
environmental factors, as well as angineering aspects.

iy Network Support Person

Maintains the link between PCs and warkstations connected in a
network. Uses telecommunications, software, and electronic skills,
and knowledge of the networking software to locate and correct
faults. This may involve work with the controlling software, on the
wiring, printed circuit boards, software or microchips on a fila server,
or on cables either within or oulside the building.

Task 4 Exchange information with other studenis in your group,



Listening: Talking about work

Task 5 Listen lo this recording of Hive people employed in computing talking about
their work, Try 1o match cach extract to the correct job [rom this list.

d
b
C
d

| Hardware Engineer e | Systems Analyst Programmer
| Network Suppor! Person f | Systems Support Person
Operator g | | Technical Sales Manager

i__ Sottware Designer

Language work: Job requirements

Shudy some of the requirements for the job of Computer Network
Support Person,

Essential

Diploma in computing or telecommunicalions engineering
Good communication skills to discuss requirements with users
Deductive ability for analvsing faulls

Able to work quickly under pressure

Normal colour vision to follow colour-coding of wires

o

Desirable
f Interest in technology to keep up with new developments
7 Physically fit for lifting, carrying. and bending

We can describe the essential requirements like this.
They st have a diploma in comgnating or feleconmmunications
rrr;.{rrrr*.r{r.lrrg.
Ther muust hurve il colour vision,
We can describe the desirable requirements like this.
They should have an interest in technology.
They shonald be phygsically fit.

L2

Task 6  Study these requirements for a Compuler Technical Salesperson,
Decide which are essential and which are desivable. Then deseribe cach
requirement using nust laved be or should ave/ be,

1 a certificate or diploma in computing

2 experience in the computer industry

3 able to pul lechnical ideas into evervday language
4 able to persuade and negoliate

5 aqualilication in marketing

6 a thorouph understanding of the product

a driving licence

& a high level of communication skills

9 patient, persistent. and diplomatic

10 able to work away from home




Task 7

Problem-solving

Study this job advertisement. Which of the three candidates do vou think is
the best applicants

| IT Support Officer

® Educated to degree level, candidates should  Office. Novell networks. E-mail systems,

have at least two vears' relevant expericnce TCPAP, hardware and virus-protection tools.

‘ B We need a ghlv-motivated individual, & You should be able to communicate well with
able wo support approximately 30 networked psers and external contractors and to make a
PCs. The rele is very much "hands-on’, and contribution Lo the training of all PC users

sir it 18 essential that you have a pood

m The successful candidate must work well

understanding and experience of Microsofl under pressure and as a tcam member.

Applicant |

Applicant 2

Applicant 3

Task B

BSc Computing Science. Gradueated this year.

Knowludge of a variety of operating systems including Unix,
Novell and Windows NT

Experience in programming in C, C++, Pascal, Java, Delphi and
Visual Basic

Familiar with a wide variely of hardware and software packages
Has tnught a lot of fellow students how to use compulers
Highly motivated

No work experience

Higher National Diploma in Information Technology

Trained in using network systems including Novell and Windows NT
Experienced uscr of Microsoft Office programs and Internet systems
Knowledge of setting up and troubleshooting mosl! lypes of
computers and peripherals

Gats on well with others and can work as parnt of 4 leam

Kean to gain experience and develop a career in computing

Twao yvears’ part-time summear experience working in 8 computer
repair workshop

Highar National Certificate in Computing

*

Employed for 3 years in A computing sales team advising
customers on purchase raquirements and helping them
iroubleshoot problems with installed systems

Trained in using Unix and Novell network systems and a wide
variety of hardware

Experienced in many PC packages including most Microsoft
products

Good communicator, experienced in dealing with the public and
warking as part of a team

Highly motivated

Writing

Your teacher will give vou an example of a CV. Write your own CV on the

same model. If you are still a student, you may invent work experience for the

purpose ol this task.

113



28 Interview: Systems NManager

Task 1

Systems
Manager

114

E Task 2

Tuning-in

Hlud}* the job advertisement below and decide whether the statements ( 1-7)
are true or [alse.

The successiul applicant:

1 will develop new systems himdherself 5 must know VI
2 must have at least five years” work experience 6 must know S(L
3 must have worked in a company 7 will work alone.
4 must be s good communicator

Working closely with in-house users, you will ha responsible for

commissioning new systems and for maintaining and enhancing existing

systems for a major retail company. You will be part of the management team,

& You will have a minimum of five years’ exparnianca in software developiment i
& husiness sovitonment.

® You should have a8 good knowledge of VB and Access and have oxpenence of
Wovell networks. Experience with Cracle and 501 would a'so be an sdvantage

o Good communication skills are essential and the ability 10 wiork as part of & team.

To find out more, email your CV to: steve bell@pathfinder.com.uk

Listening

Bill 15 & Systlems Manager with

Britain’s largest brewer. Listen (o

Part 1 of the interview and find

the answers to these gquestions,

1 Which division of the
company does Bill work [ors

2 List his responsibilities.

3 Complete the missing steps in
this procedure:

a Paull reported

b [
¢ Fault investigated and fixed g Activity recorded
d - h
e Details downloaded 1o a PC i New partsordered

4 Why does the company buy in systems?

5 What does Bill look for when buying & new system?




= Task 3

Task 4

Task 5

Listen to Fart 2 and lnd the answers to these questions,

1 How meany systems are there in the Beer Division?

What problem is there because old and new systems are running logether?
List three ways in which the systems are protected,

What development is making a difference to the company?

Whal is Bill's view on the chance of a paper-free office in the future!

o e b

Language work: Revision

Pul the verbs in brackets into the correct tense,

Dol —  (work) for the company lor the last twenty-five years,

2 He' (praduate) in business studies and
itake} a job in London.

3 He _ (lrain} as a systems analyvst while he
(work) in London.

4 Nowhe — (look after) all the systems used by the Technical
Services Division,

5 Atthemomenthe — jdevelop) a system for handling repairs.

& When something (o) wrong in a pub. a service engineer

{send) to fix it.

7 Details of every repair (download ) Lo the company's
mainframe each night,

8 Nochanges can _ {make) until the system
{test),

g Billthinks that communications _ {get) faster and faster in
the future.

10 He thinks thal a paper-free office —______ (not happen).

Fill in the gaps with the correct form of an appropriate verb from this list.

1 Technicians —____ have normal colouar vision 1o Toflow
colour-coding of wires,

2 You __ trytoremove a Hoppy disk when the drive is running.

3 Biological computers — replace electronic computers in the
[uture.

4 You update vour webpage regularly,

5 You_ have pages with dead-ends on your website,

6 You know your password to gain access to the network.

7 Computers — get cheaper and more powerful.

8 You__ back up your [iles repularly.



Task 6

Task 7

Computer
LISET STV
wrilby ok

Computer
user leaving
wilth work

116

Speaking

Waork in pairs, A and B, Your partner has one of the computing jobs listed in
Unit 27, Find out about his/her occupation by asking questions like these,

Where do you work?  How long have jpou beens working there?
What dor ggana aliré What quatlifications do you haver

Try o identify his/her occupation when you have asked these questions.

Student A Your job description is on page 115,
Student B Your job deseription is on page 119,

Problem-solving

Study this diagram which shows some of the stall in a larpe data processing
department. Use the inflormation to complete the gaps in this text.

Cata ; Data
control ] s praparation
-,t':ierks a3 SUpernvisor

i

Kuoyboard
operalors

-
Data
controller

Chief
operatar e

=

When a user wants a batch job to be processed by the data processing

department, they take their work to the ' _ who are supervised

by the * . When the job has been organized, it is passed on (o

the data preparation section which is supervised by the *

Here the work isput ontodiskbythe *  The data is then

ready to be processed by the computer. The computer is operated by the

who are supervised by the ©___ The computer

operalors el any storape disks to be loaded into the computer from the

; who looks afterthe . When the work hos

been processed, the output is collected by a 2 who returns it

to the




Computing words

Task Ba Match words from columns A and B to make common computing terms.

A B
hardware card
systems board

file recogmition
swipe wallet
voice crime
cennpuler cnglineer
bulletin server
electronic analyst

Task Bb Which words in column B are commonly found with the verbs in column Af

A R

analyse data

browse databases

debug documents

delete files

edit folders

install hardware

open folders

run needs

RN l]I!l.i.l M=

select programs
requirements
soltware
Lexts
wehpages

wehsiles



Student A Pair work

Unit 4 Unit 22

Task 10 1 chpinedacak Task 12 Change 1011 binary to decimal.
2 hltp:ffwu-“-.cltc.uq.uz.uu Step |
3 agoralang.com/agora/ place values 8 4 2 1
aporanews current. himl hinars 1011
http:/ fwww.ncl.ac.uk/~njw3 :
elvisi@aol.com Step 2
(I XBIHOx4)H( I X2 H1x1 =11

W

] Unit 7 Start like this: Write down the place
Task 5  Screen size 21 inches values: 8, 4, 2and 1. These ure
Aperture grill pitch .28 mm powers af 2.
Maximum resolution 1600 %1 200
Relresh rate 80 Hz Unit 24
1 —
s S Task 12 Biometrics - cye scanning
Unit 8 1 Person arrives at airport
—_— scanner
Task 11 Storage device Capacity 2 Person looks through evepicee
Double density loppy 720 Kb 3 Laser scans eve und records
Lligh dmsm floppy  1.44Mb microscopic details
Eﬁfgg;f:‘ G 14 L'mlnputier trur;slntcs data into
A S unigue barcode
IE:IPL: hard disk 5 Computer checks digital image
against central database
Unit 12 h Person's identity confirmed
Task 10 1 Make your letters big | EWING Unit 28
2 Lse simple shapes 57320

Task 6 Systems Analyst

You work in a large hospital,

You collect and analyse
information about hospital
procedures. You get the
information by talking to the
doctors, nurses, and administrators
in the: hospital. You identify tasks
that computers can do so that time
and money can be saved. Then vou
design a system 1o perform these

3 [se block printing | KENT

Unit 16

Lasks.
e You've been working in this job
Task 10 Program A for live years. You've also worked

for a software company. You have a
degree in business studies but vou
later rained as a systems analyvst,

10// Logic error 1
20 FOR times: = 2 to 10
30 TF times = 1 THEN PRINT

“HELLO"
40 NEXT times
50 END
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Student B Pair work

Task 10

Task 5

Task 11

Task 10

Unit 4

1 jtpisgl.ac.uk

2 hiip:dfealico.org!

3 hltp://info.ox.ac.uk

4 htip:/fwwwdart.edu/~hesfdee/
5 blulfiEswemail.com.an

Unit 7
SCreen size 17 inches
Aperture grill pitch 0,26 mm

Maximum resolutiom 1280 =< 1024

Refresh rate 751z

Price £319

Unit 8

Storage device Capacity
Diouble density Moppy

High density floppy

Hard disk

CT-ROM BE0OMb
Large hard disk [ Bi5h

Tape sl

Unit 12

4 Connect lines SBE&4
5 Close loops 3065

6 Do link characters

Unit 16

LOOF |

.i'n sert fable
Unit 20

Program B

Ly Logic error 2

2 Aolal; =10

3 REPEAT

400 total; = total + 1

51 TINTIL total =10

Gl TND

Task 12

Task 12

Task 6

Unit 22

Change 27 decimal to binary.
337

et
2/13 Rl
26 R’
2/_3 RO
1 Rl
Binarv= 11011

Start like this: Divide the number by
fovo and write dovwn the remainder (R,

Unit 24

Biometrics — hand scanning

1 Person arrives al airport
sUHIr

2 Person inserts credit card into
console

3 Person inserts hand to be
scanned

1 Computer checks handprint
against central database

5 Computer checks handprini
matches credit card details

H Person's identity confirmed

Unit 28

Computer Services

Engineering Technician

You work for a computer service
firm. You repair compulers and
other devices such as printers. You
also uperade computers, People
phone in when they have a
problem and you go to their
comparny, lind onl what is wrong,
and repair the fault.

This is vour first job. You ve been
warking lor the fiem lor two vears.
You have a diploma in Compuler
Svstems Engineering.
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Glossary

of computing terms and

abbreviations

active badge /whin ‘baedy 0 C[26] u smuricard
device worn by the user

Active Server page ki sava pedy 0O [20) 4
Ly ul webpage that contalns a script that is
processad on & weh server

activa window < chov windao/ o C (9] the window
In # WIMP system that is currently being used. It is
ustially on tp of any oiher open windows.

add-on / wd o 1 [15] 0 small program that can
bu ultuched wo o browser program to give the browser
extra lunctinns

address box 2'dres boks' o C [14] the arew inu
web browser program where the web address is
cispliyad

address bus 2'dres bas' n i [22] the set of
conductors that carry the memory address signals
hetween different parts of o computer system

ALU ez el jud nC122] abbreviation for arithmetic
and bogic wnit

amend a'mend’ v [27] Lo make corrections

analogue signal ‘cnalng sgnal’ o [12] & type of
signal that can take any value between a maximum
and a minimum

analogue-to-digital converter ' wnalog 1o
dedit] Kan'vaitale ) 0 < 8] a device for changing
arralogue signals into digleal stenals

animation ‘ni'merfn v (2,16] drawings that have
moving images

anti-virus program / entl varss  procgricm’ nl
126] & set of progroms used w deteel. identify, and
remove viruses [rom u sysiem

aperture grill pitch epada grl ‘pof’ w0 7] the
distunce belween the holes or slots in the filter screen
inside n monltor

Apple Macintosh / wpl weckmiof nC|25] & lype
of personal computer manulsciured by Apple
Computer Incorporated

application / xpli 'ketfn 1 |10] Se0 applications
program.

applications (program or software)
faph kerfnz’ v C. U 127] & compuler program o
progrioms designed (o be used [or o particular purpose

arithmetic and logic unit 5 rillmank and Indsik
Juiml! n U 122] the part ol the CPL that performs the
mulhematical and loglcal operations

arrow keys “croo kiz' o PLI4] e sel ol four kiovs
on a keyboard used for moving the cursor around the
sCreer

assembly language />'semhl Legagwily’ nC |21
lewv-level computer lanpuape that uses moemonics
ruther than onlv numbers, making it easier than
machine code for humans to read aond write
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back up | hiek ‘ap' vIB] to store a copy of data ou
storape device to keep it safe

backup ‘hiekap’ n C [8] the process of storing a cops
ol data on o storage device wo keep il sale

backup device "bekap divas' 0 C 1] ustoruge
device used for copying files to o storage mediam Lo
keep them safe

barcode / bakaod' v C 1] @ segquence of vertical
parallel lines used to give items a unigue
identification oumber / lo mark with i barcode

barcode label “bukaod leithl nt [1) o label thar i=
used Lo allach o barcode to an item

barcode reader < hakaod ridaie) nC 1] an
optical input device that uses the reflection of a lizht
besm Lo resd barcode labels

batch job “bay ok n( [28] sets of data 1o be
processed topether by a malniframe computer

bidirectional ' hadi- hardar “rekfanl wdi 122
designed to carry slgnals In either direction

binary baman’ adj [6, 22] belongiong 1o the number
s¥stem that has only two digits. be, 1 and O

bit bt/ n C 18] a small unit of storage capacity [ one
of the eight binary digils thal make up o byie. The
terim comnes [tom an ubbreviation of binary digit.

bookmark ‘bokmuak’ m v [15] 3 web address
slored ina browser program te allow a webpage to be
found cusily / 1o store 1 web address in a browser
program o wllow o webpage o be found easily

branch ‘brangl 119 a point in a program or
Mowchart where there are two possible paths

browser  hraczalr) n (' |14] a program used for
displaying wehpages

bullstin board holatm bad s O [26] o kiod of
electronic noticeboard system that enalles users (o
display messages for other users W read

bus has' 0 C[22] the set of conductors Lhal curry the
signals between different parts of a computer

bus topology / bas 12 poladsi’ nC [11] & physical
layout of a network where all the computers are
attached o one muin cuble thal is terminated at both
el

byte Du/ rn C (3] & unli of copactty. A yie s made
up ol vight bits and stores one character, Le. a letter. a
number, a space or a punctuation mark

cache memory kx| memari’ 1l (3] high speed
memary used Lo speed up a computer

CCD / si; si: "diy n( [6] abbreviation for charge
coupled device

CD-ROM (disk) ' < di: 'rnm/ 1 (|2, 8] abbreviation
for compact digk read-only memory, A read-only



storage divice in the form of o disk thal is read ustng
lager lHght

CD-ROM drive / si: i rom dreay) ol [2,8] &
storage device fon reading CD-BUOM disks

cell jsel’ w0 1171 the reclangular box formed where a
row and a column meel in g spreadsheet

central processing unit / seniral ‘pracsesim
Juinitd w0 [22] the electronic processor at the
certre of g compuler, 118 sometimes uged to refer 1o
the combinution of The processor and the main
IILTILOT Y.

charge-couplad device /tfa-& kapld divis' o C
[6] an electronic semiconductor camera device

checkbox “fekboks 1 C [8] a dialog box component
in the form of a small square box used to lndicate one
ol twi alternative states, ez, true or fulse, When the
lger clicks the boy with o mouse. o cross appedars in
the bow. Clicking again clears the buox,

chip fp' 1 C (3] common e for a microchip

click ‘klik! v [3, 8] to press and release a button on a
moLse

client /'klumnt v O 1] & network computer used for
ACCEREHIY il SCCVILE DL SETver

clock chip /kiok ihp/ ni [22] the elecrronic device
g compuler that conteols the timing of the signals

clock line “kink lam/ 0 220 the conductor that
corries the clock signal to dilferent parts of the
COMPULEr

coaxiial] cable 'Kaieks, kao'mksial Jeerhly w0 112]
i bype of shielded cable for carrying signals, 1t s often
used with radio frequency and video signals,

coda kaiud’ nov 19, 200 0 prograom wrillen ina
compater language £ to wrile i progrinn using
computer language

COM port “kom pold o [3] another name lor a
serial port (from un ubbreviation for
COTREAICHLion s

command button ‘Ko'maind harnd v 0 14] 4
diaalog box component that takes the form of a
reclingular icom that canaes a program command (o
b curried oul when clicked with a monse

communications link ko mjun'kefne highs o O
[12] 8 connection betwesen two points for
tramamitting and receiving signals

compilation error / kompr'leffn eraied o C (200 a
programming error that prevents o program [rom
bednp converted into machine code by o compiler

compile am'pul’ v [27] 10 converl u program
written in a high-level language inio machine code
using a compiler

compiler Jkan pailaic ) 1l (19 4 program that
converts the whole ol o program inlo machine code
before the program is used

computer aided design ‘kom pjuta andid
di'zond 0 [27] the process of desloning using a
COMPULET Program

computing ‘kom pjuoctind oL 5] the theory and
praciice of computers

control bus ‘kan'teanl hast o0 [22] the set ol
conductors that carry the control signals between the
contrel unit and other parts of & compuler

contral unit kan'tracl juinitd o C(22] the part of
the CPL that penerates the siguals that control the
computer programs and hardware

copyholder / knp haiildairy a0 (7] o mechanical
device for halding a plece of paper when it is being
read

CPU | sz piz jued mi 1220 abbreviation for central
processing unil

crash ‘krwf n, v O [8] 0 sudden and complere fatlare |
1o [l suddenly and completely

Cray oer 10 125] a well-known make of very
powerful supercompuler

CU /si. w0 (221 abbreviation for control unit

cursor SlasHnl il [4,9) the svmbol on the moniior
sereen that idicates the point on the sereen that is
betng used

cursor keys ‘Lase kie' o PlI4) See arrow keys.

data ‘derta/ 011 [4] the information processed by a
compiter

data bus “deta bas' 0 22] the set ol conductors
Lhal carry Lthe data signals between dilferent parts of
H UeHTIpLer

data processing department | dera 'proaosesiy
di pustmant ol (28] 8 department of computing
professionals where data s processed In batches on a
muinframe compuier

database / deilobos! 0 [57] A type of application
prowram used for sloring information sa that it can be
cusily searched und soried

dataglove / dedsulav! 0 [22] aninput device worn
on1 the B ina victual cealily syslem

debug / di; Bagd v 119] 1o find aod Gx the folls inoa
Program or systen

decimal /desunl’ wdf [22] belonging Lo the number
system that has ten digils: 0, 1, 2, 3, 4. 5.6, 7, 8.4

decode ; di-'kaod’ v [22] o decide whial g program
Instruction means

desktop ([computer} deskiop (ham pjuloy ni
[2] a personal computer designed Lo silon an ollice
desk

dasktop publishing package / desliop "pablifiy
pekids’ n C[16] an application prograom that s used
for ereating and editing the text and lavout of pages
0 be puhlished

dialog box “daalng boks' 1 C (9] a window ina
WM svatem that is used to provide information or
ohtain informarion from the user

digital camera / dicitl 'kemarad 0 C |6 an input
device lor taking picturees that has an electronic lens
and uses electronics for storing the images rather
Lhen chemicul fiim

digital signal / didsitl ‘siqnld 0 [12] a stenal thar
catn only have one ol two values representing on or
off

direct neural interface / dwrcke, direkt njoaral
‘mtalers! o C 23] wdevice thal enshles electronic
signals to be inpul W owd output [rom the human
brain

disk ‘disky 0O (1, 8] 4 Mad cireular storage device

disk drive /disk draoy 0 C 13, 80w slorage deviee for
reading from and writiog 1o disks

distributed computing /i stnibjulid kam'piucim
n Ul [26] a network syvaten thal uses dilTerenl servers
theonuphout the network rather than o single serveral
the centre of the networls



DNI ; diz en ‘ar w0 [23] an abbreviation tor direct
meurul inlerface

dot pitch / dol ‘plff p ¢ [7] the distance between the
duls o @ monilor sereen

dot-matrix printer /| dol 'meilnks prmisir) nd
171 @ printer that prints by hanumering pins onto an
inked ribben

double density floppy (disk) /' dabl densati
fopi’ nC 8] o removable magoetic storuge device in
the form of a plastic disk that can hold about 712
kilobytes of data

download /'dacnlaod’ v (6,141 to copy w file from u
server toa client computer in a network

drag /draeg’ +[18] to move an object across the
digplay screen by moving a mouse while holding
dimen the mouse button

drop-down list box / dropdaon Tt beoks' o C [8]
a dialog hox component that opens a list of items
when the user clicks on the arrowhead 20 the end

drop-down menu / dropdaon ‘menjus’ 0 [16] 4
list of aptiens that opens downwards and stays open
when clicked with i monse

diry run /drian rand o 0119w test of @ program by
cheeking through It on paper before running It on a
cormpuler

E-time /itaum 0 C [22] w common name for the
execution time

earth satellite station /3.0 ‘setalan steifn/ o C
[12] an installation on Earth used for seniding and
receiving signals to and from a satellite

aarth-satellite transmission / 16 setalol
triens nufnd rC [12] the process of sending a signal
o, or recelving a signal from. a satellite orbiting the
Farth

adit Cediy v [ 16] to make changes 1o

aditing kays “cditing iz’ (0 Pl 4] the set of kevs
o N kevhoard to the cight of the main keyboard
that I8 used for moving aroumnd the sereen and
mauking chunges to a docoment

electronic wallet : clekiromk “woliv n(!|24] a
smarleard used for storing monev downloaded from a
computer bunk account

email mel? noe U1, 4,.13) the commem name for
clecironic mail. Lo, mesages sent electronically nsing
u eomputer S o send an email messape

email address /':mail 2 dres’ nd [4,8,13] the
rnigue sdddress code wsed (o contact someone using
electromic mail

email attachment Ll o letfmant nd (13] a file
that is attached to an crdl messoge

embed ‘em bed’ v [21] 1o insert an object side
another object

encode ‘cn kood’ v 23] o wrile infurmation in
coded form

axacute “ckakjut! v[22] to perform a computer
aperation by processing a program instruction

axacution time cka'kjufn tann nC [22] the tme
taken to execule a program instruction and store the
resnln in memory

axpansion card (k'speen|n kad! nC [3] an
electronic circull beard wsed lor adding facilities o a
compuler
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axpansion slot Ok spoenfn slot o C 3] o long thin
connector that is wsed for adding additional
electronies in the form of expansion cards

axpart /ek'spoct/ ¢ |6 to bring data out of a program
In & form suirable tor use by another program

extendad keyboard 1k stendid ‘kihadd n O 4] the
commaon arrangement of kevs on a PO kevboard with
editing kevs and a numeric kevpad to the right of the
muain kevboard

Far End /'fur end nd V2] the equipment st the
remebe end ol a video conferencing system

fateh /Ted’ v 1221 Lo go und gel the next instruction or
phece of dula rom memeory

fibre-opticis) cable /' [wbar 'vpukis) kabl nC
[12] & cable made from strnds of glass thial i used
for carvying information signals on w beam ol light

field Tild' nC 7] asection of a Jatabise wherne an
item of data is stored

file Tail’ nC 18] a computer program vr data stoged
(LT :.llx-lgrdl:\ hu

file server / fal savalr) nC [27] @ nin compules
that provides a data fle store ou u network

flicker-free “Mikalriy adf 7] huving oo variution in
the brightness of te display of @ monitor screen

floppy (disk) 'Mopi /1 C[3, 8] o magnetic storage
device in Lhe form of a smaoll plastic disk {also known
as adiskette)

floppy (disk) drive /'flopi drore 0 C[3.8] a
common magnetic storape device that reads and
writes data on a oppy disk

flowchart /Naotfa:t’ 1 C [7] a kind of diagram used
by programmers to show the logical steps ina
program

folder “faoldair)y nC (9] a way of grouping filenames
g0 that the files can be easily located on a storage
device. A lolder s sometimes called a directory

font Yont' n C [16] n set of text characters of a
particolar desipn

format (1) “famuer n, v C 6] the design and
appearance of text in a document /1o design the look
of text in a document

format (2) 'fymeer’ nov O [19) the arrangement of
“nrage Areas on A storage medium o create storape
areas on a storage medham

formatting toolbar /> metm telba(r) o O 16
arow of feoms in a program that are nsed fo change
the appearance of the text in some way when clicked
with 4 mouse

freeze /(12 v 10| suddenly to stop responding,. It 15
usually used in reference to a screen displav,

function keys /Tagkfn kiiz' n 'l 4] kevboard kevs
thil are normully programmed to perform different
functions by cuch program or by the user

Gb /gigabait/ n € 3, 8] abbreviation for u gigubyie

general purpose package | dienral papas
JPpElady’ v C 1161 an application program that can be
nsed in o variety of ways

giga /giga’ prefix 18] the prefix used for 107 jn
decimal or 2% in binary



gigabyte 'qugobart’ n C [3] a capacity of 29 bytes,
i.e. 1024 megabytes

grandfather, father, son mathod, (the)

grienfu:ba [o:da "san mellad’ n U [14] a system fo

buching up [iles that nses three sets of backup media
that are used o rotalion

graphic 'grelik’ nC [1,78] & picture, drawing,
animativn or other tpe of lmuge

graphical user interface / grichikl juwzar
‘mtafes’ n C 9] parl of an operating system tha
allows the user toinleracl with a compuler using
images and a cursor

graphics card ‘' grcliks kaxd! nC |3 an expansion
bovied containing electronics lor controlling the
romputer outpul (o a moniter

graphics package "yieliks pwhkudy n( [14] 4
typee of applications program Wil is used [or creating
and editing images and drawings

graphics tablet | grefiks teblat o C 16| u
graphical Inpot device that tracks the movernent ol o
siylus across a flat surface

GUI “query n(? |9] abbreviation for graphical user
Interface

hacking "hwkmy’ n 1l [26] the practlee of breaking
e computer sysiems and chanping data withomt
Permisaion

handheld / handhedd: wC12] a small portable
computer that cun be beld in one hand. See
palmtop.

hang Miey’ v 10] suddeuly und unexpectedly to stop
processing during e execullon of a program

hard (disk) (drive) "lud drawv! nC [3,8]a
common magretic storuge device thal reads and
writes data on melal disks nside u sealed case

hardware “hadweaii ) n U (2] the physical
components of a compuler system

high density floppy (disk) / hai densali Tlopid n
(' |B] & removable magnetic storage device in (he [orm
ol n plastic disk that can hold about 1.4 mesabyles of
data, Le. twice as much as a double density Noppy
disk

high-level language / ha levl Tengwidy nC[19]
# programming language closer to humaon languoge
than low-level computer languages such as mochine
vcode or aszembly language

home page "haom peidy’ nC[15] the starting page
o i wehsite

HTML | cilflizem el m 1l (20, 21] abhreviation for
Liyperlesl murkup language £ a compuler language
Uniat wses o system of lags for creating, weh pages

hub DAl 1 C 1] an electronic device at the centre of
a star network wopokogy

Hz 'hatsd nC [7] abbreviation for hertz / the bastc unil
of fregquency egual to one cvele per second

Itime Canamy o C[22] o common nmme for the
Instruction time

LT/ an ti e U0 |5] abbreviation for informalion
technology

IBM /ibi:emy n U [25] sbbreviation for the computer
company called International Bosiness Machines
Corporation

igon Mwkon’ w0 (9] 6 small picoore nsed in a WIMP
system o represent o program, fobkder or file

information technology 0l mefn ek nelady o
U 5] the study wid practice of wechnigues or use of
equipment for dealing with information

inkjat printer /inkdset pomtale) w C 7] o printer
thiat prints by spraying ink onlo paper

input [ mpot! v (4, 6] data pat into o system /(o
put data into a system

input device inpol di vans' w C 8] A plece of
equipment used for entering data or controlling a
computer

insertion point 'im'safn pamt w18 the
position where something 18 put Into a file

instruction /i strakfn’ o C 122] one lione ol w
clompuler program

instruction time ' sirak[n e 0 C[22] the
time taken to fetch and decode @ program instruction

interface 'mlalox v (D) the connection between
twir different systems £ to provide a connection
between two different systems

Internet service provider | misnel ‘sivis
pra vauda(ry nC |13] an organization that provides
Internet connections for a fee

Internet, (the) “miancl nl [1,13,4] the
connection of computer networks across the world

intarpreter (1t poitadn) o C 119 a program Uhal
converls vlher progrums inle machine code line by
line as the propgrams are being used

interrupt “mtarapt’ n C (221 a signal thut causes the
processor Lo stop what i s doing temporartly so that
It can process something that is more urgent

ISP 7 ases'picd 0 C [13] abbreviation (or Inlernet
service provider

jam ‘e v [10] to pet suck in one position

joystick /dsosuks’ 0 C 18] a curser control input
device wilh un uprighl arm. It s commaonly used
tor controlling fast moving objects in computer
gaumes,

justify /dsasufar v[16] to insert spaces so that lines
ol text are aligned on both thie left and ght sides ut
the same time

Kb / kilzbart! n( [3] abbreviation foe a kilobyie

kayboard [ kiba:d/ nC[3, 4] the main elecironie
input device that hos keys arranged in s stmilar
lyout to a fypewriter

keypad /'ki:pred’ 1 C (4] a small keyboard with o few
kews used [ur u speciul purpose

kilo Ckizlaod prefla 13) the prelix used for 100 in
decimal ar 219 in binary

kilobyte 'lilabaity nC13) acupucily of 219 bvies, Le,
11324 byles
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LAN len' o C 1] acronven ke local area network

laptop (computer) / loplop’ n i 2] the largest tvpe
of portable computer

laser “lewaio’ nC (1] high lrequency light used in
optical devices

laser printer letza prataie) 0 C (7] u printer thal
prints using tooer powder und laser light on a
photosensitive drum

LCD / clsi:'dii 0 C [6] ubbireviution foe liguid crvsial
display / an electronic display device thal uses liguid
crvstal cells 10 control the rellection of light

library / lubracl o C [20] u sel ol programmed
functions that are mode available for use by any
program

lightpen “latpen’ 1 C (8] o pen-shaped mput device
nsed for drawing on a display screen. 1t deteets light
on the screen.,

linking error /ligkiy eraio) v 120] a
programming mistake caused by trying lo use a
function from a program libwary that i nol evailable

local area network / lauk] eone petwask nC 1]
computers connected together over o small dstance

log Aog/ v 28] to record the time thal an evenl
happened

logic error /lodsik eraich 10 (19 & progrumming
milstake coused by the use of o sequence of
Instrietions that dre oot logical

loop /iy 1 C [20] a part of a program thit is
repeated untll o set condition occurs

loudspaakar / liod spitka(r) n C 13] a sound oulput
device

low-lavel language / oo levl Teggwidy o C |21 u
computer lansuage such as machine code or
assembly language that is closer to the fonn Ut u
romputer understands than o that of o bhuman
language

machine code ‘'ma jun kaosd' n( |21] a compurer
lunguage that consists entirely of a combination of
Ls unid O

muching cycla / ma'fin sukl 0|22 the
complele processes pertormed by the CPU of fetching,
devoding, execuring, and storing the result of o
program instruction

magnetic tapa 'meq nenk ‘repy’ n C[B] a magnetic
slorage mediom in the form of 2 thin plastic ribbon
woutd on i reel or 8 cassette. 11 s commonly used for
backing up daba.

magneto-optical disk ‘mxg netao nptikl disk’ n
C 18] a storage device that nses a combination of
mugnelism and laser light to store data

main memory - mem ‘memary’ 0l 22 the
electronic memory that holds the progeams and data
betng used

mainframe (computer) / mamiram: 1 (2] the
largest und must powerful type of computer, It fs
upcraled by a team of professionals,

Mb meyabuit i C 3] abbreviation for a mepabyre

Medicard mediku:d’ n 0 123] 0 smarteard thar
stores medical informalion
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maga mega’ prefiv 3] the prefix used for 10¢ in
decimal or 24 in binary

megabyte inegabail’ 0 C 13 & unil of capacily
eyual Lo 2 byles, Le 1024 kilobyvies

megahertz 'mcygahaits’ o (3] a undt of frequency
equal o | million eyeles per second

magawatt ‘meqawnt’ n O [26] a unit of power equal
o 1 million watts

memaory {store) / memary’ o1 (3] the part of a
commputer system thal is used lor storing programs
wnned dulan

memaory addrass ‘meman 2 dres nC [22] a code
Indieating the location of a unit of memory

mamary chip “memari tfip’ n C 131 an electroniv
integrated clrcult that is used for storing programs
und duta while they ure being used by & computer

memory slot “memoar slov n (3] a connector on
Lthe mutherbonrd of # compurer that enables exira
memaory ¢hips artached to a small memory board to
I el cdeecd

menu Cmenju o C (3,6, 90 a list ol options displayed
O @ COrmpuier screer

menu bar ‘menu: bazir) nd [14] a row of leons on
a display screen that open up menus when selected

mash topology “me[ 12 poladsy’ nC [11] an
arrangement of computers in a network where cvery
computer is connected to every other computer by a
separale vable

Mhz /' ineyabals o C [3) abbreviation for megaherz

micro-machine “‘markrag ma [ond 0023 an
extremely small mechanical mechanism tha
eontaing a tiny computer

microchip "makcau tip 1 C 1271 an electronie
integrated circwit o a smull puckuge

microcomputer “mukraokam ppuciaiey nd 2] a
personal computer, smaller and less powerlul than a
malnframe or a minkcomputer

microlaser scanner glasses  mukisuleiza
‘skiena glassie’ n PlI23] Eve glusses used lo virtual
reality systems. They wse a small laser device Lo
project computer-generaled images directly into the
LISET 'S EVE.

microphone ' makralzan o [6] an input device
nsed for sound

microprocessor | mukiau'pravsesair) n C (3] the
miain electronie chip in a compuler. 1t can be thought
of us the ‘brain’ of the computer because it does the
main processing and controls the other parts of the
computer. It i< sometimes called the CPU

microwave station "makrowery stefu/ 0 C[12]
an installation for receiving aned transmitling
microwave signals

microwave transmission | miikraweny
trens'mifn’ nC [12] the process of sending a high
frequency denal known as a mlcrowave

minicomputer | minikam pjuctaiey n (2] a
computer that is slightly less powerful and u hithe
soaller than a matolrame

modem “maodem 1 C 2] an electronic device for
converting signals to enable a computer to be
connected toan ordinary telephone line, The term
roimes frovm an abbreviation of
MODulator/DEModulator,



maonitor nuontad oo C (2] the main eutpat deviee
used to display the outpul rom a compuler on a
screen, See VDU,

motherboard  madabad: 7 [3] the main
electronie cireuil board inside s computer that holds
and conneets together all the muin electranic
conmyponer iy

mouse maos’ 1l (3, 9] 8 commaon cursor control
ot device used with o graphical user Interface. 11
has bwo or three bution switches on top and a kall
underneath that is relled onoa tlat surface,

mouse button mans barnd 0 C 4] 8 switch on
d minase that 15 pressed o select an object on the
SUTEEN

mousemat “massmer nC[4] the small pad that a
Minase Sirs on

MPR-11 / epras ‘o p U {T] goidelines produced by
the Swedich Mational Board for Measurement and
Testing giving information on the measurement of
emissions feom visual display screens

MSDOS |/ emes'dos/ n U [6) trademark, abbreviation
foor Microsoll disk operating system ¢ the operating
svetem that was used in the fiest PCs

multimedia / nalt' micdia’ 1 1 12,18] the
combination of lesl, graphics, animution, sound, and
viden

multimedia computer / mallimi:dia
o plutaiey nC 2] & compuler suitsble for
runing multimedio programs, [ usually has g sound
card and w CO-ROM drive,

multivser / mall juszaity adj [2,13] capable of heing
vsed by iy people al the same time

Near End 'tizr end’ n il [12] the equipment at the
closest ened of & video conferencing system

MNet, (the} ‘necl o1l [20] the commaon name for the
[tternel

networke Cnotwatks mov O 15,11 a combinarion of 4
number of compulers and peripheral devices
connected wgether £ o connect a number ol
compulers and peripheral devices rogerher

network linterface) card /netwask koddd n O 15]
Lhe electronic cireatt board inside a computer that is
used (o connect the computer 1o a network

newsgroup njczgnep’ m O 13 an Internet
discussion proup made up of peaple with o comeon
Interest who use an area on a secver compatier 1o
display messages about their interest

notebook {(computer) 'noothule 0 C[2] 0
portable computer that is about the same size s o
plece ol writing paper

OCR /asose'acir) n U |6] abbreviation for optical
character recognitinn

anlina | vn'lam/ adj, preposition [14] connected Loy
svstenm and able to be used

oparating system /' opoareitig sistaony o C (4] the
el ol programs that conteol the basic functions of o
compuater

optical charactar racognition /' nptikl kerikia
JTekag'mifnd nil {B] a process thar enables a computer
oy scan and recognize printed characters using the
reflection of light

optical disk ' npukl diskd g0 R, 22] a storape
device in the form ol a disk that uaes laeer Beht to
alore dali

output Suotpist’ poe O 7] data beonght ot of 8
ayslem o bring data out of @ syeiem

output device Caotpon di vas o0 7] a plece of
equipment nsed to bring daca ot ol & svatem

P-I-P / pra'pi ad) [12) ubbreviation for plemre-In-
piclure

package 'pekel’ 0O (5] an application program or
collection of prograomes thal cun be used in differend
Wil

page-malkeup program / pod metkap
pracgreny O 18] g program [or designing the
Lot ol o page [or publishing

palmtop (computer) ' pumiop nl (2] a portable
compuler Lhil is small enough o be held in the palm
ol one hand, See handheld.

paper tape /| papa ‘Lap’ n L [25] an obaolete
compuler inpul medivm consisting ol a ribbon of
paper with holes punched in i

parallel port /' purelel pactd o C [3] 8 long connector
il the back of the system unil of o PC that is often
wsed Lo conneel @ printer e the G101

password Cpocswad’ o O (9] g secrel code used o
conlrol seeess o a nelwork syslem

paste ‘poisld v 18] woinsero o copy of data held in the
vompuler's memoery &l a chosen position

PC / pi: w1 7, 2] abbreviation for an 100 fype ol
personal computer, although sometimes ased for
other tvpes of personal compiter

peripheral ‘po'rifaral! wl (17 a plece of equipment
Lhal is connected o the centeal processing unit of 4
cormpULer svsiem

personal computer | pasonl kam'proceaie) o 2
o computer designed to be used by one parson at a
Lirre

picture-in-picture ' pikifar m ‘prktia{ry adf [12] a
display sereen feature chat has s video picture
displaved inside another video plerore

PIN /pm 0 [24] abbreviation for personal
identification number

pirating ‘pamatm’ 01 28] Hegally copying soltware
[PrOR CHTTS

place value ‘plos vieljo o C[22] the value of an
individunl digit doe to the position it oceupies in a
number, e in the decimal system the second
position from the right Indlcates tens and the third
posilion from the right indicates hundeeds

plotter Cplotairl v [22] an onepal devics need 1o
output drawings onto paper

port /poit! w3 a connector at the back of a svstem
il of | 1°C that 15 used for connecting external
devices to the CF1

portable {computer) / patabl g O 2] & comprter
that is small and light enoagh to be carrled from
place do place. 1 can nsuallbe ke powered by barreries
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portable language - paiabl legowidy oo [27) a
language that can be easily converted for useon a
number of dilferent operating syslems

post ‘paosl’ v[14] o display a message in a computer
newsgroup or bulletin board

power supply “puua sa plar #n C 13] the elecirica
component that provides liered muins electricity al
the correct voltage [or a compuler

printed circuit board ' proud sa ko ol w
1271 an electronic board that holds and connects the
components of an electronic chrcuit

printer /'printa{r )’ 1 C[2.7] a common output
device used for printing the outpul of a comnputer
on piper

procedure /pra si:diaic) o C 18] a subsection of o
high-level program designed to perform a particular
firnaction

process /praoses O [9) to manipulate the data
aceording tn the program Instructions

processor - pragsesyrl 00 |3.9] the part ol a
compuier that processes the data

program | praogremd o, v 1,19, 20] a ser ol
instructions written in a computer languapge that
control the behaviour of a computer / to write a set of
instructions for controlling a compurer nsing a
compuier language

programmer < proogrmairy o O [5,719, 20,27 a
persun who wriles compuler programs

programming Cpracyrenuny o U719, 20, 27] the
processes of writing i compuler progrin using u
computer language

programming language < praogoenny Legywidy
i C (14,19, 20, 211 a computer language used for
coding computer programs

punched card “pantft kod’ i C125] an obsolete
computer inpul medium consisting of a set of cards
with holes punched in them

RAM rem’ nll [3] acronym lor random access
memary — memory that can be read and wrltten to by
the processor

random access | rcndom mkees’ nll |B| a8 svstem
ol gelling sceess (o any location in & storage area In
any order

read-only / ri:d "aomly’ @di [8] can only be read from
and nol wrillen (o

read-only memory / ri:d 2onli memarid nll [15]
memory Uhal contains prigrams and data that the
wser cannul change, for cxample, it may conlain the
progranmes regquired Lo starl up u compuler

readfwrite head < 1.d 1an hed' nC 18] the
mechanism inside a disk or tape deive that is used for
reading from and writing 1o the storage medio

readout “rizdact! nC [24] a display showing o
measuremanit

record /‘rekacd n C [17] a section of a database mode
up of related database fields

recycle bin /ri''sukl b o C (8] a program used to
hide files that are no longer required and bring them
back if they are required again, Emptyving the recycle
bin deletes the Mles completely

refresh rata 'ri'ire| rert’ n (|7 the frequency al
which the image is re-drawn on a display sereen
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ragistar Credyisraicd 0 C [22] & small unit of very fast
memaory that is used to store a single picce of data or
instruction temporarily thar is immediately required
by the processor

resolution / reza'lu:[n 0O |7 a measure of the
guulity of u display sereen in terms of the amount of
graphical information thal can be shown on the
sereen, This partly depends on the number of dols
which muke up the image.

ring topology 'niy 12 poladsi’ n ¢ (11 u physicul
layout of u petwork where ull Uhe compulers ure
connected i o closed loop

robot ‘roubot’ nC [22) u mechunical devive
cortrolled by o computes

robotic /rou'bouk! wl) 124] wo do with robots

robotics /rou'bouks’ n U7 [23] the study of robot
syatems

ROM /rom’ n UV [22] acronym for read-only memory

router / rutary »C [13] an electronic device that
links different networks or parts of a netwaork. Tt
determines the path that a stgnal should take to reach
its destination.

rular [ nclar) 0 C [16] a horizontal line containing
markings indicating measurements on the display
SCTERT

run /ran’ v (B] io execuie a program, Le o get a
program to process the data

save sy v[4,16] lo copy o program or data Lo o
sturage device

scan /sken’ v[1,6] to copy using a scanner

scanner /'skenair) » C 6] an optical input device
that uses the reflection of light o copy text or
graphics into a computer

screen (display) skrin nC (1,4, 6] the fron
surfoce of a computer monitor where the output of o
computer s displayed

script sknpt’ nC [21] a small program written in a
scripting language that is used to perform a simple
finction or to the other programs together

scripting language ‘skripun leggwik 00 (21] 4
simple computer language used for writing seripts
that control computer applications

scroll ‘skral! v [15] to move displayedd information
smonthly. either horizontally or vertically, on the
SCTEET

search angine sz endyn’ n( |14] a program
designed to find information on the World Wide Weh
according to data entered by the nser. Search engines
are usually sccessed from special websites.

secondary storage  sckondn ‘sivordy n L) [22]
memory used for storing dela that is not currently
being used

serial mouse sional maos 0O 3] the vpe of
mouse thit is connected w the serial port ul the back
of the system unit of a PC

serial port /swarial pot 0 C 3] the simall connector
at the back of the system unit of a PC that is used w
connect a serlal device such as a serial mouse or a
modem. Two serial ports labelled COM1T and COM2
are usually provided on a PC.

sarvar savalr)’ nC 1) a main computer that
provides a service on a network



SIMM s re il |2,15] acronym for single in-line
memory module £ & small electronic circait board
cantaining memory chips. SIMMs are desigrod 1o be
pligeed into memory slots,

smart card smo-tho:d’ v C 23] a plastic card
comiraining a processor and memory chip, I can be
sed 1o store larse amounts of confidentiol datu.

smart card reader “anothod iida(c) nC124] 0
clevice used for reading smant conds

smart clothes Manul klowde' n ' [24] clothes that

contain embedded computing devices

software sofbwealr) nll 15] the programes and data
used ina compuler

solid state memory / solid sien ‘memari 0l |5
electionic wwemery mude from electronic chips

spacebar Msposhair) 4, 27] the lnng key along,
the botlom ol & keyboard used for Inserting blank
spaces b document

speech recognition board ; spict] rekag nifn
bood? n C [B] an electronic card that converts
anulogue sound signals into hinary code to enable the
computer o identity spoken words

spelliing) chackar "spel tlekair) nC [20] a
programmied finction that checks the spelling of text
In a dociment

spalichack /spelyjek’ v v O [16] o check ol spelling
in & document / to check the spelling i o documen|

spreadsheet “spred[i.n o C 10,17 o Lype of
application program with e accay of colls thal is
uged for calculating formulas

S0OL {eskju'el’ U 128] abbrevinten lor structured
query language [ o language used for scarching
databases

stack Sstiek/ U [22] u lemporary register that is nsed
tostore program inslructions and data in a fAxed
seguence while Lhe processor services an interrupl

star topology /st o prladd 0 O [ 11] a physical
lawoul of 8 network where all the computers are
connecled by separate cables toa central hub

status bar Cstenas badie) o C 6] & narrow band
aeriss the bottom of the sereen that displays useful
information for the user

storage device /styrics di vasd 0 C [8] a piece of
equipment used lor reading from and writing to o
storages medinm

starage medium stards midizm 1 C 18
material used for storing programs aod duta

sub-pragram /sabpraogreny o C[27] o smull
program that perlorms o specilic funelion and is part
of a larger progran

subfolder /sabfooldaltty n C (9] o way of
subdividing a folder so thal stored files can be
organized to simaller groups

subnotebook (computer) “sabnoothok! 1 2] a
portable computer thal is a little smafler than a
notebouk computer. 1L is small enough to fit inside a
jacket pochel,

subscriber sobhskrambair) w0 113] 8 user who
becomes a member of & newsgronp

supercomputer [ sucpakam puctaie)’ nC (2] the
moat powerinl fype of mainframe computer

swipe card /swaip kad! nC[26] a plastic card
with a magnetic strip running across it containing
confidential dara

synchronize / smkranar v [22) fo control the
Lirning ol events so thal they take place in the correct
order

syntax checher /'smlaks Hekair) ' [19] a
computer funetion used when writing programs tha
cliechs fon mostidaes mthe vocabulary or punctaation
ol the prograin

syntax error sinbieks erair)’ 0O (19, 207 8 mistake
ina prograo due o a wrong word or punctuation
symbol bt used

system error sislom erair) o O [19]) 8 program
error vaused by o faull alfecting the operating system,
sy due 1o hardware failure

system unit ‘sistom Juoml o é [2,9] the main part
of a P I usually foncludes the eleclronics, power
supply, hard disk deive, Toppy disk drive, und @ small
loudspealier. Tt may also include o CO-ROM drive and
nne or two other devices, but also bos conneclors o
allow external devices t be attached.

systems amalysis / sistams o nielasis’ 0 U5, 27] the
study of a system to determine how it can be
compuiteriged

systems program sistems  precgrem’ o C[27) a
program that is part of o cotpuber operalingg svsiem
and controls a basic function of & computer

systems programming sislams  procygremn n
[T 121] the writing of sysleims progrinns

tab /txh' 01 (3] a dialos box component that is used
Loy swilch berween different sets ol data

tab (2) ‘teh on, v 16] & vl amount of space
inserted intn a line of text / 1o insert a fixed amount
of space into a lne of ey

tag ‘togd 00127 A label used in HTML that is
attached toa plece of text 1o mark the start or the eod
of a particular function

TCO-95 ¢ tissian namti ‘Tare n U [7] & strict
standard of safety, health, and ergonomics produced
by The Centeal Organization of Salaried Employees in
sweden

TCPAP | tisipn ar oy m 11 [27] abbreviation for
tranamizssion control protocol £ Internet protocol [
the official standard that determines the form of the
signals used for rransmitting data on the Internet.

terminal ftimml w O 1, 28] a network device used
Lo input and cotput data (usually 4 basic computer

text box 1eks hnkss w ! [8] a dialog box
component that is used or entering text

title bar Ctand bod(r) o0 |9] & nareow strip across
the Lop ol 8 window in a8 WIMP syvatem that indicates
whal is inside the window

toner Jloonairk wll [10] the powder need inside laser
privlers

toolbar S Lwlbazir)’ 0O [14] 8 row of eons displaved
orrasereen that start commaen program lunclions
when clicked with a mouse

toolbox / (ulbrks 1O [18] aser of feons displayed
o psereen for selecting common progeam editing
functions, For example. a graphics packape asaally
hus a leolbox contalning leons for chonsing the line
width, the line colour, for creating different common
shiapes, and for rotating images,
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topology ‘t2'poladyy’ 0 O (1] the physical luyout of o
network

touch sereen “141f skrin’ p (8, 24] an ingut
device in the form of a monitor sereen thal respomds
when touched by the user

touchpad |/ iatfpaed n O (8] o cursor control input
device that senses the movement of o inger across o
Mar surface

trackerball ' irwkobol O 6] o cursor contral inpon
device thal has & ball on lop thal is moved by the
uzer's fingers

translator program Lo 'sleia pracgraem: o0
[19] & compuler program that translates a program
from wne cotputer language to another

Trimitron / Uuntron adi [7] the trade name for a tvpe
of monitor techoology created by the Sony
Lo paoraad o

unda / an'dus v 18] o restore & like w te condition
it was in before the last change was made

unidiractional junida' rekfank adf (22] designed
1o carey slgnals in or from oue dircetion only

updata / ap'den’ v [15] (o bring up o date, Le o
change Into the latest version

upgrada / wp'qred’ v (27, 28] Lo wdd components to
impeewee the feutures or performianee of asystem

upgradeable /.p'yrewdabl’ ud) [3] designed so tha
componenls v be added to improve the features or
performunce of Lhe system

VB vi: bii/ n U [28] abbreviation lor Visual Basic £ &
seneral purpose programming languape

VDU ; vicdiju n < [27] abbreviation for visoal
display wnit £ another name for a computer monitor

video conferanca /vidiao konfarons’ o [12] u
meeting between people thar are a long distunee
apart using cameras and display screens connected W
a network toallow the people (o see wod hear cach
athier

video conferencing /vidiou koolsransig w1 [12]
A borm of communicalion vver o network that uses
video camerss so Lhist Lhe people taking part can seg
and hear each other

video memory vdize memani v 3] the
memory used (o store graghics data on a graphics
card

videophone vidisoloun o (24 o telephone
swstem Lhat displays a video picture ol the calier

video (VGA) port / vidiao pocty i (3] the small
conmector at the back of the system unit of a PC that
i wsed 1o connect the monitor 1o the graphics card

virtual (reality) mouse / vaual ‘maos’ (' [23]
cursor control input device used in virtual realily
syalems

virtual reality - vorfual rielan n il (23] 4
similated three dimensional environment thut
surrounds the wser and 18 penerated by g compuler

virus / virras' 0 10) a progriom writien deliberutely
to damage data or cause a computer lo behave inan
unusial way
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virus check “viiras flek/ n, v 127 s west ol |
syabent bo see il it contalng a viros /o test a system Lo
see 0 1L contains a virus

voice mailbox vouis melboks o 1121 astoraps
area lor spoken messages

volcamail “vasmell nl [12] & svstem of
communication that uses compuiers W store spoken
messages

VR vic i) n U (23] abbreviation for virtaal reality

VR glove / vi; o 'ylav’ n U 123] a virtual reality
glowe. See dataglove.

VR headsat ' vi: o hedset nC 23] wvirtual
reality headset / an ourpit device worn on Lhe user’s
hewd in @ virtual reality svstem. e displavs three-
dimensional graphics on a sceeen in front of the
LSFT 8 £VES

VR mouse | vio o ‘muos’ nl 123] a virtual reality
o se

WAN ‘wan/ n C 1151 acronym for wide arca network

Web, (the) /web' n U1 [14] the common name for Ui
World Wide Web

weahpage | webpedy nC 16,14 o hyperlinked page in
a weh network system

website wehsan o [4,14] a sel of pages on the
World Wide Web

website address wehsan 2 drea 0 (0 [4,74] the
unigue address that is used to access & websile

White Pages, (the) / wan ‘pesdue 0 P'1114] o
wehsite used for (inding the conail addresses of
registered users

wide area network | waid eana netwakd o O 110
compulers connected together over a large distance

wildcard character /'waldkad kenktairy nl
[17] & symbol used to represent any character o
combination of characters

WIMP system wimp sistam/’ »C [9) scronym [o
windows, jcons, menus. and pointers / a commaon
tvpe of gruphical user nterface

window /'windau 1 C 9] a rectangular screen area
contalning a program. klder. or [ile o a WIMP
system

Windows / windauz' n 1 18] the common
mame for Microsoft Windows, a popular graphical
nser interface developed by the Microsal
Corporarion

word processing package wid provsesi
peekidy’ 016, 16] S word processor.

word processing /| wid pracsesm nl [10,16] the
process ol Lyping and editing text using a word
[IFO s

word processor wid pravsesalil n 10, 16] a
type of compater applicatlon program used for typing
and editing text documenis

workstation / wakstei[n 0 C 7] o desk area used
for working wilh u computer system

Warld Wide Web, (the) ' wald waid ‘webh nll
114] an infnrmation service on U Internet that
allows document pages to be accessed using
hyperlinks
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