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For Nancy
I dedicate this book to my mother . . .
who tried and succeeded.
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I thank my lucky stars every day for the incredible group of family and friends that I am privileged to call my loved ones. My lucky stars also have me dividing my time between the most exciting city in the world and a little piece of heaven on the water. Above and beyond my lucky stars I thank the following people: Mom, Eve, and Sherri, whose unwavering support is always felt and appreciated; Dan Tucker, Judy Hirsch, and the late Henry Hirsch, whose sage advice guided me through every aspect of the book; Peter Workman, Suzie Bolotin, and Margot Herrera, who welcomed me back to Workman for the second time; Justin Nesbit, Amy Lewis, Anastasia Fuller, and Jay Fienberg, who designed abbyandme.com; Janet Vicario, Lidija Tomas, Michael Sloan, Susan Hunt Yule, Cassie Murdoch, Tom Boyce, Beth Doty, Amy Corley, Andrea Bussell, and the entire team at Workman; all of my students, who make going to work a pleasure; and above all you, the reader, for having enough faith in this book to open your wallet or being smart enough to know someone who would buy it for you.
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A Word Before You Begin

When I was in second grade, I proudly went to the library to sign out my first book with chapters. After finishing the book, I confessed to my older sister, Eve, that I found it a bit confusing. She pointed out what was supposed to be obvious, but obviously wasn’t to me—the chapters were meant to be read in sequence. Who knew?

Read this book in sequence at your own pace and it will take you from the basics—what you need to know to make a sound computer purchase, set it up in your home, and connect to the Internet—and then on to how to master e-mail attachments, online shopping, scanners, cell phones, and much more. This book is intended to demystify the computer, not to explain the gory inner workings of the machine. Every day we use devices such as a car, the telephone, and the TV, but have no idea how they really work. Nonetheless, we do work them. The computer is no different.

Be forewarned that once you arrive at Chapter 10, it is all hands-on instruction and will definitely be overwhelming if you try to visualize what is being discussed rather than actually seeing it in front of you. If you haven’t bought a computer by then, make sure that you’re sitting in front of someone else’s before you continue. If you’re looking at a computer screen and you find that what’s described in the book differs a bit from what you see, don’t panic. Websites and computer software change over time, so we’ll figure it all out together.

Take a deep breath and begin your journey. You’re going to be pleasantly surprised at how much easier it is than you anticipated. Before you know it, you’ll be skillfully “surfing the net,” e-mailing all your friends, and conquering your fear of technology!

[image: Image]

P.S. For the mighty faithful who have read It’s Never Too Late to Love a Computer and are back again, you may see familiar material in the first chapters of this book, but read very carefully as there is new information throughout those early chapters and plenty to keep you on your toes as you read on.


THERE IS NOTHING TO FEAR BUT TECHNOLOGY ITSELF


CHAPTER 1
Bring the World to Your Fingertips

[image: Image]

Research, find, and buy anything you can imagine, and communicate with loved ones, without leaving home—what a computer and the Internet offer

My mother still can’t reset her car’s clock after daylight saving time. She just adds or subtracts an hour until I come home for a visit. Even better, for the first week after she buys a new car, she’ll only drive it in the Stop & Shop parking lot. Once she feels comfortable enough to take it on the road, it’s still a few months before the windshield wipers stop being activated whenever she means to signal a right turn. All that said, I am incredibly proud of her for joining the community of the computer savvy. Mom had never shown any interest in computers, but like so many seniors, she knew she was missing out on something when she began to notice that every article she read ended with “For more information go to www.[insert almost anything here].com.”

“Peach, what is a website?” she asked me.




“I had no idea what the computer could do for me, but I knew that if I didn’t try it soon, I never would. Now I use it for everything. . . . I write the newsletter and maintain the mailing list for my church. I love finding out all kinds of information on the Internet and I’m a big fan of e-mail.”

—Marsha





“Think of the computer as a combination television set and typewriter. Then think of the Internet as a library. You can find information on absolutely anything you can dream up on the Internet by accessing different websites—as you would books in a library. Just type in what you want to learn about, and it will appear in front of you in the form of pictures, text, and sound” was my answer.

A website is like a book. Instead of going to the library and looking up a title in the card catalog, you go to the computer and type in a website address.

Because there can be more than one website for a given subject, you’ll have many choices available to you. Each website is designed individually, just as books are written individually by different authors.

Anyone can have a website—even you. All that is needed is the desire to convey information and the willingness to pay a small annual fee to a company to register the name of your website. If you don’t mind piggybacking on another website or having advertisements on your site, you may be able to have a website at no cost.

A few months after my mother first asked me about the Internet, she visited me in New York and wanted to see a Broadway musical. This was the perfect opportunity to show her what a computer can do, what the Internet has to offer, and how I make my living (I teach computer skills to seniors and others). I turned on my computer, connected to the Internet, and then typed in www.playbill.com (the website address of a company that sells theater tickets), and like magic, their website appeared on my screen. I picked the show we wanted to see and the date that was best for us. Next, the seating chart appeared on the screen and we chose our seats. Then I ordered the tickets and typed in my e-mail address where I would receive the e-tickets and then print them on my printer at home.

Mom was impressed. I’ve been teaching people how to maneuver around the Internet for over a decade now, and it continues to amaze me with the infinite ways that it can benefit those who use it. The Internet allows you to track investments, research family genealogy, contact buddies, purchase a new car, auction a coin collection, search for the best deal on airline tickets, and so much more.

Convincing Mom Continues . . .

The ease with which we were able to purchase the theater tickets via the computer had my mother intrigued.

“What else can the Internet do?”

“I can’t tell you everything it can do, Mom, because it’s constantly evolving. I don’t think anyone really knows its full capabilities. But I’ll give you some examples of what I think is fun and practical about it.”

Mom had lost track of a dear friend of hers several years ago and, after much effort, sadly gave up on finding her. I signed on to the Internet and typed in www.switchboard.com (a website where you can search for people and businesses). A form appeared on the screen of my computer, into which I typed her friend’s name and some additional information. Within a few seconds there were seven listings of people with the same name as Mom’s long-lost friend. The listings that appeared included telephone numbers, street addresses, and e-mail addresses. The happy ending is that Mom found her friend. From that moment on, she was sold on the computer.

Shirley, one of my mother’s friends, suffers from a very rare cancer. After she became hooked on the computer, not only did she find detailed information about her specific form of cancer and alternative treatment ideas, but she also found a group of people with the same condition. She now communicates with some of them daily. All of this is done through her computer, which enables her to be involved in the world around her even when she is housebound.

To say that the Internet can give you information on anything you can dream up may sound like a huge overstatement, but it’s true.




“The Internet allows us to get up-to-date stock quotes, access detailed information on a company of interest, and directly buy and sell stocks any time we want. We even access The Wall Street Journal online. All this has increased our enjoyment and the value of our investments. Who can argue with that?”

—Cy and Ruth





A Taste of What Some People Do with the Internet

Sophie always has an interesting list of things she wants to find out about on the Internet. During one of our lessons we visited websites that gave information about renting a house on Martha’s Vineyard, tracked down an artist whose work she wanted to buy, and found a doormat with Jack Russell terriers emblazoned on it.

By typing Martha’s Vineyard rentals in a search engine (which I’ll explain to you later), we came upon more than a dozen websites, many of them with photos of the interiors and exteriors of the houses available. While looking at a photo of one of the rentals, we noticed the words “how to get here” on the screen. We clicked on the words and a different website appeared that offered us driving directions and a map that showed the best route. Sophie printed the directions and set them aside to put in her car’s glove compartment.

Then came the mission of tracking down the artist whose work she liked. First we typed in the artist’s name, but that didn’t work. Then she remembered what gallery showed his work and typed that in. Not only did it give us contact information, but one of his paintings was featured on the website as well.

On to the doormat. That took a little ingenuity. We searched for “doormats” and “doormats with dogs.” We found tons of doormats and a surprising number of doormats with dogs, but not the right kind of dog. Then we searched for “Jack Russell terriers.” We found a great-looking doormat and bought it over the Internet with her credit card. It was delivered the next week. We both had ear-to-ear grins of satisfaction.

What More Does the Internet Offer?

Another really great feature of the information superhighway is that you can communicate inexpensively with other people all over the world. I remember when we would call my grandparents and have just enough time to say, “Hello. How are things?” before my grandfather would say, “Okay. Enough, ladies. This is long distance. Say good-bye now.” I don’t mean to make light of the cost of a telephone call or how hard my grandfather worked for his money, but wasn’t that why they invented long distance, so we could talk to each other? Well, thank heaven for computer technology. I have students who communicate with friends and family across the globe everyday. If it wasn’t for the Internet, this would be financially impossible for most of us.




“I’m sure when my son gave me the computer he thought I might never use it. I guess I wasn’t sure either. But I’ve always been a tinkerer, and the computer became a new challenge. Last month I gave my son advice about websites to check out for buying a new car. That felt good.”

—Peter





E-mail = ?

E-mail, or electronic mail, is the same idea as sending a letter (now lovingly referred to as snail mail), but rather than waiting for it to go from a mailbox to your local post office, get sorted, sent to another post office, and then delivered by foot to the recipient, you send your message through the computer by way of your phone line or a high-speed connection to the Internet. This all happens in a matter of seconds rather than days.

Still confused? Well, e-mail confused me too until I could actually see how it all worked. So if things in this book get a bit murky, have faith that when you get in front of a computer and see what I’m talking about, it will all make sense.

What Else Can a Computer Do for Me?

It cannot be denied that along with all the other things you can accomplish on a computer, it is the Internet, with its access to the information superhighway, that has made computers a must-have in the last few years.

However, having a computer offers you much more than the Internet. You will have the ability to organize your address book, create a family newsletter, and, if you want to, simulate flying a plane and master chess. Some of my students track their frequent-flier miles, inventory their collectibles, and design their own stationery. The computer can consolidate your paperwork, create order in your life, and track your finances.

There is no end to how a computer can organize, simplify, and enhance your life. But first you need to learn a bit more about computers, decide what you want to buy, and get it up and running. The whole undertaking of buying a computer can seem very overwhelming, but don’t get discouraged. This book will guide you through the entire process. You will be pleasantly surprised by how easy it will be to make an educated purchase and how quickly you will learn to use and love your computer.




“The computer is such a part of my grandchildren’s lives–I wanted to know what it was about. Once I got online, they started to send me weekly e-mails. We used to see one another only at holidays and talk only on birthdays. It’s the last thing I expected, but it has brought us closer together.”

—Jon





In Conclusion

Mom now e-mails me every day. She sends and receives attachments (which I’ll describe to you later in the book) from the various committees she volunteers on. When my brother was looking into summer camp for his four kids, Mom did all of the research for Jeff online. She even made the reservations and received confirmations by e-mail, which she forwarded to him. Next she investigated the location of each camp and gave my brother printouts from the local chamber of commerce and tourism websites with hotel and restaurant recommendations, highlighting the best places to buy a lobster roll! All things she found surfing the web.

This world that you keep hearing about is not passing you by—it’s just waiting for you to come along. What computers can offer you is amazing and boundless, but you’re not alone if it seems elusive and intimidating. Most of my students are over 50, and I can’t explain to you how exciting it is for them (and me) when they start to zoom around the Internet.

Before you know it, the world will be your oyster. Trust me, if my mother can do it, you can too! (I’m only teasing you, Mom.)



Q: I’ve just bought a computer for my parents. What things should I avoid discussing so I don’t confuse them?

A: There are no topics you need to avoid discussing with them. What you need to avoid is using computer jargon. You’ll know when you’ve done it because their eyes will start to glaze over. The other crucial thing is to take your time. You may be in a rush, but they are not. Rushing people who are fearful or overwhelmed only makes them retreat. Good luck!

Q: What’s the difference between the World Wide Web and the Internet, if there is one?

A: The Internet contains the World Wide Web in the same way that the United States contains Vermont. The World Wide Web is actually a subnetwork of the Internet.

Q: What is an e-ticket?

A: E-ticket means “electronic ticket.” Rather than have an actual ticket in your hand, a record of your ticket is in the computer system of the company you bought the ticket from. E-tickets are used for airline reservations, theater, and other entertainment venues. It is smart to print the record of your e-ticket as proof of your purchase.

Q: Where can I test a computer before deciding to buy one?

A: Your local library should offer free access to computers. If the computers at the library are very busy, there may be a sign-in sheet where you can reserve a time slot. Ask the librarian if they offer any computer classes. If they don’t, contact your nearest community center about classes. A lot of adult education programs offer computer classes as well. Any of these are good options for playing around on a computer and see if you might want to venture further. Senior Net has Senior Learning Centers all over the country. Call 408-615-0699 to find one near you.


CHAPTER 2
Hardware: The Thigh Bone’s Connected to the . . .
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A simple introduction to the parts of a computer and how they relate to one another

Do you remember the first time you got behind the wheel of a car when you were 16? You weren’t concerned with how the engine worked or what all the parts were called. What was important was that you learned to drive yourself to the movies (without crashing into anything). The same can be said for the computer. The focus should not be on how it works but on how to get where you want to go.

Computers are very much like cars—they come in different sizes, styles, and colors, but they all have the same basic components and do the same thing. A car under your control gets you from one place to another. By performing the tasks you command, a computer gets you from one piece of information to another. In the same way that you decide where to go for a Sunday drive, you decide where to go on the computer and, before long, you’ll enjoy yourself along the way. But first let’s get familiar with the machine.

The Hardware of the Computer

Hardware is the machinery of the computer. Whatever your motivation is to learn how to use a computer, the basic parts of the machine and what they do will be the same for everyone. You do not need to understand how the parts of a computer work to use a computer, but it can be helpful to know what they are called. Just read through the information below and know that it is here for you to refer to if you need it later.




“I have an enormous family, and come Christmas my computer is my personal assistant. It keeps a list of who I sent cards to and who I get them from. It also keeps track of what gifts I gave to my 13(!) grandchildren and, of course, who has been naughty and who has been nice.”

—Joan
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DESKTOP
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LAPTOP
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• Monitors come in a variety of styles and sizes, including this flat-screen model.

[image: Image]

• The mouse controls the pointer that appears on the computer screen. You can choose from several types of mouse styles.

The Monitor

The monitor houses the screen of the computer. It is where any information in your computer is viewed. For example, as you type a letter using the keyboard of your computer, the words will appear on the screen of your monitor.

You can get monitors in as many different sizes as you can buy television sets, but you probably don’t want a monitor that’s too large. For most, a monitor somewhere between 14 and 20 inches is sufficient. The monitor size is measured in diagonal inches from a top corner to the opposite bottom corner of the screen itself. When we narrow down what is the best computer for you, we’ll talk more about screen options.

The Mouse

A mouse is basically a hand-operated device that controls the movement of a pointer that appears on your monitor’s screen. This pointer can appear in different shapes depending on what its function is at a given time. It can also be referred to as the arrow, mouse arrow, or cursor.

[image: Image]

A mouse can come in a variety of shapes and sizes, but all perform in the same way. You rest your hand or finger on the mouse, and when you move your hand, a ball on the bottom of the mouse moves. Or, with more recent models, a light on the bottom of the mouse detects your movements. When you move the mouse, it sends a message through a cable to the brain of the computer, and the pointer or arrow on your screen moves accordingly. You press and release a button (or buttons) on the top of the mouse to perform an action. A slight click might be heard when you do this, so people often refer to the motion as “clicking the mouse.”

Sometime in the 1970s, Xerox researchers invented computer icons. Icons are pictures on your computer screen that you click on to take an action rather than typing in a text command. Shortly afterward, a device was created that would move about on tiny wheels to control the clicking action used to activate icons. The original name for the mouse was “X-Y position indicator for a display system.” What a mouthful! It didn’t take long for the little gray device with the long tail (a cord connected to the computer) to be renamed a mouse. Eureka!




“The hardest part for me was learning to use the mouse. I never thought I would figure it out. But I kept practicing and making mistakes and practicing some more. It isn’t quite second nature yet, but I’m getting there.”

—Martin






NO CABLES, NO PROBLEM

Nowadays you can buy a mouse, keyboard, and even a printer that will work wirelessly (no cables to be seen) with your computer.



The Keyboard

The keyboard on a computer is very similar to the keyboard on a typewriter. The alphabet and number keys are set up in exactly the same pattern as on your old Smith-Corona and function in the same way. Whatever you type on the keyboard will appear on your monitor’s screen.

[image: Image]

• A computer keyboard is set up much like a standard typewriter, with additional keys that perform specific tasks.

However, the computer keyboard is not used just for typing. There are several other keys beyond the numbers and the letters, such as arrow keys that allow you to move around the screen, much as you do with the mouse. There is either an Enter key, on a PC, or Return key, on a Mac, as well as some additional keys that are called function keys.

The Enter and Return keys are significant because through them you can instruct the computer to carry out a task. These keys are similar to the addition and subtraction keys on a calculator. With a computer you can depress a keyboard key to tell the computer to move a paragraph, delete a sentence, or access a piece of information. A word of caution: You don’t want to use the Enter or Return keys without knowing what the result will be. Enough said on that. It is hard to visualize this without having a computer in front of you. You’ll see what I mean when you start working with an actual keyboard.

Even though the mouse and keyboard are physically very different, many functions can be carried out by using either of them. For example, if you want to move from the top to the bottom of a page, you can use either the keyboard or the mouse to get the job done. When you are on the Internet, most of your activity will be controlled by the mouse, but the keyboard will remain essential for typing information.

The monitor, keyboard, and mouse are the most straightforward parts of a computer. Each of them plays a major role in allowing you to view, access, and manipulate information.

One other thing worth mentioning: I don’t know how to type. I use the “Columbus Method”—find the key and land on it. I am sharing this with you in case you think that you can’t use a computer if you don’t know how to type. Poppycock. It’s how I make my living.

The Brain of the Computer

Several components make up the brain of the computer, all of which work together to gather, identify, move, and store information.

[image: Image]

• The computer case houses the brain of the computer. Cases come in various shapes and sizes. this vertical box is called a tower case.

The Computer Case

A computer case is nothing more than a plastic box, but it houses the most important and most expensive part of your computer—the central processing unit (CPU), the hard drive (C:), and the random access memory (RAM). (In a laptop, these components are inside the laptop itself.) Sounds complicated already, doesn’t it? Fear not. This combination of CPU, hard drive, and RAM is simply the brain of your machine. Some users refer to the computer case as a BUB (big ugly box)!

The Central Processing Unit (CPU) is the pathway for all of the information in your computer. The CPU is to information on the computer what the post office is to a letter. The information has to go through the CPU to get to its proper place. When you hear references to megahertz or gigahertz, people are talking about the speed of the CPU, or how quickly it moves information through your computer. The more megahertz, the faster the computer will operate. It’s not unlike your car—the more horsepower it has, the faster it goes from 0 to 60.


How Does It Measure Up?

Hertz

(Mega or Giga) is a measurement of speed. The CPU (central processing unit) has a speed measured in hertz—the more (i.e., faster) the better.

Bytes

(Mega or Giga) is a measurement of space. The hard drive and the RAM (random access memory) are storage spaces measured in bytes—the more the better.

Don’t get bogged down if you don’t quite grasp the concept of bytes or hertz. It’s not necessary to understand either to use the computer.



The Hard Drive (C: Drive) is the permanent memory of your computer. The information that you type into the computer lives on the hard drive, as does the software that has been installed. (I’ll explain software in the next chapter.) Even when your computer is turned off, the information remains stored in the hard drive.

Random Access Memory (RAM) is the memory used to open up programs or images only while the computer is on. The size of the RAM is important when we get on the Internet. Websites are made up of pictures, and to help those pictures appear on the screen, your computer uses the power of the RAM.

In summary, the CPU is the organizer and messenger of all information in the computer. The hard drive and RAM both store information. The hard drive is your permanent memory, and RAM is the temporary memory used only when the computer is on.

[image: Image]

• A peek inside a standard computer case . . . eek!

The Brain’s Memory

Information stored in a computer takes up space. This space is measured in bytes. Both the hard drive and the RAM are measured in bytes.

• A megabyte can store about as much text as Moby Dick.

• A gigabyte is capable of storing about 1,000 copies of Moby Dick.

So if you’re planning to write a fat book about a whale and follow up with 999 sequels, you’ll want a computer with a hard drive of at least a gigabyte! I’ll explain how many bytes you’ll really need for your hard drive and RAM when we’re closer to shopping for your machine.

[image: Image]

• The A: drive is where a floppy disk is inserted. the D: drive is for a CD or DVD. these may be located differently on your computer.

Other Parts of the Computer

Here we’ll review some other essential parts of the computer. Each of the components described in this section transfers information onto the brain of the computer.

Additional Drives

As I said before, the hard drive, also sometimes referred to as the C: drive, is where all information is permanently stored on your computer. The A: and D: drives (on some computers the D: drive is referred to as the E: drive) are where information can be fed or “installed” into the computer. A CD or DVD is inserted into the D: or E: drive in the same way you put a CD into a compact disc player.

This is all theoretical at the moment, but when you get near a computer, whether it’s in a store, at a friend’s, or at your local library, take a look at these drives. You’ll see that it’s really quite simple.

Modem

A modem is a device that connects your computer to the Internet, which in turn connects your computer to the outside world. This allows you to access websites and send e-mail. You cannot access the Internet or send e-mail without a modem.


A Note When You’re Shopping

Most computers come with a CD and/or DVD drive. Without at least one of these drives, you would have no way to install software onto your computer. I recommend you get a computer with both a CD-RW and DVD drive.

If you’ve been given a hand-me-down computer, you may have a floppy disk drive. If you have a floppy disk drive, a floppy disk is inserted into the A: drive in the same way you put a cassette tape into a car stereo.



Most computers have a modem inside the computer case, along with the CPU, hard drive, and RAM.

Internet connections come in different speeds. The speed of the connection will affect how quickly or slowly transmission happens to the Internet. The slowest means of connecting to the Internet is a dialup connection where a telephone line is plugged into the modem of your computer and the other end of the phone line is plugged into your phone jack. When you connect to the Internet, the computer will actually call the Internet using your telephone line. Most people nowadays opt to use DSL or cable connections to the Internet because they are faster and don’t tie up the phone line. Your local telephone company probably offers DSL (digital subscriber line). Your cable TV provider almost certainly offers a cable connection to the Internet.

DSL or cable connections are referred to as high-speed or broadband connections. With a high-speed connection, your e-mail or an image on the Internet arrives more quickly. A high-speed connection, even if it is a bit more expensive, relieves you of the frustration of waiting and waiting for information to appear on the computer’s screen as you would if it were a dial-up connection. (The World Wide Web can seem more like the World Wide Wait.) Ask family and friends, already surfing the net, which Internet service they recommend.

Without adding to your possible confusion, you should also know that you can connect to the Internet wirelessly. Almost all new laptops offer this feature. Wi-fi (wireless fidelity) is discussed in greater detail in Chapter 16. Hang tight and it will all make sense to you as you keep reading.


NO BUSY SIGNALS

A DSL or cable connection to the Internet will not cause your phone to be busy and will provide a faster connection.



How Does It All Get Connected?

Let’s review the hardware on a desktop computer before we get into how it is connected. There is a monitor, mouse, and keyboard. There is also the computer case, which houses the brain of the computer, the modem, and the disk drives. The pieces of hardware must be connected to have information conveyed from one part to another.
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• The monitor, like the keyboard and mouse, is connected to the computer case by a cable.

Ports

Desktop computers have a bunch of ports at the back of the case where the cords that connect each piece of hardware are plugged in. For example, the monitor must be connected to the case before you can view the information that your computer has stored. The connection between the monitor and the computer case is made by way of a port. A cable coming from the back of the monitor is plugged into a port on the computer case. The same is true for the keyboard, mouse, and any additional equipment you may choose to have, such as a printer. On the computer case there is also a place to plug in an electrical cord to bring electricity to the computer.
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• The cables that connect the various parts of the computer are plugged into ports in the back of the computer case. Thank heaven the ports have different shapes. It makes plugging in cables a whole lot easier.

Each piece of hardware has a different-shaped plug to match a specific port. This makes it difficult to plug things in incorrectly, which makes connecting the parts of a computer easier than you would expect. Laptop computers have fewer ports because most pieces are already connected, but what ports there are are on the side or back.




“With every e-mail from my kids that I print out for my mother, she gets closer and closer to wanting a computer of her own.”

—Evelyn





Peripherals

Peripherals are pieces of hardware that you can add to your computer above and beyond the basic pieces of hardware discussed (e.g., scanner, webcam, etc.). These can be added at any time, so there is no urgency to buy them when you make your computer purchase. But a printer is pretty essential and I think you’ll regret not having one from the get-go.

Printer

The printer will print whatever you ask it to print from the computer. For example, you can print the letters or recipes you’ve written or an e-mail you’ve received. You can also print the information from the websites that you’ve pulled up on the Internet or a photo you’re taken digitally or received in an e-mail. Perhaps you have accessed a website that sells antique weathervanes. Before you make your purchase, you might print out several that appeal to you so your spouse can have a say in the decision.
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• Printers, like the two here, are designed in a variety of styles and sizes.
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• A combination printer, scanner, copier, and fax.
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• A flatbed scanner.

Scanner

A scanner is a bit like a photocopier. It scans an image and sends a copy of that image to your computer. Once the image is in your computer, you can make changes to it, print it, or even send it as e-mail. I have a student who is building a new house. She scanned her first pictures of the construction crew’s progress into her computer. Then she wrote an e-mail to each of her children and attached the pictures to the e-mails so they could see the house. It was really exciting and not very hard to do.

A scanner can also scan documents. This same student scanned all of the letters her husband had sent her when he was stationed in Europe during World War II. The letters were beginning to fall apart and she didn’t want to risk losing them forever.

Webcam
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• A webcam.

A webcam records sounds and moving images like a video camera, but it sends the video spontaneously over the Internet in what is referred to as “real time.” It boils down to your ability to see and hear a person, and the reverse, in the moment that it is really happening. If you have relatives or friends who live far away and you rarely get to see one another, a webcam can bring everyone into the same room at the same time.




Let’s Review

A: drive

the place to insert floppy disks

arrow keys

features of the keyboard; allow movement of the cursor around the screen

bytes

measurement of space

CD

contains software to be installed, documents, images, or music to listen to on the computer

click

depressing the mouse button to take an action

computer case

contains the CPU, hard drive, RAM, modem, and disk drives

CPU (central processing unit)

the processing part of the computer

D: drive (or E: drive)

the place to insert CDs or DVDs

DVD

contains software to be installed, documents, images, music to listen to, or a movie to watch on the computer

Enter or Return and function keys

features of the keyboard; perform actions

hard drive (or C: drive)

where information is permanently stored

hertz

measurement of speed

keyboard

used to type information into the computer

modem

communicates through a phone line to connect to the Internet

monitor

houses the screen where information is viewed

mouse

device to move the pointer on the screen

peripherals

additional pieces of hardware such as a printer or scanner attached to the computer

pointer

appears on the screen and moves according to the manipulation of the mouse; also referred to as the cursor

port

where cords that connect the different computer parts are plugged in

printer

allows you to print information from the computer

RAM (random access memory)

temporary memory used when the computer is on

scanner

copies images and text into the computer

wi-fi (wireless fidelity)

allows access to the Internet without wires or cables

webcam

sends and receives video of users through the Internet



Don’t fret if you feel overwhelmed by the technical aspect of this information. How many of us can actually describe how our telephone works? Do you have any problem using a telephone? I don’t think so!



Q: Can I use my TV set instead of buying a monitor?

A: Some new TVs allow you to use them as a computer monitor, and some computer monitors allow you to watch TV on them. But keep in mind: Where is the TV is in relationship to your using it as a computer? Can you really read an e-mail comfortably from your sofa?

Q: Is there a keyboard designed for the visually impaired?

A: Yes, there are keyboards designed to make viewing and use easier for the visually impaired. Contact the American Foundation for the Blind (1-800-232-5463) or the American Council of the Blind (1-800-424-8666) for advice about where to order or buy exactly what you require.

Q: I’m not sure I can use a mouse because of my Parkinson’s. Are there any other options?

A: Yes, you do have options. Computers didn’t always use a mouse to navigate. Before the mouse came along, the keyboard was used for all tasks on the computer. There are keyboard shortcuts that allow you to use a mouse-free computer. In the back of the book is a list of shortcuts and some recommended websites where you can find even more shortcuts.


CHAPTER 3
Software: Feeding the Computer Brain
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An explanation of software and how it is used

For a computer to function, it must have software added to the brain. Think of it this way: Hardware is the machinery and brain of the computer. The machinery and brain are useless unless intelligence or information is added to it. Software is the information or intelligence of the brain. Without software, a computer is nothing more than an oversized chunk of plastic. It’s like the telephone: The phone is the hardware; our voices are the software.

You do not need to completely understand software to be able to use a computer. My guess is that, unless you are a brain surgeon, you’ve been using your brain all this time without really understanding how it works in any detail. Again, the goal is to be able to use the computer, not dismantle and reassemble it!


WHY CAN’T I STICK WITH MY OLD UNDERWOOD?

If you make a mistake on a typewriter, you have to remove the error with correction tape or Wite Out, or, even worse, type it all again. With a computer you can make tons of changes on a document and view it in its entirety on the screen to make sure it’s just the way you want it before you print it out. The computer will even check the spelling and grammar for you.



Operating Software vs. Application Software

There are two types of software: operating software and application software. Your computer will come with operating software already stored on the hard drive. (Remember, the hard drive is the permanent memory of the computer.) Operating software organizes and manages your computer. Think of it as the computer’s filing system and library.

In Chapter 2 we became familiar with the central processing unit (CPU)—the hardware that organizes the flow of information. Well, the operating software works hand in hand with the CPU. A computer would not be able to function without operating software. It would be like having the lumber (hardware) to make a house, but no foundation and no blueprints (operating software).

Application software, with the help of the operating software, enables you to perform certain tasks (e.g., type a letter, design a website, chart your family genealogy). For example, word-processing application software allows you to use the computer as a typewriter with advanced editing tools. Other application software teaches you to speak Spanish, set up your taxes, or play chess. There are tens of thousands of different application software programs on the market.


Different Kinds of Application Software

Word Processing
lets you type and edit letters, recipes, a novel

Financial Management
helps you track accounts, print checks, pay bills, figure out taxes

Organizational
helps you maintain a calendar, address book, home inventory

Communication
enables you to send e-mail, travel the Internet

Educational
offers you typing instruction, language lessons, reference materials, and much more

Graphics
lets you create pictures and design cards, invitations

Entertainment
games, music, photographs, video



How Does the Software Get into the Computer?

Software needs to be transferred to the brain of the computer. This is done by way of a CD or DVD (or sometimes, in the case of older computers, floppy disk). The CD or DVD drives of the computer read the information off these disks and store it in the brain. The CD or DVD drives are the bridge between software and the computer.

CDs and DVDs

Regardless of which type of application software interests you, it will now come in the form of either a CD or DVD. A CD and DVD look just like a compact disc for a stereo. However, unlike a compact disc for your stereo, which contains only sound, a CD and DVD are capable of holding sound, text, and images (even moving images), which we can access on our computer’s monitor and speakers. A CD can store the equivalent of an entire set of encyclopedias, about 400 times the information on a floppy disk—its predecessor. A DVD can store up to 26 times the information on a CD. By the way, CDs and DVDs aren’t just for installing software. A CD can also hold music for your listening pleasure or photographs for you to see. A DVD can do all that and let you watch movies on your computer.
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• CDs, DVDs, and floppy disks all store information. A CD stores 400 times as much as a floppy. a DVD stores 26 times as much as a CD.


A THING OF THE PAST

The floppy disk is going the way of the wooly mammoth. Expect its extinction.



It used to be that a CD or DVD drive was considered a luxury add-on, but this is no longer the case. Although it is still possible to buy a computer without both, I wouldn’t advise it. Why? More and more software is being offered only on CD or DVD, not on a floppy disk. In some cases, the manufacturer has to be contacted directly to get their software on floppy disks. Also because a CD stores so much more than a floppy, it may require several floppy disks to get the same job done as one CD or DVD. In short, a CD or DVD is easier, more convenient, and, now, more widely used.

Installing Software

Before you can use application software, it needs to be added to the brain of the computer. To add software to your computer, your computer transfers the information stored on a CD or DVD onto the hard drive. This process of transferring the software to the hard drive is referred to as “installing” software. Once the software has been installed, it is stored permanently on the hard drive.

To install software, you first insert either the CD or DVD into its proper drive (see the illustration to the left). The drive for the CD or DVD works one of two ways. There may be a button you push to open the drive. What looks like a shallow cup holder in your car will slide out. You will place the CD or DVD on this tray, label side up, and push the button again to close the tray. This particular piece of the computer can be quite fragile. You never want to force the CD or DVD tray to close. Always use the open and close button. Or your computer may not have a button to open the drive but instead a slot where you insert the CD or DVD (label side up). After part of the disk is inserted, the computer will grab the CD or DVD. You don’t need to use any force.
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• A CD or DVD is inserted into the D: drive. Once the disk is inserted, the computer can read its contents.

Once the disk is inserted, you will either follow the instructions that will automatically appear on the screen of your computer or the written instructions included with the software. Through this process the hard drive will transfer and store the information from the CD or DVD into the brain of the computer. You may also hear people refer to this transferring of data as “reading” the software onto the computer.


Where to Buy Software

Mail-Order Catalogs

• Often have competitive prices.

• Generally have well-informed salespeople.

• Be sure to ask if they have a money-back guarantee!

Software Stores

• Often have competitive prices.

• The good ones have informed salespeople.

• Offer face-to-face contact.

• Generally have a fair return policy, but do check it out.

Online

• You can often sample the software on your computer.

• Can be purchased and transferred from the Internet onto your hard drive.

Pirating

• Accepting unauthorized copies of software is unlawful.

• You will not get technical support from the manufacturer.



How Else Can a CD or DVD Be Used?

We’ve discussed putting information into the computer, but what if you want to take information out of the computer? A CD or DVD can work in two ways. Information can be transferred from the CD or DVD onto the computer. The reverse is also true; you can take information from the computer and store it on a CD or DVD.

Let’s say that you want to give your publisher a copy of the autobiography you’ve typed on the computer. You could print out the whole book and lug it to the publisher’s office. Or you could copy it (aka burn it) onto a CD, slip the disk into your pocket, and stroll over to deliver it. At that point your publisher would copy the information from the CD onto the hard drive of their computer.

On an older computer the CD is a one-way operation. Information can be transferred from a CD onto your computer, but the old ones do not let you transfer information onto the CD or DVD. Now there are writable CD and DVD drives on the market that allow information to be transferred onto them both.

Upgrading Software

As you purchase your new software, a group of diligent computer researchers (aka computer geeks) are fast at work improving that software. So within a relatively short period of time, there may be a new and improved version of what you have purchased. This is true for application and operating software. Both are constantly being improved and changed to better meet your needs. It may be that the upgrade (another term used for an upgrade is update) is just cosmetic or that the company corrected glitches people complained about. Rather than buying a whole new version of the software, you can buy an upgrade from the manufacturer. Some manufacturers offer their upgrades at a greatly reduced price; others may offer them for free.


REGISTER YOUR GOODS

It is important that you fill out and send in the product registration information that comes with your software. This way the manufacturer can reach you to notify you of an upgrade for their product, and it may be for free!



An update or upgrade can come in the form of either a CD or DVD and is installed on the computer as you would install any application software. Alternatively, some upgrades can even be installed directly to your computer from a website. Once you install the upgrade, it will automatically make changes to the existing software on your hard drive to reflect the improvements.

You do not need to upgrade your software unless you need to or want to. When the time comes, you will know whether you are interested in the improvements that are being touted. If there is any uncertainty, ask a friend with more computer experience for his or her advice or experience with upgrading.

When purchasing software, look to buy from a company that isn’t going to disappear into the sunset. Buy only from a manufacturer with a good reputation and a solid track record.


Let’s Review

application software

lets you perform specialized tasks, such as word processing

CD

contains software to be installed, documents, images, or music to listen to on the computer

CD-R (writable)

a blank CD you can use to copy information from your computer

CD-RW (rewritable)

a blank CD you can use over and over again to copy information from your computer

DVD

contains software to be installed, documents, images, music to listen to or a movie to watch

DVD-R (writable)

a blank DVD you can use to copy information from your computer

DVD-RW (rewritable)

a blank DVD you can use over and over again to copy information from your computer

installing process

where software is read and stored on the hard drive

operating software

the system that organizes and manages your computer

upgrade

new and improved generation of an existing software program





Q: How expensive is most software?

A: That’s kind of like asking “how expensive is a car?” The price varies depending on what you’re buying. I would say the cheapest personal software is as little as $19.99, and the highest I’ve run across is close to $400.

Q: Will the store where I buy my computer or software install it on my computer?

A: The store where you buy your computer may be willing to install the software you purchased from them onto your computer at the time of purchase. Because you’re making a fairly large purchase, they should do it for free. It is certainly worth asking.

Q: My son bought Microsoft Office for his computer. Can I borrow it and install it on mine?

A: Using software that you have not paid for is called “pirating software” and is technically against the law. Many software manufacturers protect their product so it can be installed only once and then never again. Some programs allow for several installations. If the latter is the case with your son’s software, then you can install it without a problem on your coomputer (providing your computer is compatible to that version of software—ask your son to check).


WHERE WILL IT SLEEP AND HOW OFTEN DO I NEED TO WATER IT?


CHAPTER 4
There’s No Place Like Home vs. Taking Your Show on the Road
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Desktop vs. laptop

Can you picture yourself sitting in your backyard watching the roses bloom while “surfing the net”? Or perhaps you’re traveling on a plane with your computer tucked into your carry-on luggage. Maybe you’re even snuggled up all comfy in your bed answering e-mails. On the other hand, you might be sure you’ll use the computer only in the warmth of your den and have no intention of moving it. This chapter will help you decide whether a desktop or laptop best suits your needs, based on how you think you might want to use it. If at the end of this chapter you’re still on the fence, don’t lose hope; we’ll be test-driving both options after Chapter 8. I know that when it is time to acquire your computer you’ll have all the information necessary to make the perfect purchase.

• Desktop and laptop computers do the same things. The main difference is size and portability.

How Are Desktops and Laptops Alike?

First, let’s discuss the similarities. A desktop and a laptop function in exactly the same way, using the same software and allowing you to access the Internet. They both have the same basic hardware (monitor, keyboard, and mouse) and they think alike—using the CPU (central processing unit), hard drive, and RAM (random access memory). Both use the drives to read CDs and DVDS. Software is installed on both types of computers in the same manner. They also have the capability of being linked to a printer or other peripherals using ports. (If these parts of the computer are still vague, just look over the “Let’s Review” section at the end of Chapters 2 and 3 to refresh your memory.)


KEEPING THE BATTERY CHARGED

A laptop computer’s battery recharges when you plug the machine into an electrical outlet, not unlike your DustBuster. The computer doesn’t need to be turned on to recharge (but your surge protector does). For maximum battery life, let the battery fully run down every month.



How Is a Laptop Different from a Desktop?

Laptops aren’t so very different from desktop computers. Laptops were given their name because they are small enough and light enough to sit comfortably on your lap when you use them. Although, actually having your laptop on your lap for an extended period of time isn’t a great idea. A laptop can get hot because there isn’t enough circulation around the computer. It’s always best to have the computer on a tabletop. A laptop can also be referred to as a “notebook” because it’s about the same size as a notebook. To be realistic, most laptop (or notebook) computers are a little too big and heavy to slip under your arm as you would a real notebook, but they continue to get smaller and lighter every year. There are no cables connecting the monitor, keyboard, and mouse on a laptop because these parts are all contained within the laptop.

[image: Image]

• The average laptop is about the same size as a small stack of magazines and weighs between 4 and 7 pounds. Some swankier designs are even smaller and lighter.

The sarifice that you make for something so portable is that everything is smaller. Both the monitor and keyboard on a laptop are usually smaller than on a desktop—in fact, you may find some laptop screens difficult to view. And if your hands are large, you may feel cramped using the keyboard or mouse. But for some people it is infinitely more important that they can take the computer with them, even if it is a little less comfortable to use. Read on—there are some other things to consider.




“Within a few months we both loved the computer so much that we decided to buy a laptop so we could take it with us when we travel and so when we’re home we don’t fight over whose turn it is to use the desktop computer!”

—Marie and Larry





Freedom of Movement

Laptops can be plugged into a wall outlet or they can run off a battery. On average, laptops run for a few hours on a fully charged battery. This is wonderful for people who want to use a computer while en route and don’t have access to a wall outlet. Another battery bonus: If you are plugged into a wall outlet and you lose electricity, the machine won’t shut down (potentially losing the document you are working on). Instead, the battery will kick in automatically and the computer will keep going and going and . . .

The Cost of Freedom

The weight of laptop computers varies. The lightest one out now is about 2 pounds, but most average about 6 pounds and may be too heavy to carry around for very long. Remember, when you transport your computer, you will also have to take along the electrical cord and a case to carry it all.

There are other possible disadvantages to taking your computer with you. You risk dropping it, losing it, or having it stolen. To be on the safe side, my laptop is covered under my renter’s policy in case it disappears while I’m on the road.

Space Saving/Visual Appeal

A laptop may appeal to you even if you’re not thinking of traveling with it. It will take up less space in your home than a desktop computer. There is a big difference between the look of a monitor, keyboard, and bulky computer case with all their messy cable attachments and that of a box the size of a small stack of magazines.

Mouse Types for a Laptop

A desktop comes with a standard external mouse. This is not true of a laptop. Laptops usually come with either a touch pad or a touch point. You won’t necessarily be able to choose which one will be on your laptop.
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• Unlike a desktop computer, a laptop doesn’t come with an external mouse. a laptop mouse is usually either a touch pad or touch point.

Some manufacturers have just one type of mouse, and others offer a choice. If you’re interested in purchasing a laptop, it is vital that you try out each type of mouse to see how it feels. By no means should you expect to find it easy to manipulate any of these mouse options without practice, but you may favor one over the other by its feel. Be assured that over time you will be able to use whichever mouse you choose with great dexterity.

Expense

At the moment, laptops are more expensive than desktops. Smaller parts = more technology = more $$$. Over time this may level off. There is a waiting game that some people play with computers: “If I wait long enough, will they get cheaper?” The answer is probably yes, but as long as you shop wisely, it is very possible to buy something now and not feel like a fool in a few years (or months!).


Questions to Ask Yourself

1. Do you want to be able to use your computer anywhere?

2. Do you want a large screen?

3. Do you need a standard-size keyboard?

4. Do you have a very limited amount of space at home?

5. Do you want to spend as little as possible for as much speed and power as you can get?

6. Do you have a bad back and shouldn’t carry anything heavy?

Answers: 1. Laptop 2. Desktop 3. Desktop 4. Laptop 5. Desktop 6. Desktop



Having Said All This . . .

I didn’t mean to hold out on you, but I wanted you to really weigh your basic options before I tell you how you can have it both ways. If you want to buy a laptop because it’s portable, but you’re concerned about the comfort of working on a laptop while at home, you could plug a larger monitor and a standard keyboard into your laptop through ports in the back of the machine for home use. And if you don’t like the mouse on your laptop, you can even attach an external mouse.

You may now know which type of computer (laptop or desktop) is best for you. But if you don’t, have no fear. Once you’ve seen and touched a variety of computers, you will instinctively feel what is right for you. Just keep reading and we’ll get there together. For those of you who already know what kind you want to buy, stick with us—there’s still more to consider.
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• It is possible to attach an external mouse, keyboard, and/or monitor to a laptop so you can enjoy the larger features of a desktop.



Q: What if I buy a laptop and decide later I really want a desktop?

A: Well, you could decide you want to own two computers, but that may seem a little extravagant. Or you could make your laptop feel like a desktop. You can plug a full-size monitor, mouse, and keyboard into your laptop, making it seem like a desktop.

Q: Is there a better time of year to buy a computer?

A: That’s a very good question. My experience is that after Christmas computer salespeople are often willing to negotiate prices.

Q: Is it wrong to buy a laptop if I’m never going to move it from my desk?

A: No, not at all. A laptop takes up less space than a desktop. If space is at a premium, buy whatever fits into your home and lifestyle.


CHAPTER 5
Creating a Computer Comfort Zone
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Tips on finding a comfortable and safe work area

Some people have the luxury of an entire room dedicated to their computer; others need to be more resourceful. One of my students whose space is limited converted a closet into a small home office; she opens the closet door and pulls up a chair to work on the computer. Another student utilizes an old armoire. When she’s done working she just closes the doors and her “little secret” is hidden in the living room. There are many factors that affect your decision in selecting the best place to set up your computer. Setting up shop inside an extra closet may work for one person but may not be very pleasant for another.

Assuming you can use the dining room table and move all your things in time for dinner isn’t realistic. Using that spare storage room may seem like a great idea, but if you leave all those musty boxes in there with you, you’re probably not going to want to spend much time there either. Take a few minutes to stroll around your home. Scan the space for possible work areas. Ideally, where you put your computer will be a space where you like to be.

What You Need to Check Out

You’ll want to choose a spot near an electrical outlet. If your setup is not near an electrical outlet, you will end up with extension cords for the computer, as well as whatever peripherals you may buy, snaking all over the floor.

If you choose a dial-up connection, you will need to be near a phone jack for your modem. If you decide on a high-speed connection, the company that provides the service should be able to install the high-speed modem wherever you decide is the best location for your computer. If you choose to utilize wi-fi in your home, your computer won’t be tethered to anything except the electrical source and can be used all over your home and maybe even in the backyard depending on the strength of the signal.


THE THREE LITTLE BEARS TEST

Set a chair where you think you might like to put your computer workstation. Sit in the chair for a bit—read a chapter of this book, check out the sports section, or browse a magazine. Does the space feel right to you? Is it too noisy? Is it too drafty? Or is it just right?



The Computer Desk

Even though a laptop is smaller than a desktop, it, too, needs a happy and safe home. One of my students confessed that she sits on the sofa with her computer on her lap while watching television. (It is called a laptop, isn’t it?) This is fine every once in a while, but even a laptop should have a designated work area. It will make your time at the computer more efficient and enjoyable.
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• Some desktop computers are designed so the monitor sits on top of the computer case.
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• Tower computer cases are designed to stand vertically under a desk.
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• Watch your posture and your distance from the screen. Your elbows, knees, and hips should be at 90-degree angles.

If your computer is a desktop, you’ll need a table or desk large enough to hold the computer case, monitor, and keyboard. Make sure there is space so the computer case can be positioned within reach (not a big stretch) from where you will sit. You don’t want to have to get out of your seat to insert a CD or DVD.

Tower computer cases, a standard design of computer case, stand vertically and can fit under a desk, thereby saving a great deal of desktop space. There are more and more computers being offered where the components in the computer case are housed within the body of the monitor or on the base that holds the monitor. Whether you choose a laptop or a desktop, you’ll also need to have enough empty space on your desk to hold a book or any papers you might refer to while you’re at the computer.

A standard desk is usually too high for proper computer posture. Ideally, your thighs should be at about a 90-degree angle to your calves and, with your hands resting on the keyboard, your elbows should be at a 90-degree angle as well. This can be solved in three different ways:

1. If possible, adjust the height of your chair to put your body higher than you would normally sit at the desk. Unfortunately, this may cramp your leg space.

2. Invest in a computer desk or workstation. Not only is it designed to accommodate peripherals (such as your printer), thereby giving you a single unit where all the parts of your computer can be together, but your keyboard will be at the proper height in a holder attached below the desktop. The position of the keyboard is significant because you will prevent wrist injury when you maintain a straight line from elbow to fingertips.

3. If you don’t want to invest in a special computer desk, you can buy a keyboard holder that can be installed under your current desk. This will put the keyboard at a healthier height and free up more desk space.

You don’t have to have your computer space set up perfectly in the beginning. I’m just letting you know that the more you use the computer, the more you’ll have to be careful not to strain yourself in any way. If all you have at the moment is a card table in the corner of your living room, start there. My computer is set up on an antique tea cart in my dining room with the printer on the shelf below. I use a dining room chair with two pillows on it. Because this is not the best arrangement for my back, I make sure to get up and walk around every half hour or so.
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• A retractable keyboard shelf fits under a desk or computer table.

Some Other Things You Need to Consider

Certain health issues should not be ignored with regard to choosing where you set up your computer. “Ergonomically correct” is a phrase becoming almost as popular as “politically correct.” It refers to creating a healthy work environment and positioning your body properly to accomplish the task at hand without injury.

Monitor: Your monitor should be at a 15-degree angle below your sight line. Flat-panel monitors often have an adjustable neck to allow you to find the perfect height. If you set the monitor on the computer case, that may or may not bring it to the correct height. If it doesn’t, try setting the monitor on a large phone book or a dictionary instead. Be sure the monitor is stable.

Chair: The chair you sit on is extremely important. Make sure you have proper back support. If you want to make the investment, an adjustable office chair is the best choice. Used office furniture can often be found through your local classified section or online if you have a friend or family member to help you shop on the Internet.

Footrest: You also want to make sure you don’t cut off circulation in the back of your legs. If you need to raise your feet, an open file drawer, a wastebasket, or a couple of books make great inexpensive footrests.

[image: Image]

• To avoid eyestrain, it is essential to position the monitor properly.

Glasses: If you wear glasses (especially bifocals), you may want to visit your eye doctor to be sure your prescription will be accurate for the computer. I have several students who have a separate pair of glasses that they use exclusively for the computer.

[image: Image]

• To avoid wrist strain, keep a straight line from your elbow to your fingertips.

Keyboard: Your keyboard should be at a height where your elbows are at a 90-degree angle and there is an unbroken line from your wrist to your fingertips. Try adding a cushion to your chair, if you need to sit higher.

Injuring yourself while sitting at a computer may seem a bit odd to you, but it’s not uncommon. Bad posture, repetitive motion, and eyestrain can take a real toll. Many people lose track of time when they’re in front of a computer. Before they know it, they’ve been staring at the screen for two solid hours without ever moving their body from its slightly slumped position.

We’ll review safety issues again when you are actually using the computer.

A Few Don’ts

Besides making sure you’re physically comfortable at the computer, there are a few potential problems to watch out for when setting things up.

Don’t place the computer in too tight a space. A computer generates a fair amount of heat, and you want to make sure that air can circulate around it.

Don’t place the computer by an open window. The glare from the sun may make it difficult to view the screen. Also, constant direct sunlight on the computer can make the computer too warm when in use. And all of the microscopic things that blow in the window (whether it is grit in New York City or pollen in Nebraska) can eventually damage the inner workings of the computer.


BUILD IN BREAKS

The National Institute of Occupational Safety and Health recommends that you take at least one 15-minute break for every hour that you are at the computer. You need to relax your eyes and move your body a bit. Something as simple as going to the kitchen to get a drink of water is enough to ease strain.



Don’t let your animals get too friendly with your computer. Cats in particular are attracted to the heat emitted by the computer case and monitor. Unfortunately, animal fur can really muck up your system.

Don’t put your computer equipment in a room with thick carpeting. Very thick carpeting can conduct excessive static electricity, which can be harmful to the computer. If you choose to get a tower computer case, do not set it directly on carpeting. There are trays you can buy to hold it, or simply set it on a wooden board.

Don’t place any magnets near the computer or the software. Magnets have been known to damage the monitor. Crazy, but true.

Don’t place any kind of liquid near the computer. Spilling fluids on the keyboard can cause serious and expensive damage. This includes cereal and milk. I had to have my computer repaired after breakfast didn’t make it from the bowl to my mouth. If my computer hadn’t still been under warranty, I’d have been crying over spilt milk.

What Else?

You’ve chosen your work area and decided the best way to arrange everything once you make your purchase. Be sure to measure your workspace before you go computer shopping. Bring the measurements with you and refer to them to ensure a perfect fit.

There is another thing to do to get completely prepared for bringing your new computer home. You will need to have a small amount of easy-access storage space near your work area. A shelf in a bookcase or a file box will do. You’ll want to store assembly instructions, instructional manuals (although, regrettably, instructional manuals are rarely included anymore), installation CDs and DVDs, as well as other office supplies, such as paper and replacement ink cartridges for your printer.

[image: Image]

• It’s important to set your computer up properly to avoid strain or injury.

Addressing the issues of your workspace before you go into a store ensures that your computer will have a good home. Now we can get to the business of deciding what kind of computer is right for you.



Q: What are some tips for preventing back pain and other discomfort when using a computer?

A: The best thing you can do is take a 15-minute break every hour. Walk around and stretch before you sit down again. Be very aware of your posture as well. Visit the back of the book for some recommended exercises to help computer users.

Q: My cat loves to sleep on top of the CPU. Is that bad?

A: Yes that’s bad! It isn’t good for your computer and I doubt it is healthy for your cat. Set a large bowl on top of the CPU to dissuade the cat from curling up there. Just don’t put anything liquid into the bowl. That would be dangerous near the equipment.

Q: Can I put my computer in front of my air conditioner?

A: The real enemy of a computer is heat, not cold. Nonetheless, my concern is the air blowing onto the computer. I’d imagine unwanted particles would be more apt to get into your computer. Try to find a spot that’s not directly in front of your AC.


GO FOR A TEST-DRIVE


CHAPTER 6
Apples and Oranges
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Macintosh vs. PC

Perhaps you’ve decided whether a desktop or a laptop computer best meets your needs. And you’ve scoped out your home for the perfect place to set up shop. The next big question is—should you buy a Mac or a PC?

The Apple Macintosh computer is referred to as a Mac or an Apple and has, as you have probably seen, an apple as its logo. Macs were the first computers designed for personal use that used visuals (or icons) as a way to get from one piece of information on the computer to another. They also introduced the mouse and menus (lists of options). These innovations were designed to make the Mac easy and fun to use and less confusing (aka user-friendly).

In the 1980s, IBM came out with a model called the IBM PC (IBM Personal Computer). For a while people referred to other non-Mac brands as IBM-compatible, but that didn’t make for catchy advertising, so the partial name PC (Personal Computer) stuck.




“I had no idea that my daughter used a different type of computer than I did. I thought they all worked the same. When I called her in a panic and she couldn’t help me, I felt lost. Luckily, my neighbor also has a PC, and he came to my rescue.”

—Dan





Technically, a Mac is also a personal computer (PC), but it has the prestige of carrying its own brand name. For our purposes a Macintosh is a Mac or an Apple, and a PC is everything else.

Many companies followed in the footsteps of the original IBM PC and actually surpassed IBM in sales. Some of the manufacturers’ names might be familiar to you: Hewlett-Packard (HP), Dell, and Toshiba, among others.

What Makes a PC and a Mac So Different?

When the Macintosh hit the market in 1984, the differences between its system and that of the PC were enormous. Mac had an incredibly easy operating system (remember, the operating system is what manages the information you have in your machine) and became known as the company that made computers user-friendly. That translates to being easy to use, less intimidating, and more fun. They accomplished this through creative graphic design and the use of visual cues to access information on the computer.

Macintosh made the decision not to share its operating system with any other manufacturers. Think of it this way: Macs speak a special language all their own. The pickle is that Macs and PCs have different operating systems. When software is designed, it needs to be designed in one version for Macs to understand and in another version for all other PCs to understand.

When Mac decided not to share its operating system, this left the door open for someone else to enter the market. That is exactly what Microsoft did when it came out with Windows 95 (an ancestor of Windows XP and the great, great, great grandfather of Vista). Microsoft designed a PC operating system based on a lot of Mac’s original ideas. The creation of Windows 95 gave PCs an operating system as straightforward and user-friendly as the Mac’s.

At this time PCs dominate the market. There are close to eight PC owners for every Mac owner. If the majority of people are buying software for a PC, naturally the priority for manufacturers is to create software for the majority. Until recently a lot of computer software came out in a PC version long before the Mac version hit the stores, and in some cases it was never designed for Macs at all. Now, however, there is software that allows a Mac to run most PC applications. It doesn’t always run perfectly, but with a bit more time it should smooth out.


The Pros and Cons of Macs and PCs



	Pros

Macs


	still considered more user-friendly

	great service record

	used most by graphic designers


PCs

	less expensive

	software hits the market first

	more brands available



	Cons

Macs


	more expensive, but prices are dropping

	not always compatible with non-Mac software

	software can be delayed


PCs


	design is still catching up to the Mac

	operating system is more vulnerable to viruses










From a teaching and learning point of view, this translation software will make life so much easier. That way we can all speak the same language. You’ll see what I mean later when I describe how to use a computer if you have a PC, then how to use it if you have a Mac. It would be much more efficient to have only one system to explain.

[image: Image]

• Some of the ports at the back of an apple/Mac computer (right) are different from those on a PC (left).

The basic pieces of hardware are the same on both systems. However, the ports where you plug in the monitor, keyboard, printer, and other peripherals in the back of the computer case can be different. That means that you can’t always plug a Mac keyboard into a PC computer case and vice versa without some kind of adapter unless it is a USB port. This is another reason why the division between the two is hard to bridge. You really need to commit to one or the other—they don’t mix well.


USB = UNIVERSAL SERIAL BUS

Universal is the key word. A USB cable will plug into both a Mac and a PC.



The dispute between Mac users and PC users is legendary. If you haven’t experienced it, just ask Mac users if they would change to a PC, and they will more than likely square their shoulders and give you a powerful “never.” A PC user might even offer you a knuckle sandwich. I know it sounds ridiculous, but it’s true.

[image: Image]

• USB Cable.

Enough Already. Which Should I Buy?

One big consideration is what your friends and family have—not because you can’t march to a different drummer, but because if you find yourself calling someone at 3 o’clock on a Sunday afternoon with a computer problem, if that person has a different operating system than you, his or her ability to advise you will be limited. What if your daughter wanted to give you her old monitor or share some software, but she has a Mac and you have a PC? You’d be out of luck.

That said, don’t make a mountain out of a molehill. You will learn to use and love whatever computer you decide to buy. This is a winwin situation. There are more happy PC users in the world than blades of grass in your backyard, and the same is true for Mac users.


Let’s Review

Mac

brand of personal computer with a unique operating system

Apple

synonym for a Mac

PC

personal computer; used as a name for any computer other than a Mac

Windows Vista or XP

the operating systems currently used on most PCs





Q: If I learn on a Mac, will I be able to use a PC at some point?

A: Sure. You can learn anything. There are some differences in how things look on the screen and how to organize documents, but I have total faith that you can make the transition. And once you’re on the Internet there are very few differences between the two.

Q: How can I tell an Apple computer from a Mac computer?

A: You can’t tell one from the other because they are one and the same. Apple and Mac are two names for the same brand of computer.

Q: What if I don’t want to buy an Apple or a PC?

A: At this point in time, that would mean you wouldn’t be buying a computer. I don’t know of a computer store that sells any computers that are not either a Mac/Apple or a PC.


POPULARITY CONTEST

If all your friends have Macs, get a Mac. If they all have PCs, get a PC, but don’t limit yourself to purchasing the same brand as all your friends. All PCs work the same way, no matter who manufactures them.




CHAPTER 7
Would You Buy a Car Without Test-Driving It?
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What to look for when you get behind a keyboard

On more than one occasion I have received calls from students who want me to “choose whatever computer you think is best for me.” For the same reasons that it is unwise to buy a car without a test-drive, it is unwise to buy a computer without taking a few different models for a spin. As with a car, you’re looking for comfort, ease, speed, and quality at the best price possible. How can you know about comfort and ease until you actually touch the machine? Speed and quality, however, can be determined through research, which includes talking with computer-using friends and family.

What makes one person buy a Cadillac and another a VW bug? I can tell you what kind of computer I like, but my hands may be smaller, my eyesight worse, and my needs entirely different from yours. No matter how tempting it is or how much easier it seems, don’t have someone else make your computerbuying decisions for you. An experienced computer user can give you great advice, but you have to get your hands on the machine before you make the final decision. Your adviser is not the one who is going to sit in front of the machine and use it. You are. Would you buy a pair of shoes without trying them on?

Preparation for Your Test-Drive

Here is a little homework that you need to do before you step into a store to test-drive computers:

Try out the computers of your friends and family. Keep in mind that people are usually very loyal to the computer they use and think it is the only choice. For your research assignment, the more variety, the better. If no one you know has a computer, go to your local library, community center, or even the high school. I guarantee you’ll find someone around who is proud of his or her computer skills and eager to show them off.

Do research. An eager salesperson can send you reeling with too much information, so it’s best to go into the store with a few computer brands in mind. The salesperson might very well show you a gem that you didn’t know about, but you’re always better off having done some research on your own.

Look through computer magazines to get an idea of what computers you’re interested in seeing. Call the magazine publisher and see which issue has the most recent list of the top-ten computers to buy. Get a copy of that issue and narrow your choice to three or four of their top recommendations. Mark the articles so that you remember which computers you want to see. Don’t try to read the entire magazine unless you’re very interested. It can be confusing (and boring) and may put you off buying a computer.




“I think I was more scared buying my first computer than when I went in for surgery. So, I brought a friend for support. In the end it wasn’t that bad.”

—Eliza





You might want to call several computer mail-order stores listed in the back of this book. Feel free to ask whatever questions you have. The telephone salespeople are usually very helpful and informative. Give them a call, but do not make a purchase yet. It is still important that you go into a store and test-drive different machines—although you may ultimately decide to buy your computer through the mail.




“I can’t remember what book I read last week. Without my notes I would never have been able to make the right computer choice.”

—Claire





Prepare notes. It’s so easy to become confused or forget details. Write down the size of your available workspace, the components you know you’re interested in, what information you would like explained, and the brands you want to test-drive. It is a great way to keep organized, and it may make a salesperson stand a little bit more at attention.

In addition to the marked articles, you’ll want to take a note like the one below with you.

Be prepared to take notes. There is nothing worse than spending a whole day shopping for a new apartment or house, seeing a half-dozen possibilities, and then returning home and not being able to remember one from the other. You definitely don’t want to have that happen. There’s a form on page 56 that you can use to take down information that you’ve gathered on your expedition. Later you will be able to review your notes and discuss your choices with others without mixing up the details.


What I Want My Computer to Have

Must-haves:


	No less than 512MB of RAM, more than 2GB unnecessary

	Scanner (may be included with printer)

	Bare-bones word-processing software



Questions:


	Is there an extended warranty polity?

	Can someone come to my house and set it up? How much will that cost?



Workspace:


	Old teacher's desk with space underneath: 24 inches high X 30 inches wide





The task at hand is to find out what feels and looks right to you. You are on an information-gathering mission.

If You Haven’t Decided Between a Desktop or a Laptop . . .

If you still haven’t decided which is best for you, go to the computer store solely to help you determine whether you should buy a desktop or a laptop. Try a couple of models of each type. While you’re doing so, think again about your workspace and how you’re planning to use the machine. Keep in mind that all the basic hardware components are the same on a laptop or a desktop. What you’re comparing is how the size of the machine suits your needs and whether you want something portable. Once you’ve made a choice, leave the store. Either go have lunch and return in the afternoon or come back another day to continue your field trip. This is to be sure that you don’t experience information overload. If you feel you’ve absorbed all you can, take a break. This is an important decision and you want to make a thoughtful choice. If you’re still confused after your trip, take another look at the questions in Chapter 4 to help you decide.




“Laptop. Desktop. I had no idea what I wanted. The moment I saw them both in the store, I knew a laptop was for me.”

—Mario





It’s Only a Test-Drive

Before we prepare for your excursion, I want to make sure you’re clear about the purpose of this adventure. Test-driving is not the same as buying. No matter how tempting, do not buy your computer the same day that you test-drive. We still have more to learn. At the end of Chapter 8 you can put this book down and go shopping.

My mother has friends who have gone through a whole course of computer lessons at her senior center and still haven’t bought a computer because they’re intimidated by the computer store. The sad thing is that without a computer to practice on, they have forgotten all they had learned. Promise yourself that you will go to the store before finishing the entire book. This way you will make the trip, realize it isn’t such a big deal, and continue learning more about the computer before you make your investment.

You are empowered with knowing this is nothing more than a research expedition. No obligation, no financial outlay, no decision making. If you don’t want to go back, there is always the option of mail order or purchasing from the store by phone so you never have to reenter the place. And remember, if the salesperson you are dealing with really doesn’t appeal to you, give him the brushoff, let him get out of sight, smile sweetly at another salesperson, and watch her come running.

Initially the computer store can sometimes add to any confusion you might have, especially after you get home and try to remember all you saw. The Test-Drive Form that follows will give you a written record to reference at your own pace in your own home.



To download the form, visit the following URL from your personal computer:

www.workman.com/ebookdownloads

Instructions to open Test-Drive Form for printing:


	Click on "Click here to open" under Is This Thing On?.

	The form will open in a new window. Be sure the printer, connected to this computer, is turned on.

	Click on File (top left).

	Click Print.

	Click Print, Yes, or OK (at bottom of Print window).



If the form doesn't print for you, now's the time to ask for help.




“Even with all the choices in the store, there were only a couple of computers that appealed to me. My son helped me decide which of these few was the best.”

—Bert








“I’m glad I didn’t have someone else buy my computer for me. I learned so much when I visited the computer store.”

—Kreeson








“I was apprehensive about our class field trip to a nearby computer store. It seemed much more than I could handle. But once I tried a couple of different computers, I knew that it was the right thing to do. I still wouldn’t stroll into a computer store for fun, but it helped me make a more informed decision.”

—Vance








“I almost skipped class the day of the field trip. It made me think of going to the dentist. But it wasn’t that bad at all. I’ve already gone back twice on my own to ask more questions.”

—Nicole





Filling out this form may seem like a lot of work—perhaps more work than you’ve done buying anything else. This isn’t just a way to have you make an educated purchase; it is also a way for you to learn about the machine you will be using. By the time you go through this process and get the computer home, you’ll be much more knowledgeable than the average consumer. Your friends and family will be calling you for guidance!

Think of your first trip to the computer store as a dress rehearsal. What a relief to go in knowing that you don’t have to make any big decisions or spend any money. You’re just sightseeing. Bask in all the attention from the salesperson and get as much information as you can, but feel no purchase pressure. Remember: This is only a test-drive.


SAY CHEESE!

Photo printers aren’t an essential, but they’re a lot of fun if you’re an avid photographer or if your family and friends deluge you with their own fantastic photos (grandkids, pets, vacations).



On Your Mark, Get Set, Go!

Okay. Let’s make sure you have everything you need for your test-drive.

• You have a copy of the Test-Drive Form from the back of the book. (You may even want to bring this book with you.)

• You have a sense of where you want to set up your computer and a note with any necessary measurements.

• You have thought about whether you want a desktop or a laptop and a Mac or a PC.

• You are equipped with magazine articles in which the computers and software that interest you are marked.

• You have noted the recommendations of friends and family and any questions you may have.

• You have brought something to write with.

• You are in control. You may not completely understand what you’re looking at, but that’s fine. Make your salesperson prove his or her worth by helping you understand.

• You have chosen a nice place to have lunch. You deserve a lovely treat after all your hard work!


DON’T BUY BEFORE YOU’RE READY

Carol, one of my students, bought her computer but didn’t want to get started for a couple of months. She ran the risk of not being able to use the free assistance the manufacturers offered at time of purchase.



It’s helpful to keep in mind that the performance pressure is on the salespeople, not you. When you get inside the store, the responsibility is on them to make you feel at home and to help you decide which computer best meets your needs. All you have to do is listen, take notes, and ask questions (if you have any). Certainly it isn’t necessary, but it wouldn’t be a bad idea to bring along a computer-literate friend who can act as a translator if the high-tech jargon gets too thick.
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• Desktops can be more comfortable to use, but they take up quite a bit of space.

[image: Image]

• Laptops are portable and don’t take up much space, but all the components are smaller.

And one last thing: Enjoy yourself! Remember, you don’t have to make any decisions. Just look, listen, and learn.



Q: How long will I keep my computer?

A: That is a hard question to answer. I had my first computer for nearly ten years and my second for seven. However, the average length of ownership is eighteen months! I think that number is so low because executives trade in their computers when technology makes a new leap. I never really cared about the latest and the greatest. I just wanted a computer that accomplished the tasks I required. Figure you’ll be able to keep your computer for at least three years, maybe even five to seven years.

Q: What do you consider the best three laptop companies to do business with?

A: Personally, I’m very fond of Sony, Fujitsu, and Dell. But my preferences are not scientific. Keep your eyes open for computer magazines that have cover stories on the top-ten best computers, and so on. They will have tested all the laptops to make their conclusions.

Q: I really dread going into a computer store. Do you have any suggestions to make it easier?

A: Release yourself from any buying pressure. It is just an outing, nothing more. Bring someone with you for comfort and support.




End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   
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34, Costof Ik Cartridge Replacements:
5. Length of Warranty:

6. Extended Warranty: cost
“Torepeat point 10, i6s more than Hkely thatthecomputer store where
‘oumake yourpurchase ill e you an extended warranty. his s
an agrecment wilhthe store,not the manufacturer, Thesgreement s
valldonly i the sore s sill peratons forthe duraion of the
extended warmany—a good reason {0 make sue you're shopping
reputabe store.

7. Money-Back Guarantee: (] Fullreund [ Store erdit
0 Ot
Agin, this i n agreement with themanofacture thatyou b acer.
fain number ofdays  retum the machine. Ask the sore i you gt
M refundor st astorecrei.

5. Tollree Support: Ovs 0¥
Remember,this is crucial You want o make sre tht thesore you
purchas rom as echnical suppor. You should b geting fre sup-
port forthe lengihofyour warranty

5. Onite Repa Dves 0N Cost

Even with theprinte,ak if someane can come t your hom
orpairit

40.Did you ask i all ofthe peripherals are compatibie?
Make sure thatall e parts you arebuying are frendly with cach
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7. Cost:

25.Type ofprinter: [ Inkiet (] Laserjet
Aninkjet printer isess expensive at purchase tne, but aser
printer proves cheaper ver the long term becanse it uses toner car-
rdges, which last much longer than nk cateklges purchased for the
inkjet. However, thatonly proves e ifyore dong alarge volume
of pining. Most individuals opt for an nk et printer and most busi-
nesses purchase a laserjet.

29. Features: [ Color [ Black & White Only.

0 FaxCopy [ Scanner
You will choose features based on your specifc needs. A color printer
and scanner might be helpful f you decide to do something like a fam-
ly newsletter or making your own greeting cards. Color s definitely
fun f you're printing from a website or want to print petures. With a
color printer, you have (o purchase both a black ink cartridge and a
color ik cartridge. Be prepared; cartridges can be pricey.

30. Paper Loading: [ Top ] Front
It important to note whether the printer is front or top loading so
you can arrange your workspace accordingly:

31. Wireless: OYes [ONo
Some newer printers don' require  cable between computer
and printer.

2. Number of Pages Printed per Minute:
Ifyou are anticipating a ot of printng, how quickly the printer works
may be quite important to you.

3. Number of Pages Printed per Ink Cartridge:
Thi

s an important issue, 1 have a student who was interested in hay-
asmall portable printer. She was unpleasantly surprised when her
ik cartrdge ran out afte fewer than 50 pages were printed and a
R b e
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This is the most common ook for the mouse arrow. In
this form it tells the computer where to take an

action. When you move the mouse arrow, you need to
be sure that the point of the arrow is on whatever you
want to click on.

When you move the mouse arrow into a text area, it
changes into an kbeam. This shape can be positioned
easily between letters or numbers to mark where you
want to make editing changes. This shape can be
referred to as the cursor.

This round spinning ball indicates that the computer
i busy performing a task. You shouldn't use the
keyboard or the mouse untilthe clock changes back
toan arrow.

(5 @ ~ »

‘Ahand with the index finger pointing indicates that if
You press the mouse button, more information will
become available. This configuration is seen often
when you're on the Intemet. It is the finger of the hand
that must be on the item desired—just as itis with
the point of the arrow.
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specifiealy about telephone technical support. A lot of questions or
problems can be answered by a telephore call 0. technician.
Youshould be geting free suppor for the length of your warranty;
whether you have a problem wi

tion about how to use the mac

hyour computer or you have a ques-

Ifthe manufacturer, not the store, provides the technical support, ask
‘our salesperson for the technical repair number of the manufactur-
ers youare considering, When you are home, call the number and see
how long it takes for you to speak 0 a technician. I've been on hold
with some for over 20 minutes. This could be a deciding factor in
deternining which computer you purchase.

22. 0nSite Repair: OYes ONo Cost:
an someone come to your home to repair your computer? How much
will it costfit s still under warranty? What i the warranty has expired?

23.0nSite Insallation: [ ¥es []No Cost:
Can someone come to your house to nstal your system?
(SOFTWARE
24. Operating System:

Preinstalled Software:

Note the operating system in your computer (Windows Vista, XP,
Mac OSX, other) and any preinstalled application software.

25. Additional Software:

Cost

Additional Software: Cost:
Youmay want o buy word-processing software or some other soft-
ware based on your interest. We talk sbout this choice in Chapier 5.

26. Brand Name & Model:

Include any numbers that follow the brand name—they will ndicate:
PREa
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Here is a quick guide to get you up and running with Soltaire
(or opening a new folder for Mac users).

1f you are using a PC
TO ACCESS SOLITAIRE:
+Turn on the computer and walt for it to varm up.
« Move the mouse arrow to the Start button and click.
* Move the mouse arrow up to Programs and across to Games.
« Move the mouse arrow across Games and onto Solitar
then click once. Have fun!

TO SHUT DOWN:
* Close the Solitaire window and any other windows that are open.

* Move the mouse arrow to the Start button and click.
* Move the mouse arrow up to the words Tum Offor

‘Shut Down and clck.
* You may need to move the mouse to OK or Yes and clck once...

If you are using a Mac
TO OPEN A FOLDER:

* Tum on computer and wat for it to warm up.
« Click on File n the Menu Bar:

« Click on New Folder.

* Doubleclick on the new Untitled Folder.

TO CLICK AND DRAG:

* Move mouse onto the words Untitled Folder.

* Depress the mouse and keep t depressed as you move (or drag) the
window around the screen.

TO SHUT DOWN:
* Close the Untitled Folder and ay other windows that are open.
* Move your mouse armow to the @ in the top left comer and click once.
* Move the mouse arrow to the words Shut Down and click once.

+ Move the mouse to Shut Down In the small window and cick once.
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1. Do you want to be able to use your computer
anywhere?

2.Do you want a large sereon?
5.Do you need a standard-size keyboard?
4. Do you have a very limited amount of space at home?
5. Do you want to spend as litle as possible for.
a8 much speed and power as you can get?
6. Do you havo a bad back and shouldn't carry.
anything heavy?

P ——
Copsaq  dopseq Zdowe) ey
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Pros

Cons
Macs Macs
« il considered more userriendly * more expensive, but prices are dropping
« great senice record * not always compatible with nonMac software
* used most by graphic designers * software can be delayed
PCs PCs
* less expensive « design s still catching up to the Mac
« software hits the market frst * operating system is more vulnerable to

« more brands available viruses
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Mac Apple PC

brand of personal synonym for a Mac personal
computervith a computer; used as.
unique operating aname for any
system computer other

Shans Bllas

‘Windows

Vista or XP

the operating
systems currently
used on most PCs
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D
rol. But generally speaking, control will come with pracice.

16. Notes on Keyboard:
Note the feel of the keyboard. Do the keys feel mushy? Are they too.
resistant? Or are they just ight?

17. How Will It Fitin Your Workspace?
Take notes on how you picture your computer system in your hom

15. Warranty:

The length of the warranty wil be in months. What parts fall under
waranty?
19. Extended Warranty: Cos

I's more than likely that the computer tore where you make your
purchase will offer you an extended warranty. This is an agreement
with the store or mailorder company, not the manufacturer. The.
agreement s valid only ifthe store i il operational for the duration
ofthe extended warranty—a good reason o make sure you are shop-
ata reputable store. Because asingle repair on a computer can
run into the hundreds of dollars, consider a warranty.

20. Money Back Guarantee: [] Yes [ No
This may be an agreement with the manufacturer that you have a cer-
number of days to return the machine—kind ofike thefemon Law
Beware: Some manufacturers will ot exchange a computer evenifitis
defective. They may only offer to repai the machine. In tha case you
may want to engage your eredit card company as an advocate for you
O, before contacting the manufacturer, call the store you purchased it
from and ask if it is willing to exchange the defective computer:

1. Technical Support: OYes ONo
This is crucial. You want to make sure that the store or mail-order com-
pany you purchase from has technical support. The last thing you want
A A SRS S R A S R R Ry
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DV from your compuer.

11. Number of USB ports:

USIB stands for “Universal Serial Bus." I is today's most commonly
used type of computer port to plug n a mouse, keyboard, printer, or
scanner. You want o be sure your computer has at least two USB.
ports. With one USB port you can purchase a USB hub, which offers.
additional USB ports off o the hub, but a computer with additional
USEB ports would be preferred.

12. Ethenet: DOv¥es [No

This portis used to connect your computer o an external DSL or
cable modem for a high-speed Internet connection. An Ethenet port
lookslike a regular phore jack, but i is slghtly wider. Evenif you
arent interested in a high-speed Intemet connection at the moment,
you'l want your computer to have the option for it down the road.

13, Wireless Network Card: [ Yes  [] No

Awireless network card allows your computer to connect o the
Internet without needing to be plugged into anything. I works in
similar fashion to a cell phone, which doesn't need to be plugged into
a phone jack. Again, evenifthis technology doesn' interest you now,
you want o keep your uture options open.

14. Speakers Included: O¥es [No

15. Type of Mouse: NotesonFeel:
Ifyou are buging a desktop, it will come with astandard mouse. I
you are buying alaptop, note which kind of mouse it comes with
(touch pad or touch point).Jot down some notes on the feel of each.
Remember, you can't be expected to master the mouse at this point,
but you wil have an impression of how t fecls. s the mouse posi-
toned in a place that seems easy o access or s your hand cramped
R e T e T e
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