The Computer




What is a Computer?

Hardware

Physical components you can touch. Includes the
monitor, keyboard, mouse, and computer case.

Software

Programs and applications that run on the computer.
Examples include web browsers and word processors.

<h



Types of Computers

Desktop Computers

Stationary computers with separate
monitors. ldeal for home or office

use.

Laptops Tablets and Smartphones

Portable computers with built-in Mobile devices with touchscreens.
screens. Perfect for working on-the- Great for casual browsing and apps.

go.



Basic Computer
Terminology

CPU (Central Processing Unit)

The "brain" of the computer. It processes instructions
and performs calculations.

RAM (Random Access Memory)

Temporary storage for running programs.
More RAM means smoother multitasking.

Hard Drive

Long-term storage for files and programs.
Comes in HDD and SSD varieties.

Operating System

The software that manages hardware and runs programs.

Examples include Windows and macOS.
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Introduction to
Operating Systems

Windows

Most common OS. User-friendly interface with Start menu and taskbar.

macOS
Apple's OS for Macs. Sleek design with Dock and top menu bar.

Linux

Open-source OS. Highly customizable with various distributions availab



Choosing the Right *
Operating System

Feature Windows NEEON
Compatibility Wide range of software Optimized for Apple ecosystem
User Interface Familiar, customizable  Sleek; intuitive design

Price Various price points Premium pricing




Getting Started
with Windows

Create User Account

Set up your personal profile with a username and password.

Customize Settings

Adjust display, sound, and privacy settings to your liking.

Explore Interface
Familiarize yourself with the Start menu, taskbar, and desktop. l




Getting Started -]
with macOS

Create Apple ID

1 Set up your account for accessing
Apple services and the App Store.

Set Up iCloud

2 Configure cloud storage for seamless file syncing
across Apple devices.

Explore Interface

3 Get to know the Dock, Finder, and System Preferences.



Basic File Management

Creating Files and Folders
Right-click and select 'New' to create files or folders.

Renaming
Right-click and choose 'Rename’ or select and press F2.

Moving and Copying

Drag and drop or use cut/copy and paste functions.

Deleting

Select items and press Delete or drag to Recycle Bin/Trash.
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Understanding File Types

Document Files

.docx for Word documents

pdf for Adobe PDF files _
Image Files
Jpg for photos
.png for graphics
Media Files
.mp3 for music

.mp4 for videos
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Using File Explorer in
Windows

1 Open File Explorer

Click the folder icon in the taskbar or press Windows key + E.

2 Navigate Folders

Use the navigation pane on the left to browse different locations.

3 Quick Access

Pin frequently used folders for easy access.
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Using Finder in macOS

Open Finder

Click the smiling face icon in the Dock.

Navigate Folders
Use the sidebar on the left to access different locations.

Search Files
Use the search bar at the top right to find files quickly.




Basic Keyboard Skills

Typing Practice

Use online typing tutors to improve speed and accuracy.

=

Keyboard Shortcuts

Learn common shortcuts like Ctrl+C (copy) and Ctrl+V (paste).

F(x)

Function Keys
Explore F1-F12 keys for quick actions like help or screen brightness.




Mastering the Mouse

1 Left Click

Select items or activate buttons. Most common action.

2 Right Click

Open context menus for additional options.

3 Double Click

Open files or folders quickly.

4 Scroll Wheel

Move up and down pages smoothly.




Introduction to Word Processing ¢

e
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Microsoft Word Google Docs Apple Pages

Popular word processor with Free, cloud-based alternative with Sleek word processor for macOS
extensive formatting options. real-time collaboration features. with built-in templates.
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Basic Spreadsheet Skills

Data Entry

Click cells to enter text or numbers.

Use Tab key to move between cells.
Formulas

Start with '=' to create formulas.

Use functions like SUM or AVERAGE.
Charts

Select data and use chart wizard.

Customize colors and labels.



Creating Presentations

q Choose Template

Select a pre-designed template or start from scratch.

2 Add Content

Insert text, images, and shapes to slides.

3 Apply Animations

Add transitions and effects to engage audience.




Connecting to
the Internet

Wi-Fi

Connect wirelessly to your home network or public hotspots.

Ethernet

Use a cable for faster, more stable connections.

Mobile Data

Use cellular networks on smartphones or tablets.

Troubleshooting
Check network settings or restart router if issues occur.



Using Web Browsers

Google Chrome Mozilla Firefox Apple Safari

Fast and popular browser with Open-source browser focused on Streamlined browser optimized for
extensive add-on library. privacy and customization. macOS and i0S devices.



Online Safety and Security
Q

Use Strong Passwords
Create unique, complex passwords for each account.

-

Enable Two-Factor Authentication
Add an extra layer of security to your accounts.

/4
Keep Software Updated

Regularly update your operating system and applications.

(o

Install Antivirus Software ==
Protect your computer from malware and viruses.




Introduction to Cloud Computing

Google Drive iCloud Dropbox
15GB free storage. Integrates with 5GB free storage. Seamless 2GB free storage. Easy file
Google Docs, Sheets, and Slides. integration with Apple devices. sharing and syncing across

devices.



Managing Photos
and Media

1 Import Photos

Connect camera or phone to transfer images.

2 Organize Albums

Group photos by date, event, or location.

3 Basic Editing
Crop, adjust brightness, or apply filters.




~ Regular v
A Maintenance Tasks

L

System Updates

. £ | Keep your operating system and software up-to-date.
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Backups

Regularly backup important files to external drives or cloud storage.

Antivirus Scans
Run regular scans to detect and remove malware.



Restart Device/App See If Another Device/App

Doing the Same Thing
Often solves minor glitches and Will tell you if it's the device/app
performance issues. or the system

Call Your Guy

&
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