
                                      

                                                                                 ..     

            …                                                        

            …                                                                            

                                                                                  … 

                                                                

                                       …                       

                                                                                     

                        …                                                      

                                          … 

A typical computer system consists of several parts. These are computer case, monitor, 

keyboard, mouse, printer and modem. 

                                           …                   - 

Computer Case – A computer case contains most of the major components of a computer 

system. 

          Casing                                           … 

Casing     ၂-             … Desktop Casing      

Tower Casing   … 
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Monitor – A monitor is a 

device that displays text and images generated by the computer. Monitor              

                                      … 
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Keyboard – A 

keyboard is a device that lets you type information and instructions into a computer. 

Keyboard                                                                        

          … 
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Mouse – A mouse is a handheld device that lets you select and move items on the screen. 

Mouse                              

                                                                  … 

 
Printer – A printer is a device that produces a paper copy of documents you create on the 
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computer. Printer                                                                  

        … 

 
Modem – A modem is a device that lets computers communicate through telephone lines. A 

modem can be found outside or inside the computer case. Modem                           

                                                                    … Modem              

(          )           Casing                                   … 

 
What is called Hardware and Software? Hardware and Software are the two basic parts of a 

computer system. 
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             Hardware      Software         ၂-             … 

Hardware is any part of a computer system you can see or touch. 

Hardware                                                                Hardware               … 

          Computer Case, Monitor, Keyboard      Mouse         Hardware             … 

Software is a set of electronic instructions that tell a computer what to do. You cannot see 

or touch software. 

Software                                                                                  

          …                          … 

Software is divided into two kinds of software. These are Application Software and 

Operating System Software. 

Software     Application Software      Operating System Software         ၂-                 … 

Application Software allows you to accomplish specific task. Popular application software 

includes Microsoft Word, PhotoShop & AutoCAD. 

Application Software                                                                  

                             …                                                       Microsoft 

Word, PageMaker                  Slide Show          Presentation                   

Microsoft PowerPoint                                               Micosoft Access  

                                         Microsoft Excel                                               

PhotoShop                                        AutoCAD            Application Software       

        … 

Operating System Software controls the overall activity of a computer. Most new computers 

come with the Windows XP, Vista & Windows 7. 

Operating Software                                                                       

       …                   Operating System Software                       … 

                                         Windows XP, Vista      Windows 7            

Operating System Software   … 

How Computers Work 

                      

A computer collects processes, stores and outputs information. 

                                                                         

                                … 

Input 



An input device lets you communicate with a computer. You can use input devices to enter 

information and issue commands. A keyboard, mouse and joystick are input devices. 

                                        Keyboard                             ႕ 

                Mouse  Game                        Joystick          Input Device              … 

Process 

The Central Processing Unit (CPU) is the main chip in a computer. The CPU processes 

instructions, performs calculations manages the flow of information through a computer 

system. The CPU communicates with input, output and storage devices to perform tasks. 

                                           CPU   … Central Processing Unit   … 

                                                                      … 

Store 

A storage device reads and records information on storage media. The computer uses 

information stored on the storage media to perform tasks. Popular examples of storage 

devices include a hard drive, floppy drive, CD-Recordable drive and tape drive. 

                                                            Hard Drive             

Harddisk   …                 Hard drive C                …       Floppy drive  Tape 

drive                                           …            Memory Stick  CD-R  CD-RW  DVD 

Drive                       … 

Output 

An output device lets a computer communicate with you. These devices display information 

on a screen, create printed copies or generate sound. A monitor, printer and speakers are 

output devices. 

                                 Monitor                              Speakers  

Microphone                         Printer          Output Device                … 

Bytes 

Bytes are used to measure the amount of information a device can store. 

Byte                                                 Size                 

                 ..                                     KB                           

MB                           MB                                 …              

        …                     Hard disk            GB                                    … 

Byte 

One byte is one character. A character can be a number, letter or symbol. 

One byte consists of eight bits (binary digits). A bit is the smallest unit of information a 



computer can process. 

One byte       One character   …                      (          )            

              … 

Kilobyte (K) 

One kilobyte is 1,024 characters. This is approximately equal to one page of double-spaced 

text. 

1 Kilobyte = 1,024 Bytes = 103 Bytes (nearly) 

Megabyte (MB) 

One megabyte is 1,048,576 characters. This is approximately equal to one book. 

1 Megabyte = 106 Bytes 

Gigabyte (GB) 

One gigabyte is 1,073,741,824 characters. This is approximately equal to a shelf of books in 

a library. 

1 Gigabyte = 109 Bytes 

Terabyte (TB) 

One terabyte is 1,099,511,627,776 characters. This is approximately equal to an entire 

library of books. 

1 Terabyte = 1012 Bytes 

 

                 

        (၂) 

       Computer                           … INSIDE A COMPUTER 

All computers contain the same basic components. 

                                                         … 

 

Power Supply 

A power supply changes normal household electricity into electricity that a computer can 

use. 

                        Power Supply           … 

Hard Drive 

A hard drive is a primary device that a computer uses to store information. 

                               Hard Drive        … 



Expansion Card 

An expansion card is a circuit board that lets you add new features to a computer. A 

computer usually comes with one or more expansion cards. For example, Video card, Sound 

Card, Modem Card and Network Interface Card are expansion cards. 

             Video               Video Card,                                 Sound Card, 

                                                 Network Interface Card,             

                 Internal Modem Card         Expansion Card               … 

Expansion Slot 

An expansion slot is a socket on the system board. An expansion card plugs into an 

expansion slot. The number of expansion slots your computer has indicates how many 

expansion cards you can add to the computer. Before you buy a computer, make sure it has 

enough empty expansion slots for your future needs. 

Expansion Card                             Expansion Slot                               … 

                                                    Expansion Slot                   

                    … 

System Board 

A system board is the main circuit board of a computer. All electrical components plug into 

the system board. 

Mother Board              Sysrem Board                                    … CPU      

                                 … 

Floppy Drive 

A floppy drive stores and retrieves information on floppy disks. 

      Floppy              Disk                      …                        … 

                          1.44MB                … 

Drive Bay 

A drive bay is a space inside a hard drive, floppy drive, CD-ROM drive or DVD-ROM drive 

sits. 

Hard Drive, CD-ROM Drive      DVD-ROM                                 Drive Bay       

        … 

CD-ROM or DVD-ROM Drive 

A CD-ROM drive reads information stored on compact discs (CDs). A DVD-ROM drive reads 

information stored on CDs and DVD-ROM discs. 

CD –ROM       Compact Disc Read-only Memory               … 650MB, 700MB 



                      … 

CD-R       Compact Disc-Recordable       CD                      Disc   … 

       CD-R Drive                    … 

DVD-ROM       Digital Versatile Disc-Read-only Memory   … 

       Recordable DVD Drive                                     … 

DVD Disc             4.7GB                                         … 

DVD     2 Sides/2 Layers         … 17GB                         … 

Random Access Memory (RAM) 

RAM temporarily stores information inside a computer. This information is lost when you 

turn off the computer. 

                                                          Temporarily Memory   … 

                                … 

Central Processing Unit (CPU) 

A CPU is the main chip in a computer. The CPU processes instructions, performs calculations 

and manages the flow of information through a computer. 

                               … CPU              Intel Pentium IV, Core 2 Duo, Intel Core 

i5         Model                             … 

Protect Your Equipment 

Changes in electrical power can damage equipment and information. 

                                                                         … 

Surge Protector 

A surge protector, or surge suppressors guards a computer against surges. A surge is a 

fluctuation in power. These fluctuations happen most often during storms. 

                                                                     Surge Protector     

               … 

UPS 

An Uninterruptible Power Supply (UPS) protects a computer from a loss of power. A UPS 

contains a battery that stores electrical power. If the power fails, the battery can run the 

computer for a short time so you can save your information. 

                                                                                  UPS     

               … 

    Computer                             … 

        Operating System Software         Windows 7                             … 



               Task Bar               …                                         

         … Mozilla Firefox                 Mozilla Firefox     Icon                  … Gtalk 

            Gtalk                     … 

           Desktop           Display               … 

                        Program Icon               …                             Icon 

        Shortcut Icon               … Shortcut Icon                       Software      

Game                                Desktop        Shortcut                   … 

        Mouse                                     … 

A mouse is a handheld pointing device that lets you select and move items on your screen. 

A mouse can come in various shapes, colors and sizes. 

Mouse                                                            … 

Resting your hand on the mouse, use your thumb and two rightmost fingers to move the 

mouse on the desk. Use your two remaining fingers to press the mouse buttons. 

Mouse                                                                                         eft 

Button                              Reft Button                                    

         … 

When you move the mouse on your desk, the pointer on the screen moves in the same 

direction. The pointer assumes different shapes depending on its location on the screen and 
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the task you are performing. 

Mouse                Monitor Screen     Pointer                                             

                                … 

Pointer                          Software                                    … 

Mouse Actions 

There are four common mouse actions. 

Mouse     Action                 … 

Click 

A click often selects an item on the screen. To click, press and release the left mouse 

button. 

Mouse Left Button                     Click                      … 

Screen               Icon        Click            … Select                 Hightlight 

                         … 

Double-Click 

A double-click often opens a document or starts a program. To double-click, quickly press 

and release the left mouse button twice. 

Program Icon          Mouse Pointer         Mouse Left Button              ၂-                … 

Program                           … 

Drag and Drop 

Dragging and dropping makes it easy to move an item on the screen. Position the pointer 

over an item on the screen and then press and hold down the left mouse button. Still 

holding down the button, move the pointer to where you want to place the item and then 

release the button. 

Program Icon             Mouse Pointer            Mouse Left Button                       

                        Drag                     … Drag and Drop   Mouse Action        … 

Software                                   … 



Right Click A right-click often displays a list of commands on the screen. To right-click, press 

and release the right button. Program Icon             Mouse Pointer         Mouse Right 

Button     Click            … Shortcut Menu                … Pop-up Menu           

        … 
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Left-handed Users If you are left-handed, you can switch the functions of the left and right 

mouse buttons to make the mouse easier to use. For example, to click an item, you would 

press the right button instead of the left. Mouse                         Function     

               …                          Click    Left Button      Right Button 

             … 

Wheeled Mouse 

A wheeled mouse has a wheel between the left and right mouse buttons. You can often use 

this wheel to scroll through information or zoom in and out. The Microsoft IntelliMouse is a 

popular example of a wheeled mouse. 

               Mouse          Left Button      Right Button          Wheel           … 

Wheel                      Scroll                        oom                         

             … 

                Mouse      Double Click                   Click                 Button       

                 … 
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Cordless 

Mouse                                                              … 

Mouse Pad A mouse pad provides a 

smooth surface for moving the mouse and can brighten up your desk. A mouse pad also 

reduces the amount of dirt that enters the mouse and protects your desk from scratches. 

Some mouse pads have built-in wrist support for increased comfort. 
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Mouse     Mouse Pad                         …                               Mouse 

Pad                      … 

 

 

                                                     

 

 

                 

        (၃) 

           Keyboard                                 … 

Keyboard 

The keys on a keyboard let you enter information and instructions into a computer. 

Most keyboards have 101 keys. Your keyboard may look different from the keyboard shown 

here. 

Keyboard                                                                        … 

Keyboard     101 Keys                           104, 105 Keyboard                      … 
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Escape Key You can press 

Esc to quit a task you are performing.  

                      Cancel                Esc Key                … 

Function Keys 

These keys let you quickly perform specific task. For example, in many programs you can 

press F1 to display help information. 

F1     F12            Key     Function Key                   … 

               Software              Function Key                Keys        

         …                 Program        F1 Key              Help information           … 

Alt+F4                            Windows                               .. 

        Windows                Alt+F4                Shut Down Dialog Box          

         … 

Backspace Key 

You can press Backspace to remove the character to the left of the cursor. 

Backspace Key    Cursor                                                         … 

Delete Key 

You can press Delete to remove the character to the right of the cursor. 

Delete Key       Cursor                                                        … 

Status Lights 

These lights indicate whether the Num Lock or Caps Lock features are on or off. 

Status Light    Num Lock           Caps Lock                    … 

Numeric Keypad 

When the Num Lock light is on, you can use the number keys (0 through 9) to enter 

numbers. When the Num Lock light is off, you can use these keys to move the cursor 

around the screen. To turn the light on or off, press Num Lock. 
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Numeric Keypad     Num Lock                                          Num Lock            

Screen        Cursor                                         … 

Arrow Keys 

These keys let you move the cursor around the screen. 

Arrow Key        Screen        Cursor                                      … 

Enter Key 

You can press Enter to tell the computer to carry out a task. In a word processing program, 

press this key to start a new paragraph. 

                          Enter Key               …          Program            

                                      Enter Key               … 

Application Key 

You can press the Application key to quickly display shortcut menu for an item on your 

screen. 

Application Key    Shortcut menu                      Key   … 

Spacebar 

You can press the Spacebar to insert a blank space. 

 

Spacebar    Space                         … 

Windows Key 

You can press the Windows key to quickly display the Start menu when using the Windows 

XP, Vista or Windows 7 operating systems. 

Windows key              Start menu                   … 

Ctrl and Alt Keys 

You can use the Ctrl or Alt key in combination with another key to perform a specific task. 

For example, in some programs you can press Ctrl and S to save a document. 

Ctrl      Alt Key              Key                                         Command      

             … 

Ctrl+S          Save Command   … 

Ctrl+C          Copy          Ctrl+V          Paste          .. 

                        Ctrl+Z          Undo Command            … 

Ctrl+A    Select All          … 

Caps Lock and Shift Keys 

These keys let you enter text in uppercase (ABC) and lower case (abc) letters. 



Press Caps Lock to change the case of all letters you type. Press the key again to return to 

the original case. 

Press Shift in combination with another key to type an uppercase letter. 

Caps Lock                 Uppercase                           … 

                 Caps Lock on              Shift      Letter Key             Uppercase  etter 

         … 

Types of Keyboard 

Wireless 

Wireless keyboards do not use a cable to connect to a computer. A wireless keyboard uses 

an infrared transmitter and receiver to communicate with a computer. Wireless Keyboard 

                                              … 

Ergonomic 
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Ergonomically designed keyboards position your hands naturally and support your wrists so 

you can work more comfortably. Ergonomic Keyboard                  

                                                           … 

Built-in Enhancements 

Many new keyboards include 

built-in enhancements such as touchpad, microphones, speakers and volume control.         

    Keyboard          touchpad, microphone, speaker      Volume Control         

              … 

Position your hands 

Most keyboards have small bumps on the F and J keys. These bumps help you position your 

fingers without looking at the keyboard. 

                  Keyboard                      F      J Key                  
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               … 

Keyboard Shortcuts 

Most programs let you select commands by using keyboard shortcuts. These shortcuts are 

often shown on the menus. For example, to select the Save command in some programs, 

you can press the Ctrl and S keys. 

A plus sign (+) between two key names tells you press and hold down the first key before 

pressing the second key. 

Keyboard Shortcut Key          Ctrl+S                      ey         Ctrl Key               

       ey         S                        … 

Print Sceen              

Keyboard          PrtSc Key    Print Screen   … 

၁။      Monitor                                   PrtSc Key                 … 

၂။ Start>>>All Program>>>Accessories>>>Paint                 … 

၃။ Edit Menu               Paste                 Monitor Screen                    … 

၄။ File>>>Save as               Save as type     JPEG             … Bitmap Image                   

File Size          … 

Monitor        Windows                    Alt+PrtSc                … Paint      Paste 

                Windows       Print                 … 
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       (၄) 

 

       Monitor                      … 

Monitor 

A monitor displays text and images generated by the video card. 

A video card is also called a video adapter, video board, graphics adapter and graphics 

board or graphics card. 

Monitor    Graphic Card                                … 

Graphic Card     Video Adapter, Video Card, Video Board, Graphic Adapter         

        … 

Size 

The size of a monitor is measured diagonally across the screen. Common monitor sizes are 

14, 15, 17 and 21 inches. 

Monitor              Monitor                            …                 ၁၄-      ၁၅-

      ၁၇-      ၂၁-                          … 
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Flat-panel 

A flat-panel monitor uses Liquid Crystal Display (LCD), which is the same type of display 

found in most digital wristwatches. 

 

       Liquid Crystal Display (LCD)         Flat-Panel Monitor                      …  

Screen Saver 

A screen saver is a moving picture or pattern that appears on the screen when you do not 

use a computer for a period of time. 

Screen savers were originally designed to prevent screen burn, which occurs when an image 

appears in a fixed position for a period of time. 

Screen Saver                                                       Screen     Burn 

                                                                  … 

Resolution 

Resolution determines the amount of information a monitor can display. 
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Resolution is measured by the number of horizontal and vertical pixels. A pixel is the 

smallest element on the screen. Pixel is short for picture element. 

Resolution       Monitor                                               … 

Resolution                               Pixels                     … 

A monitor lets you adjust the resolution to suit your needs. 

Monitor Resolution                                    … 

640x480 Pixels 

800x600 Pixels 

1,024x768 Pixels 

1,280x1,024 Pixels 

Lower resolutions display larger images so you can see information more clearly. 

Resolution                                                                                      … 

Higher resolutions display smaller images so you can display more information at once. 

Resoution                                                                             …. 

Color Depth 

The number of colors a monitor can display determines how realistic images appear on a 

screen. More colors result in more realistic images. 

Monitor Screen                                                                 

          … 

VGA 

Video Graphics Array (VGA) monitors display 16 colors at a resolution of 640x480. This is the 

minimum standard for computer systems. 

      VGA (Video Graphic Array)          -၁၆               Resolution     640x480 Pixels 

           … 



SVGA 

Super Video Graphics Array (SVGA) monitors display more colors and higher resolutions than 

VGA monitors. Most new computer systems offer SVGA. 

       SVGA (Super Video Graphics Array) Monitor                      Resolution 

             … 

                                                    … 

16 Colors (4-bit color) 

256 Colors (8-bit color) 

65,536 Colors (16-bit color) 

16,777,216 Colors (24-bit color) 

Modem 

A modem lets computers exchange information through telephone line. 

A modem translates computer information into a form that can transmit over phone lines. 

Modem                                                                            

        … 

Phone Line 

You do not need a separate phone line to use a modem. You can use the same phone line 

for telephone and modem calls. If your telephone and modem share the same line, make 

sure you turn off the call waiting feature when using your modem, since this feature could 

disrupt the modem connection. 

Modem                                                    …                               

             Modem                      …                                   Modem 

                             Call waiting feature                   … 

The receiving modem translates the information it receives into a form the computer can 

understand. 

Modem                                                                  … 



Modem Applications 

Modem                 

Connect to the Internet 

A modem lets you connect to the Internet. This lets you access a vast amount of 

information and meet thousands of people with similar interests. 

Modem                                             … 

Exchange Information 

When traveling or at home, you can use a modem to access information stored on the 

network at work. You can send and receive electronic messages (e-mail) and work with 

office files. 

                      Network                   E-mail (Electronic Mail)      Office Files             

                  Modem                       … 

Send and Receive Faxes 

Most modems can send and receive faxes. With a fax modem, you can create a document 

on your computer and then fax the document to another computer or fax machine. 

When a computer receives a fax, the document appears on the screen. You can review and 

print the document, but you cannot edit the document unless you have Optical Character 

Recognition (OCR) Software. 

Modem                  Fax                                                    …                  

            Fax modem                              Fax Machine                       … 

Types of Modems 

Modem                

An internal modem is a circuit board that plugs into an expansion slot in a computer. This 

type of modem is generally less expensive than an external modem, but is more difficult to 

set up. 

You can see the edge of an internal modem at the back of a computer. 



Internal Modem       Circuit Board                    Casing       Expansion slot     

              … 

Internal Modem   External Modem                    Set up                     … 

External Modem 

An external modem is a small box that plugs into the back of a computer. An external 

modem takes up room on your desk, but you can use this type of modem with more than 

one computer. 

Status lights on the modem tell you about the current transmission. For example, the RD 

light is on when the modem is receiving data. 

External Modem                 Box        … External Modem       

                                     … 

Modem Speed 

The speed of a modem determines how fast it can send and receive information through 

telephone lines. 

Modem speed is measured in bits per second (bps). You should buy a modem with a speed 

of at least 56,000 bps (56 Kbps). 

Buy the fastest modem you can afford. Faster modems transfer information more quickly. 

Modem     Speed     bits per second (bps)                   …           56Kbps (56-Kilobits 

per second)        Modem                           … 

                                           - 

၁။                 (Computer Case, Monitor, Keyboard, Mouse) 

၂။ Modem          … Internal Modem or External Modem                       … 

၃။ Digital Telephone Line          … 

၄။                               Internet Service Provider          … 

၅။                                                                                     

Network Interface Card                … 



(Network                                            …) 

 

                                                                       … 

                             Operating System Software        ? 

                    Application Software                ? 

                CPU                 ? 

Harddisk                 ? (GB) 

RAM                       ?(MB or GB) 

DVD R/W              ? 

CD R/W            ? 

Graphic Card                    ? 

Monitor Resolution                  ?            … 

                

        (၅) 

                                                                       ... 
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                                                                 ... 

                                                                             

              ... 

             Operating System Software     Windows XP                             

           ... 

My Computer        Program Icon        Desktop                          ... 

Keyboard   Windows Key                           Mouse      Start     Click                   Start 

Menu    My Computer     Click       ... 

 

                                                   ... 
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     Harddisk                                ...          236GB                         ... 

                  View System Information          Click                 ... 
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                                            ... 

Operating System Software   Microsoft Windows XP Professional Version 2002 Service Pack 

3               ... 

CPU   Intel Pentium          1.73 GHz         ... 1.73 GigaHertz       CPU     Speed     

         ... 

RAM   1.25GB   ...              Game       Graphic Software           RAM             

2GB             ... 

        Desktop        Right Click           Properties     Click       ... 

 

        Settings        Tab     Click       ...                                  ... 
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Screen     Resolution                    ... 1280x800 Pixels   ... 

Color Quality     Highest (32 bit)                           ... 

       Windows Vista                        ... 

Desktop        My Computer               My Computer        Program Icon        Mouse 

Pointer             Right Click         Shortcut Menu (or) Pop-up Menu                ... 

Properties     Click       ... 
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                                         ... 

Operating System Software     Windows Vista Ultimate                ... 

CPU   Intel Core2 Duo   ... Speed   2GHz   ... 

RAM   20 5 MB              2.045GB   ... 
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Color Quality   32-bit   ... 

         Operating System Software     Windows 7                               ... 

Start     Click          Computer          Click                                            ... 

 

Computer          Mouse Pointer             Right Click               Shortcut Menu Dialog 

Box           ... 

System Properties          Click          ... 
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Operating System Software     Windows 7 Home Premium           ... 

CPU   Intel Core i5   ... Speed   2.53GHz   ... 

RAM   4GB   ... 3D Game       Graphic Design                      ... 

Color Quality   64-bit   ... 
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           Network                         … 

                                                   Ning Network          … 

                                                                  … 

             Created this Ning Network                      … 
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                                            Video                          Network 

                               … 

INTRODUCTION TO NETWORKS 

A network is a group of connected computers that allow people to share information and 

equipment. 

Network                                                                                     

                                   … 

 

 

 

Types of Networks 

Network                

Local Area Network 

A Local Area Network (LAN) is a network that connects computers within a small geographic 

area, such as a building. 

Local Area Network (LAN)                                                     

                                … 

http://learnthat.com/files/2010/11/network-comptia-certification.jpg


                           Cy er Cafe)                                    

                      LAN               … 

Wide Area Network 

A Wide Area Network (WAN) is a network that connects computers across a large 

geographic area, such as a city or country. A WAN can transmit information by telephone 

line, microwave or satellite. 

Wide Area Network (WAN)                                                               

                                … WAN                       (         )                  

                                 … 

Network Advantages 

Network                                   

Work Away From Office 

When traveling or at home, you can connect to the network at work to exchange messages 

and files. 

                                              Network                                          

                 … 

Share Information 

Networks let you easily share data and programs. You can exchange documents, electronic 

mail, video, sound and images. 

Network                                  Programs                            …        E-

Mail      Video                                               … 

                            Data                          Memory Stick        External Harddisk 

                  … 

Share Equipment 

Computers connected to a network can share equipment, such as a printer or modem. 



Network                   Printer        Modem        Scanner                            

                     … 

  

 

 

                              Modem                 … Computer        Network 

             Internet                       … 

Network Administrator 

A network administrator manages the network and makes sure the network runs smoothly. 

A network administrator may also be called a network manager, information systems 

manager or system administrator. 

Network Administrator         Network                                                             

          … Network Administrator     Network Manager, Information Systems Manager 

          System Administrator               … 

Network Applications 

Network                 

Electronic Mail 

You can exchange electronic mail (e-mail) with other people on a network. Electronic mail 

saves paper and provides a fast, convenient way to exchange ideas and request information. 
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Network                            E-Mail                 …                            

                                                                            … 

Network                                                E-Mail            … 

                                       E-Mail               … 

Videoconferencing 

Videoconferencing allows you to have face-to-face conversations with other people on a 

network, whether they are around the corner or on the other side of the country. 

A computer must have a sound card, speakers and microphone to transmit and receive 

sound. The computer must also have a video camera to transmit video images. 

Network             Computer                                              … 

Computer                        Sound Card, Speaker      Microphone          … 

                             Video Camera          … 

Parts of a Network 

Network                      

Network Traffic 

Network traffic is the information that travels through a network. When there is a lot of 

network traffic, information travels more slowly through the network. 

Network Traffic            Network                                           .. 

Network Traffic                  Network                                                 

             … 

Hub 

A hub is a device that provides a central location where all the cables on a network come 

together. 

 



Network             Computer                                                     

        … 

          Switch                                      … 

 

 

Network Interface Card 

A network interface card is a device that physically connects each computer to a network. 

This card controls the flow of information between the network and the computer. 

Network                             Network Interface Card          …    Card    Network      

Computer                                                            … 

Cables 

Cables are the wires that connect computers and equipment on a network. There are four 

main types of cables-coaxial, Unshielded Twisted Pair (UTP), Shielded Twisted Pair (STP), 

and fiber-optic. 

Fiber-optic cable is the most expensive type of cable, but it can carry information faster and 

over longer distances than other types of cables. 

Network                            Printer, Scanner                                        … 
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                                     … 

၁။ Cables-coaxial 

၂။ Unshielded Twisted Pair (UTP) 

၃။ Shielded Twisted Pair (STP) 

၄။ Fiber-optic 

Fiber-optic                                                                  

                                   … 

How Information is Stored 

                                

Peer-To-Peer Network 

All the people on a peer-to-peer network store their files on their own computers. Anyone 

on the network can access files stored on any other computer. 

A peer-to-peer network provides a simple and inexpensive way to connect fewer than ten 

computers. 

 

 

 

Peer-To-Peer Network             Computer                                                … 

                             Network             Computer                             … 
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Peer-To-Peer Network                                            … 

၁ -               Computer                                   … 

Manage Files 

Files are stored in many different locations. This makes the files difficult to manage, back-up 

and protect. However, if one computer malfunctions, the rest of the network will not be 

affected. 

                                                                               Back-up                     

                                     … 

Back-up                                                                 

                            … 

                                                         Network             Computer     

                    … 

CLIENT/SERVER NETWORK 

All the people on a client/server network store their files on a central computer. Everyone 

connected to the network can access the files stored on the central computer. 

A client/server network provides a highly efficient way to connect ten or more computers or 

computers exchanging large amounts of information. 
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Client/Server Network       Network             Computer          Files        

                                                   … 

                                                                  … 

Client/Server Network    ၁ -                                                        

                                                               … 

Server 

The server is the central computer that stores the files of every person on the network. 

Server       Network                                                                    

          … 

Manage Files 

All the files are stored on the server. This makes the files easy to manage, back-up and 

protect. However, if the server malfunctions, the entire network will be affected. 

                    Server                                                                       … 

Back-up                                       … 

Client 

A client is a computer that can access information stored on the server. 

Client       Server                                                                       … 

Intranet 

An intranet is a small version of the Internet inside an office. 

                    Internet                    Intranet               … 

Intranet                                                                        

We page                         … 

              Network                                   … 

                                                       … 

The Internet is the largest computer network in the world. 



                                                      … 

                 

        (၇) 

                                                                    … 

                                                                     … 

                                                                             

            … 

၁။                          Website                                       Web Pages      

          Temporary Internet Files           Hard Disk                     … 

၂။             Web Page                      Download                   Downloaded 

Program Files         Hard Disk                   … 

၃။                                 Files        Recycle Bin                  …       

                                        Empty the Recycle Bin           … 

၄။              Program           Temporary Files           Hard Disk        

                    Hard Disk                          … 

                                   Hard Disk     Free Space                             Disk 

Cleanup                    … 

Disk Cleanup                                        … 

Disk Cleanup                                         Hard Disk                              

           … 

Use Disk Cleanup to remove unneeded files  

You can use Disk Cleanup to find and remove files that are no longer needed. This can 

increase the amount of available space on your hard disk. 

Disk Cleanup can find four types of files. You can select which of the four types of four types 

of files you want to remove from your disk. 



Temporary Internet files are Web pages and images Windows stores on your hard disk while 

you are browsing the Web. Using temporary Internet files saves Windows from having to 

transfer the same pages and images to your computer each time you view them. 

Downloaded program files are small programs that some Web pages require to display 

properly or to perform certain functions. These programs are transferred to your hard disk 

when you visit the Web page. 

The Recycle Bin contains files you have deleted. These files are permanently removed from 

your computer when you empty the Recycle Bin. 

While working, some programs store temporary files on your hard disk. If these files are not 

removed when the program has finished using them, they can take up valuable storage 

space. 
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                                         Defragmenter                        … 

                                   Program                                                   

              Hard Disk        Fragmented Files               … Fragment      

          …          Files                         Hard Disk                             

              …                                … 

          Fragmented Files                       Defragmenter                   … 

Disk Defragmenter             Program                           Defragmenter             

                   …         Disk Defragmenter               Drive     Error         

            … 

Drive     Error          Defragmenter                 … 

Defragment your hard disk 

You can improve the performance of your computer by using Disk Defragmenter. 

Over time, the files on a hard drive become more and more fragmented. To retrieve or save 

a file, the computer must use many different areas on the hard drive. Disk Defragmenter 

reorganizes your files to reduce fragmentation and improve the performance of your drive. 

You can have Disk Defragmenter rearrange your most frequently used programs so they will 

start faster. You can also check a drive for errors before defragmenting the drive. 

If a drive contains errors, the drive cannot be defragmented. 

             Disk Defragmenter                                                  

                     …                   …           Disk Defragmenter          

               Program                                 … 
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                                         Defragmenter                           … 

You can use your computer to perform tasks while Disk Defragmenter is running, but your 

computer will operate more slowly. Disk Defragmenter must restart each time another 

program accesses the drive, so the defragmentation process will take longer. You may want 

to close other programs before defragmenting a drive. 

It is best to defragment at a time when you are not using your computer. 
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                 Error                  ScanDisk                 … 

Standard Test                          Files      Folders        Error                   … 

Thorough Test             Standard Test                     Disk                          

                         … Bad Sector                   … ScanDisk Run            Hard Drive 

    Bad Sector               Hard Disk                … 
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Hard Disk 

ScanDisk         Error     Fix             … 

ScanDisk                     Drive                                   … 

Check for Disk Errors 

ScanDisk is a program included with Windows that detects and repairs disk errors on hard 

drive.The standard test checks for errors in files and folders. The thorough test performs the 

same check as the standard test and also checks the disk surface for physically damages 

areas that can no longer be used to store information. 

You can have ScanDisk automatically fix the errors it finds. 

When ScanDisk is finished checking a drive, a summary appears, displaying information 

about the drive. 
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                 Operating System Software                                         

                             ။      - WindowsXP, Vista, Windows 7  
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