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Introduction to the Computer 
A computer system be it micro, a mainframe or super computer consist of both hardware and software. It is an electronic machine capable of accepting data, process the data into a meaningful information as output. A computer is a machine or tool, which is capable of:
1. Taking input data
2. Storing the input data.
3. Processing the input data.
4. Producing the output report on paper or computer store for human being to use
The term computer is obtain from the word compute. A computer is an electronics device that inputs (take in) facts (known as data) and then processes (does something to or with it). Afterward
 Introduction Technology
In simple language, information technology (I.T) is the overall technical where withal required for an efficient gathering, storage, processing utilizing computers, the internet and other electronic tools like camcorders, mobile or cell phone etc.
 Common Icons Found on the Desktop Area of a Computer
The desktop area of a computer usually contains various icons that provide quick access to files, applications, and system features. Here are some of the common icons you might find on a desktop:
1. My Computer / This PC (Windows)
· Provides access to the computer's drives, including internal hard drives, external drives, and connected devices like USB drives.
2. Recycle Bin (Windows) / Trash (macOS)
· Stores deleted files temporarily before they are permanently removed from the system.
3. Network / Internet
· Shortcut to view and manage network connections, including access to shared files, printers, and other devices on a network.
4. Control Panel (Windows)
· Allows users to configure system settings, including hardware, software, and security settings.
5. Documents / Home (Windows and macOS)
· Shortcut to the user’s Documents folder, where personal documents and files are often stored.
6. Browser Shortcut (e.g., Chrome, Firefox, Safari)
· Quick access to the web browser installed on the computer for browsing the internet.
7. My Files / Finder (Windows and macOS)
· Provides access to the file explorer or Finder window, allowing users to navigate through the file system.
8. Application Shortcuts
· Shortcuts to frequently used applications like Microsoft Word, Excel, PowerPoint, Adobe Photoshop, and others. Clicking these icons quickly opens the application.
9. Antivirus or Security Software
· Shortcut icons for installed antivirus or security software, providing access to scan settings and security reports.
10. Taskbar / Dock Icons (Windows and macOS)
· While not strictly desktop icons, the Taskbar (Windows) or Dock (macOS) usually contains pinned application icons for quick access to frequently used programs.
11. File / Folder Icons
· Folders or individual files stored on the desktop for easy access. Users can create new folders or save files directly to the desktop.
12. External Devices (USB, DVD, etc.)
· When external devices like USB drives, DVDs, or external hard drives are connected, their icons may appear on the desktop, allowing for easy access to their contents.
13. Downloads (macOS)
· A shortcut to the Downloads folder, often located in the Dock for macOS users.
These icons help users access various areas of the computer quickly and efficiently. Depending on the system configuration, users can also add, remove, or customize icons on their desktop.
Steps in Creating a Folder on a Computer
Here are the steps for creating a folder on both Windows and macOS systems:
On Windows:
1. Navigate to the Location
· Open File Explorer by clicking on the folder icon in the taskbar or pressing Windows + E.
· Go to the location where you want to create the folder (e.g., Desktop, Documents, or another directory).
2. Right-Click
· In the desired location, right-click on an empty space.
3. Select “New”
· From the right-click menu, hover over New.
4. Click “Folder”
· In the "New" submenu, click Folder.
5. Name the Folder
· A new folder will appear, with the default name highlighted (e.g., "New Folder").
· Type the desired name for the folder and press Enter.
Steps to Name (or Rename) a Folder on a Computer
Here’s how to name or rename a folder on both Windows and macOS:
On Windows:
1. Create or Locate the Folder
· Create a new folder (as outlined previously) or find an existing folder you want to rename.
2. Right-Click the Folder
· Right-click on the folder you want to rename.
3. Select “Rename”
· From the right-click menu, select Rename.
4. Type the New Name
· The folder name will become editable.
· Type the new name you want to give the folder.
5. Press Enter
· After typing the new name, press Enter to save the new folder name.
Using Keyboard Shortcuts to Rename a Folder:
· On Windows:
· Click on the folder, then press F2 to rename it.
· Type the new name and press Enter.
· On macOS:
· Select the folder, then press Return (Enter) to make the name editable.
· Type the new name and press Return again to save it.

The folder is now named or renamed based on your input, and you can continue organizing your files as needed.
Steps to Delete a Folder on a Computer
Here’s how to delete a folder on both Windows and macOS systems:
On Windows:
1. Locate the Folder
· Open File Explorer by clicking on the folder icon or pressing Windows + E.
· Navigate to the location of the folder you want to delete.
2. Right-Click the Folder
· Right-click on the folder you want to delete.
3. Select “Delete”
· In the right-click menu, select Delete.
· The folder will move to the Recycle Bin.
4. Confirm Deletion (if prompted)
· You may be asked to confirm that you want to delete the folder. Click Yes if prompted.
5. Empty the Recycle Bin (optional)
· The folder will remain in the Recycle Bin until it is emptied. To permanently remove the folder:
· Right-click the Recycle Bin on the desktop and select Empty Recycle Bin.
On macOS (Mac):
1. Locate the Folder
· Open Finder by clicking the Finder icon (smiling face) in the Dock.
· Navigate to the folder you want to delete.
2. Right-Click (or Control + Click) the Folder
· Right-click on the folder, or hold Control and click if using a single-button mouse/trackpad.
3. Select “Move to Trash”
· In the right-click menu, select Move to Trash.
· The folder will move to the Trash.
4. Empty the Trash (optional)
· To permanently delete the folder, you need to empty the Trash:
· Right-click on the Trash icon in the Dock and select Empty Trash.
5. Confirm Emptying Trash (if prompted)
· If prompted, confirm that you want to empty the Trash to permanently delete the folder.
Using Keyboard Shortcuts to Delete a Folder:
· On Windows:
· Select the folder and press Delete on the keyboard. This will move the folder to the Recycle Bin.
· To permanently delete without moving to Recycle Bin, press Shift + Delete and confirm the action.
Here’s a breakdown of the main components of a computer and their functions:
1. Central Processing Unit (CPU)
· Function: The CPU is the brain of the computer. It processes instructions from programs, performs calculations, and manages the flow of information through the system. It interprets and executes basic instructions.
· Key Parts:
· Control Unit (CU): Directs all operations within the computer, telling other parts how to carry out the program's instructions.
· Arithmetic Logic Unit (ALU): Handles all arithmetic and logic operations, like addition, subtraction, and comparisons.
· Cache: A small, high-speed memory that stores frequently used instructions and data for quick access.
2. Random Access Memory (RAM)
· Function: RAM is the computer's short-term memory. It temporarily stores data that is actively being used or processed by the CPU. When you open an application, it loads into RAM so the CPU can access it quickly.
· Volatility: RAM is volatile, meaning its data is lost when the computer is turned off.
3. Motherboard
· Function: The motherboard is the main circuit board that connects all the components of the computer. It allows communication between the CPU, RAM, storage devices, and other peripherals.
· Key Components: The motherboard includes slots for RAM, storage drives (HDD/SSD), expansion cards (like graphics cards), and houses the CPU socket.
4. Storage (HDD/SSD)
· Hard Disk Drive (HDD):
· Function: HDDs are traditional storage devices that use spinning disks to read/write data. They store the operating system, programs, and user files.
· Speed: Generally slower than SSDs, but they provide large storage capacities at a lower cost.

· Solid-State Drive (SSD):
· Function: SSDs use flash memory to store data, providing much faster read/write speeds compared to HDDs.
· Speed: They enhance overall system performance, leading to faster boot times and file access.
5. Power Supply Unit (PSU)
· Function: The PSU converts electrical power from an outlet into usable power for the internal components of the computer. It provides different voltages and currents to various parts, ensuring stable and safe power delivery.
6. Graphics Processing Unit (GPU)
· Function: The GPU handles rendering images, video, and animations. It is especially crucial for gaming, video editing, and other graphic-intensive tasks. It offloads visual processing from the CPU to provide smoother performance.
· Dedicated vs Integrated:
· Dedicated GPU: A separate card with its own memory (VRAM) for high-performance tasks.
· Integrated GPU: Built into the CPU, offering basic graphic capabilities for everyday use.
7. Cooling System
· Function: To prevent overheating, the cooling system dissipates heat generated by the CPU, GPU, and other components. It often consists of fans and heatsinks, and in more advanced systems, liquid cooling might be used.
8. Input/Output Devices (Peripherals)
· Function: Peripherals are external devices used to interact with the computer.
· Input Devices: Keyboard, mouse, webcam, microphone, etc.
· Output Devices: Monitor, speakers, printer, etc.
9. BIOS/UEFI (Basic Input/Output System)
· Function: The BIOS or UEFI is the firmware that initializes hardware during the startup process and provides a platform for the operating system to interact with the hardware.
10. Network Interface Card (NIC)
· Function: The NIC allows the computer to connect to a network, either wired (via Ethernet) or wirelessly (Wi-Fi), enabling communication with other devices and access to the internet.
11. Optical Drive (optional in modern systems)
· Function: Optical drives, like DVD or Blu-ray drives, are used to read/write data from optical discs. They are less common now due to digital downloads and streaming.
These components work together to make a computer function effectively for various tasks, from basic operations like browsing the internet to high-end tasks like gaming, video editing, or scientific simulations.

INPUT AND OUTPUT DEVICES
Some of the Input Devices include:
1. Keyboard
2. Joystick
· Mouse
1. Electronic pen
2. Track ball etc.
Output Devices Include:
1. Printer
2. Monitor (VDU)
· Plotters
 PART OF A COMPUTER 
There are two main parts of computers, hardware and software.
HARDWARE are all part of computer he computer you can see and touch or visible part of a computer which means is the physical device one can see and touch the range from the smallest of chips to the total unit called computer system.
SOFTWARE are list of instructions needed by a computer to perform specific tasks. Software is often called a programme, most times they are compilation of codes written in specific language i.e. jargons and conventions developed by man to achieve certain ends. There are type of software such as utility software, application software etc.
APPLICATION OF COMPUTER 
Computer has varying applications ranging from the most mundane and simple tasks to the highly sophisticated and seemly complicated. Computers can be applied to basic office jobs like typing memos, letters, graphic design, photo imaging and massive data analysis in different fields such as communication, engineering, crime control, medicine and other technology based field to mention but few.
Computer has made it possible to keep reliable records, to manage large files to conduct near impossible searches, to manage and protect databases and promote secure and efficient payment system.


Connecting Computer To Power
This is very crucial and never learn it by trial. Let a competent technician demonstrate it to you.
Truth however is that it is as simple as connecting a video player and television set to themselves and then to power. Once the technician has demonstrated this at least twice-then you are good to go. The use of inverter and stabilizer for any computer is recommended, because of power fluctuation.
 Introduction to Microsoft word.
Microsoft word is the typing, editing, storing, and printing of texts through an electrochemical device called computer. It can also be define as the act of manipulation characters to create a professional looking document through the computer.
Some important keywords in the definition
1. Typing: This is done by using the keyboard .The keyboard as it is known as input device. It has about 108 keys on it. There are five part of the keyboards namely: function keys e.g. f1-f12, computer keys e.g. Esc, ctrl, shift, e.t.c Typing keys A-Z, Dedicated keys e.g. page up, page down, Arrow keys and Numeric keypad.
2. Editing. This is the act of correcting error (s) in a document. It is also involves rearranging the document so as to give a perfect, desire, and professional.
3. Storing: This is the same thing as saving a document into the permanent memory so as to able to re-call it any other time. It is needed .this should always be done frequently so as to guide against frequently power failure which can shutdown the computer and erase any file that has not been saved.
4. Printing: This is the act of getting the hard copy or the soft copy of the document through a device called a printer using paper.
 Loading (Starting Microsoft Word)
· Put on the computer and allow it to boot up and display the windows environment or desktop.
· After booting, click on the start button.
· Move the mouse to all programs
· Select Microsoft Word
· Wait for the loading.
How to View Ms Word Using Keyboard
· Press start button from the keyboard
· Press `p` Key
· Press down arrow key to highlight Ms-Word.
· Press enter key
Screen Element of Microsoft Word
1. Title Bar: A place where application name of the user appears.
2. Menu Bar: A place where all news name that is use to perform different task appear e.g. File, Edit, Format. e.t.c.
3. Formatting Bar: A place where icon that is used to change the attribute of our text e.g. B for bold, I for italic, U for underline e.t.c.
4. Standard Tool Bar: This bar show operation symbols that represent a command like new, open, save, print, print preview, copy, cut and so on.
5. Scroll Bar: it is denoted by the triangle icon and it is used to move page up and down, left and right.
 DESCRIBING MICROSOFT EXCEL ENVIRONMENT
When Microsoft Excel is fully loaded into the computer memory, the following will be seen.
· The spreadsheet/worksheet
· Rows, Columns and cells
· The mouse pointer and cursor
· Working menu and bars
    PLOTTING OF CHART
Charts are graphical representation of the data in a worksheet. They are appealing and makes it easy for users to set comparisons patterns and trends in data. For instance, rather than having to analyze several columns of worksheet you can see at a glance whatever the student in a given class actually make the required average to pass.
Steps in plotting chart:
1. Select the whole data you want to produce it’s chart/graph.
2. Click on insert on the menu bar
3. On the submenu that appear, click on chart
4. Another dialogue box will appear where you have to select the type of chart you want
5. Locate and click on finish to complete the process. So the chart will be displayed.
 


HOW TO CALCULATE SUM
We use sum when calculating addition in excel. And before spreadsheet can respond to any mathematical command. It must be entered as an equation. Therefore, to enter a function as an equation. We must firstly start with “equals to “ (=) sign.
Steps in calculating sum:
1. Firstly, the data must be entered correctly as shown below
2. Then keep your cursor on the location you want sum to be displayed by clicking the mouse there
3. Type =sum and open bracket “(“  then, click the mouse on the fist cell  you want to sum now type “:” click mouse on the last cell containing the data to be sum
4. Then close the bracket “)”
5. Press enter on the keyboard.
 FONT FORMATTING 
Font refers to every typed letter in the computer, while the formatting simply implies beautifying e.g. coloring, bolding, italic, underlining etc.
 Steps in formatting text:
1. Select the data by simply clicking on the cell
2. Click on format on the menu bar
3. Click on the cells on the submenu displayed
4. On another box that appears, locate and click on font
5. Use the mouse to scroll through the fonts dialogue box and click the mouse on the desired fonts size, colour, type etc.
 
INSERTING PERCENTAGE
One can choose insert percentage to replace a given data.
Steps in inserting percentage:
1. Select the data to be replaced
2. Click on format from the menu bar
3. Click on cell on the submenu displayed
4. On the dialogue box that appears, click on Number
5. Then, locate and click on percentage
6. Click OK
 INSERTING ROWS AND COLUMN
In case you need to type a given line of data in a given rows and column, but discover it has been occupied by another data not worry, you can simply insert another row or column in the same place.
Steps in inserting rows and column:
1. Keep your cursor where you want the row or column
2. Click on insert on the menu bar
3. On the submenu displayed, click on either row or column depending on your choice.
 TEXT ALIGNMENT
One can choose to rotate their text to a given angle when working in MS-Excel.
Steps in apply text alignment:
1. Select/highlight the text to be aligned
2. Click on format on the menu bar
3. On the submenu displayed, click on cells
4. Locate and click on alignment on the dialogue box displayed
5. Locate degree under orientation, click on the degree type in the rotating angle you want e.g. 150,300,500,900
6. Click on OK.
 SHADING THE CELLS
You can choose to add pattern or color to your worksheet to emphasize some certain point or to enhance it appearance.
Steps in shading the cells:
1. Select the cells to be shaded
2. Click on format on the menu bar
3. Click on cells on the submenu displayed
4. On another dialogue box displayed, click on patterns
5. Then, click on the color you want
6. Locate the arrow in front of pattern and click on it, where you will choose the pattern
7. Click on OK.
SORTING
Sorting means arrangement of data either in ascending or descending order. When ascending it implies that the data will be arrange alphabetically while descending start with the last alphabet coming first.
Steps in sorting:
1. Select all the data to be sorted
2. Click on start on the menu bar
3. Click on sort on the submenu displayed
4. On another dialogue box that appears, select the heading field you want to sort from the available one under sort by
5. Select either ascending or descending depending on your operation
6. Click on OK. 
 AUTO FILL
If you have lines of text that need to be numbered, you don’t actually need to waste much time numbering it one after the other while you can use automatic filling to fill the numbering to any destination of your choice in the worksheet.
Steps to auto fill:
1. Keep your cursor on the cell numbering will start
2. Click on edit on the main menu
3. Select fill from the submenu displayed
4. On another submenu that appear, click on series
5. On another dialogue box that appears, click inside the step value box to type where numbering should start
6. Click inside the stop value box, type where the numbering should stop
7. Select where it should be filled in row or columns under series in box
8. Click on OK to complete the process.
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