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HARDWARE AND SOFTWARE (2)

3. SOFTWARE AND OPERATING SYSTEMS

All of a computer’s physical components (the hardware) work because of software.
Software is the set of programs or instructions that starts up the computer and processes data so that we can use it.
There are several types of program. Each one performs a specific function. Some of the most important are:

· System software: The operating system and drivers which allow us to use the different peripheral devices.

· Applications: Word processors, spreadsheets, databases, tools for processing images, and graphic design programs.
3.1. TYPES OF SOFTWARE

Free software can be used, modified, and redistributed freely. You have to access the source code, which is a set of instructions which a computer follows in order to run a program.

By contrast, proprietary or commercial software can only be used under certain conditions.

3.2. OPERATING SYSTEMS

This is the main program that tells the computer how it should perform all its basic functions, such as displaying characters on the screen, printing out information on a printer, or recording information on a disk. It enables communication between the hardware and the programs.

The operating system is loaded from the hard drive and stored in the RAM memory, where it remains until the computer is turned off.

The most popular operating systems for personal computers (PCs) are: Windows, Mac OS and Linux.

For mobile devices, popular operating systems include: Windows Phone, iOS, and Android.

The operating system desktop

When you turn on the computer, it automatically loads the operating system. This appears on the screen as the desktop, which is made up of a series of icons.
There are three types of element on the desktop:
	Applications or programs
	Files or documents
	Folders

	These are the tools we need to do our tasks. There are programs for mathematical calculations, drawing pictures, creating graphics, and writing texts.


	We create these when we use an application. They can contain text, pictures, graphics, or sounds. Every file has a name, an extension, and an icon associated with it which gives us some information about what is in the file
	This is the place where we save documents or programs so that everything is organised in a tidy way. We give each folder a name.


Storing information

Depending where they are from, files stored on a computer can be classified into three groups:

· Files created by the user.

· Files downloaded from an external drive or a peripheral device.

· Files downloaded from the Internet.

Files are normally stored on the computer’s hard drive, but you can also save them on a storage drive, such as a portable hard drive or USB memory stick. If you work on a network, you often use a hard drive that is on a different computer. This is called a server.

To prevent accidental loss of data, it’s a good idea to always keep a back-up copy of the work you do on a removable drive. To do this, simply copy the file or folder and paste it into the other device.

You can use the right-click button on the mouse to compress files and folders. By doing this, your documents will take up less space.
4. THE WINDOWS OPERATING SYSTEM

Windows is a very common operating system. It’s easy to use and compatible with many programs, which is why it’s so popular.

4.1. WORKING WITH WINDOWS IN WINDOWS

Windows are a basic part of an operating system. We use them to work with different programs on our computer. All windows have a title bar, a status bar, a control menu, a toolbar, a work area, a scroll bar, and several ‘buttons’ with different functions. You can open as many windows as you want at the same time.

When there are several windows open, the one with title bar highlighted is active, and the rest appear grey. Just click on the title bar of a window to make it active.
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The different file types that you can use in Windows each have a different extension after the name, which allows you to identify them.
	DIFFERENT TYPES OF FILES

	Extension
	File type

	doc or docx
	Word document

	txt or text
	Text document

	xls
	Excel spreadsheet

	bmp, gif or jpg
	Graphic file

	exe or com
	Executable program

	pdf
	Pdf document

	htm or html
	Web page


Organising information

To organise the various files and folders, you use Windows Explorer. This allows you to see the contents of the different folders on your computer easily. With this tool you can copy, cut, and paste files, change the name, or delete them.
Windows Explorer also lets you create as many folders and sub-folders as you need in order to organise your files. It is a good idea to think about the organisational structure you need before starting to create it.
HOMEWORK

1. Look at the following screenshot and answer the questions:
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a) What is the operating system? How do you know?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
b) Match:

c) Circle and number in the screenshot how you perform the following task:

1. Surf on the internet.

2. Increase and decrease the volume of the speakers.

3. Access the folders in the hard disk.
4. See the last documents that were deleted.

5. Open a word processor to write a document.

6. Turn off the computer


13. Add the following words to the screen: Title bar, Menu bar, Control menu, Work area, Status bar, Minimise button, Maximise button, Close button, Scroll bar, Toolbar.


To do these exercises you must use two 50-minute sessions, on Thursday the 26th and on Friday the 27th.
I need you to send me the answers by email. You can answer in this word document or in your notebook and take a picture of it.
If you didn´t sent me the last week homework you can do it whenever

For any doubt, you can contact me at the following email: daniel.nebreda@sanviatorvalladolid.com
And if you need a video conference for any questions, my Skype is daniel.nebreda@sanviatorvalladolid.com
You can request a tutoring on Skype through email. I will quote you a specific day and time in the morning to establish the video conference.
¡TAKE CARE!
Minimise button. When you click here, the window disappears and becomes an icon on the taskbar. To go back to the original size, click on the taskbar icon.





Maximise button. When you click on this button, the window becomes larger and fills the entire screen. When the window has been maximised, the restore button appears.





Menu bar. Shows the main menus: File, Edit, View, etc., which we can open with the left mouse button





Title bar. Shows the name of the program or too





Close button. When you click on this button, the window closes and disappears from the screen.





Control menu. Identifies the program window





Work area. This is the place where you work. Its appearance and function depend on the program.





Scroll bar. Lets you move through the document and its contents.





Toolbar. Shows different tools and functions. We can access them directly by clicking on the icon with the left mouse button





Status bar. Provides information about the open document.





These are the tools we need to do our tasks. 





We create these when we use an application.





This is the place where we save documents or programs.





Folders





Files or documents





Applications or programs








