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 Discovering Computers Preface xi

The Shelly Cashman Series® offers the finest textbooks 
in computer  education. We are proud of the fact that the 
previous seventeen editions of this textbook have been 
the most widely used in computer education. With this 
edition of Discovering Computers we have implemented 
significant improvements based on current computer 
trends and comments made by instructors and students. 
Discovering Computers: Technology in a World of 
Computers, Mobile Devices, and the Internet continues 
with the innovation, quality, and reliability you have come 
to expect from the Shelly Cashman Series.

In Discovering Computers: Technology in a World of 
Computers, Mobile Devices, and the Internet you will find 
an educationally sound, highly visual, interactive, and easy-
to-follow pedagogy that, with the help of animated figures, 
relevant video, and interactive activities in the e-book, 
presents an in-depth treatment of introductory computer 
subjects. Students will finish the course with a solid 
understanding of computers, how to use computers, and how 
to access information on the Web. 

objectives of this Text, e-book,  
and CourseMate Web site
Discovering Computers: Technology in a World of Computers, 
Mobile Devices, and the Internet is intended for use 

as a stand-alone solution or in combination with an 
applications, Internet, or programming textbook in a  
full-semester introductory computer course. No experience 
with computers is assumed. The objectives of this offering 
are to:

• Present the most-up-to-date technology in an  
ever-changing discipline

• Give students an in-depth understanding of why computers 
are essential in business and society

• Teach the fundamentals of and terms associated with 
computers and mobile devices, the Internet, programs 
and apps, and digital safety and security 

• Present the material in a visually appealing,  
interactive, and exciting manner that motivates  
students to learn

• Provide exercises, lab assignments, and interactive  
learning activities that allow students to learn by  
actually using the computer, mobile devices and  
the Internet

• Present strategies for purchasing desktop computers, 
mobile computers, and mobile devices

• Provide alternative learning techniques and reinforcement 
via the Web

• Offer distance-education providers a textbook with  
a meaningful and exercise-rich digital learning 
 experience

Hallmarks of Discovering  
Computers
To date, more than six million students have learned about 
computers using Discovering Computers. With the Web 
integration and interactivity, streaming up-to-date audio 
and video, extraordinary step-by-step visual drawings and 
photographs, unparalleled currency, and the Shelly and 
Cashman touch, this book will make your computer concepts 
course exciting and dynamic. Hallmarks of Shelly Cashman 
Series Discovering Computers include:

A proven pedagogy
Careful explanations of complex concepts, educationally-
sound elements, and reinforcement highlight this proven 
method of presentation.

A visually Appealing book that  
Maintains student Interest
The latest technology, pictures, drawings, and text are 
combined artfully to produce a visually appealing and   

easy-to-understand book. Many of the figures include a  
step-by-step presentation, which simplifies the more 
 complex computer concepts. Pictures and drawings 
reflect the latest trends in computer technology. This 
combination of pictures, step-by-step drawings, and  
easy-to-read text  layout sets the standard for computer 
textbook design.

latest Technologies and Terms
The technologies and terms your students see in Discovering 
Computers are those they will encounter when they start 
using computers. Only the latest application software is 
shown throughout the book. 

Web Integrated
This book uses the Web as a major learning tool. The 
purpose of integrating the Web into the book is to 
(1) offer students additional information and currency 

Preface
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Distinguishing features
Discovering Computers: Technology in a World of Computers, 
Mobile Devices, and the Internet includes a variety of 
 compelling features, certain to engage and challenge 
students,  making learning with Discovering Computers an 
enriched  experience. These compelling features include:

• Strong Content. Based on market research and 
in-depth assessment of organization and each chapter’s 
content, Discovering Computers has been restructured 
and reorganized to improve retention of material and 
promote transference of knowledge. The text’s visually 
engaging presentation showcases current technology 
as well as course fundamentals in order to reinforce 
classroom and real world applications.

• Balanced Presentation. The print book provides 
students only with what they really need to know to be 
successful digital citizens in the classroom and beyond. 
The media-rich ebook addresses timely content, such 
as statistics, trends, prices, models, and expands on the 
print, with content appropriate for Computing majors. 
Students and instructors can choose to utilize this 
digital-only content, empowering each to fit the content 
to their specific needs and goals for the course.

• Thematic Approach. Chapter boxes, marginal 
elements, and accompanying digital-only content are 
linked by common themes to facilitate class discussions 
and help students make connections. These connections 
shed light on the integral role technology plays in 
business and society.

• Media Engagement. Enrichment content is available 
only in the e-book to enhance student knowledge and 
understanding through links to content and interactive 
media embedded at locations most appropriate for 
learning. Developed by the authors, activities providing 
deeper understanding and encourage learning by doing 
as well as offer practical skill development.

• Reinforcement and Support. End-of-chapter student 
assignments, along with the accompanying CourseMate 
web site, offer students an exceptional learning solution 
in addition to significant practice opportunities in the 
form of study guide materials, flash cards, practice tests 
and critical thinking opportunities.

xii Preface Discovering Computers

on important topics; (2) use its interactive capabilities 
to offer  creative reinforcement and online quizzes; 
(3) make available alternative learning techniques with 
Web-based learning games, practice tests, and interactive 
labs; (4) underscore the relevance of the Web as a basic 
information tool that can be used in all facets of society; 
(5) introduce students to doing research on the Web; 
and (6) offer instructors the  opportunity to organize and 
administer their traditional campus-based or distance-
education-based courses on the Web using various learning 
management systems.

extensive end-of-Chapter student Assignments
A notable strength of Discovering Computers is the extensive 
student assignments and activities at the end of each chapter. 
Well-structured student assignments can make the difference 
between students merely participating in a class and students 

retaining the information they learn. End-of-chapter student 
assignments include the following: 

• Study Guide exercises reinforce material for the exams
• Key Terms pages review chapter terms
• Checkpoint exercises test knowledge of chapter concepts
• How To — Your Turn exercises require that students 

learn new practical skills 
• Problem Solving exercises require that students seek 

solutions to practical technology problems
• Internet Research exercises require that students search 

for information on the web
• Critical Thinking exercises challenge student assessment 

and decision-making skills
• Beyond the Book exercises expand understanding of 

chapter animations, boxes, figures, mini features, social 
media posts, and third-party links and videos through 
thought-provoking questions
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 Discovering Computers Preface xiii

Instructor resources
The Instructor Resources include both teaching and testing 
aids. 

Instructor’s Manual Includes lecture notes summarizing 
the chapter sections, figures and boxed elements found in 
every chapter, teacher tips, classroom activities, lab activities, 
and quick quizzes in Microsoft Word files.

Syllabus Easily customiz-
able sample syllabi that cover 
policies, assignments, exams, 
and other course information.

Figure Files Illustrations for 
every figure in the textbook 
in electronic form. Figures 
are provided both with and 
 without callouts. 

Solutions to Exercises  
Includes solutions for all 
end-of-chapter student 
 assignments. 

PowerPoint Presentations — Course Presenter A one-
click-per-slide presentation system that provides PowerPoint 
slides for every subject in each chapter. Course Presenter 
provides consistent coverage for multiple lecturers.

Test Bank & Test Engine Test banks include 220 questions 
for every chapter, featuring objective-based and critical think-
ing question types, and including page number references and 
figure references, when appropriate. Also included is the test 
engine, ExamView, the ultimate tool for your objective-based 
testing needs.

Printed Test Bank A Rich Text Format (.rtf) version of the 
test bank that you can print.

Test Out/Final Exam Objective-based exam that can be 
used to test students out of your course, or as a final examina-
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at the beginning and the end of the semester to measure 
 student progress. 

Computer Concepts 
CourseMate
The Computer Concepts 
CourseMate for Discovering 
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concepts text in the market 
today! The content in the 

CourseMate solution is integrated into each page of the 
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learning techniques. Integrating the Computer Concepts 
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engaged and involved in the learning experience.
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integrated, multi-media rich and interactive digital book, 
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the CourseMate EngagementTracker, making it easy to 
assess students’ retention of concepts. This digital solution 
encourages students to take learning into their own hands 
and explore related content on their own to learn even more 
about subjects in which they are  especially interested.

All of these resources on the Computer Concepts 
CourseMate for Discovering Computers enable students to 
get more comfortable using technology and help prepare  
students to use the Internet as a tool to enrich their lives.
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Visual Walkthrough of the Book

  Current. Relevant. Innovative.
  Teaching the Significance of Today’s Digital World.

Initial Chapter Figure
The first figure in each chapter provides 
an engaging overview of the major 
purpose of the chapter.
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HOW TO 1-1 

Interact with a Touch Screen
You usually can interact with a touch screen using gestures. A gesture is a motion you make on a touch screen with the tip of one or more 
 fingers or your hand. Touch screens are convenient because they do not require a separate device for input. Tablets and smartphones typically 
have touch screens. 

The table below presents common ways to interact with a touch screen.

 In addition to the motions listed in the table, what other motions do you think a touch screen should support?

Touch Screen Gestures

Motion Description Common Uses

Tap Quickly touch and release one finger one time. Activate a link (built-in connection)

Press a button

Run a program or app

Double-tap Quickly touch and release one finger two times. Run a program or app

Zoom in (show a smaller area on the screen, so that 
 contents appear larger) at the location of the double-tap

Press and hold Press and hold one finger to cause an action to 
occur, or until an action occurs.

Display a shortcut menu (immediate access to allowable 
actions)

Activate a mode enabling you to move an item with one 
finger to a new location

Drag, or slide Press and hold one finger on an object and then 
move the finger to the new location.

Move an item around the screen

Scroll

Swipe Press and hold one finger and then move the 
 finger horizontally or vertically on the screen.

Scroll

Display a bar that contains commands on an edge of the 
screen

Stretch Move two fingers apart. Zoom in (show a smaller area on the screen, so that 
 contents appear larger)

Pinch Move two fingers together. Zoom out (show a larger area on the screen, so that 
 contents appear smaller)

© Cengage Learning

CONSIDER THIS

If the slate tablet has no keyboard, how do you type on it?
You can use your fingers to press keys on a keyboard that appears on the screen, called an on-screen keyboard, or you 
can purchase a separate physical keyboard that attaches to or wirelessly communicates with the tablet.
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Interactive e-Book 
Activity Icon
Several elements in each chapter 
are interactive learning activities 
in the e-book and are identified 
by this icon or by blue text.

Consider This 
features provide readers with 
critical thinking opportunities. How To

features enable readers to learn 
new practical skills
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messaging

email

email

messaging

social
media

camera

chat

video

calendar

music

video

weather

games

shopping

photo

wireless
connection

wireless
connection

maps

Internet

shopping social media

photo

wireless
connection

Internet

Figure 1-1 Technology is an integral part of life at school, home, and work.
© iStockphoto / BlueJeanImages; © iStockphoto / elkor; © iStockphoto / svetikd; © Avava / Dreamstime.com; © Zai Aragon / Shutterstock.com
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Chapter Opener
Chapter Opening Objectives 
familiarize students with the 
material in each chapter.

I use computers, mobile devices, and the Internet to do homework, look up 
information, check email, play games, post updates, talk to friends, upload photos, 
sync music, and so much more! So, why am I in this class? What more could I 
possibly learn?” 

True, you may be familiar with some of the material in this chapter, but do you know . . .

When to use a swipe and a pinch? 

 How to ease eyestrain while working on a computer or mobile  device? 

Why some educators shun some wikis as valid sources of research?

 Who helped build the first desktop and was on the cover of Time by age 26?

How to use a public Wi-Fi hot spot safely?

What steps occur after you place an online order?

 How a GPS knows where you are all the time?

When you would use a blog and a wiki?

Which features make your kitchen appliances smart?

 How the health care industry relies on computers, mobile devices, and related technologies?

 Which health and fitness apps would fit your lifestyle best?

Why some of the text in this book is blue?

How to sign up for Computer Concepts CourseMate?

 Why you should ‘like’ the Discovering Computers page on Facebook and ‘follow’ it on Twitter?

For these answers and to discover much more information essential to this course, read this chapter and visit the associated 
Computer Concepts CourseMate at www.cengagebrain.com.

“

Introducing  
a World of  
Technology

Digital Literacy 1

Technology 
 provides access to 
the digital world 
around you.

© Andre Blais / Shutterstock.com; © iStockphoto / Sebastien Cote; © DeiMosz / Shutterstock.com;  
Microsoft; © iStockphoto / Oleksiy Mark; © iStockphoto / pixelfit
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A World of Technology

In the course of a day, you may . . . complete a homework assignment and watch a streaming 
video on your laptop, flip through news headlines and refill a prescription on your tablet, search 
for directions and the local weather forecast on your smartphone, book a flight and create a 
shipping label using your office computer, and listen to your favorite songs on a portable media 
player. These and many other technologies are an integral part of everyday life: at school, at 
home, and at work (Figure 1-1).

Technology can enable you to more efficiently and effectively access and search for 
 information; share personal ideas, photos, and videos with friends, family, and others; commu-
nicate with and meet other people; manage finances; shop for goods and services; play games 
or access other sources of entertainment; keep your life and activities organized; and complete 
business activities.

Because technology changes, you must keep up with the changes to remain digitally literate. 
Digital literacy involves having a current knowledge and understanding of computers, mobile 
devices, the Internet, and related technologies. This book presents the knowledge you need to 
be digitally literate today.

As you read this first chapter, keep in mind it is an overview. Most of the terms and concepts 
introduced in this chapter will be discussed in more depth later in the book.

After completing this chapter, you will be able to:
 1 Differentiate among laptops, tablets, desktops, and servers

 2 Describe the purpose and uses of smartphones, digital cameras, portable media players, e-book readers, 
and game devices

 3 Describe the relationship between data and information

 4 Briefly explain various input options (keyboards, pointing devices, voice and video input, and scanners), 
output options (printers, displays, and speakers), and storage options (hard disks, solid-state drives, USB 
flash drives, memory cards, optical discs, and cloud storage)

 5 Differentiate the Internet from the web, and describe the relationship among the web, webpages, 
websites, and web servers

 6 Explain the purpose of a browser, a search engine, and an online social network

 7 Briefly describe digital security risks associated with viruses and other malware, privacy, your health, and 
the environment

 8 Differentiate between an operating system and applications

 9 Differentiate between wired and wireless network technologies, and identify reasons individuals and 
businesses use networks

 10 Discuss how society uses technology in education, retail, finance, entertainment, health care, travel, 
government, science, publishing, and manufacturing

 11 Identify technology used by home users, small office/home office users, mobile users, power users, and 
enterprise users 

Objectives

© Andre Blais / Shutterstock.com
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Mini Feature
throughout the text explore 
various real world topics to 
deepen concept understanding. 

10	 Chapter 1 Digital Literacy

CONSIDER THIS

Are digital cameras, portable media players, e-book readers, and handheld game devices becoming 
obsolete because more and more smartphones and tablets include their functionality?
True, many smartphones and tablets enable you to take and store photos; store, organize, and play or view your digital 
media; read e-books; and play games. This trend of computers and devices with technologies that overlap, called 
convergence, means that consumers may need fewer devices for the functionality that they require.

Still, consumers often purchase separate stand-alone devices (i.e., a separate digital camera, portable media 
player, etc.) for a variety of reasons. The stand-alone device (i.e., a digital camera) may have more features and 
functionality than the combined device offers (i.e., a smartphone). You might want to be able to use both devices at 
the same time, for example, send text messages on the phone while reading a book on an e-book reader. Or, you 
might want protection if your combined device (i.e., smartphone) breaks. For example, you still can listen to music on a 
portable media player if your smartphone becomes nonfunctional.

Living	Digitally	–	Gaming
Video gamers spend billions of dollars each year making 
the most of their downtime with game consoles and 
devices. With outstanding 3-D graphics and challenging 
gameplay, nearly three-fourths of U.S. households own 
game hardware and software/apps. The popularity is 
due, in large part, to the social aspect of gathering fami-
lies and friends to play together as a group or online 
with each other and those around the world.

Game Accessories and Input Techniques
The more popular game consoles work with a wide 

variety of accessories and input techniques for directing 
movements and actions of on-screen players and 
objects, some of which are described below and shown 
in the images to the left:

• Gamepads: Holding the gamepad with both hands, 
press buttons with your thumbs or move sticks in 
various directions to trigger events.

• Air gestures: Moving your body or a handheld 
device in predetermined directions through the air, 
you may need at least six feet of open space to 
 accommodate your motions.

• Voice commands: Speaking instructions toward the 
game console, ensure no background noise is in the 
room, or use a headset.

• Fitness accessories: Working with fitness 
 accessories, such as balance boards and resistance 
bands, you can make fitness fun and functional.

Games
Gamers have several options available for 

purchasing games for game consoles. They can (1) 
purchase or rent discs or other media that contain 
games; (2) download games, or transfer them from 
online stores, to a game console; or (3) sign up for 
cloud gaming services that stream games, or transfer 
games on demand. 

For tablets and smartphones, you can download 
games from an app store to your mobile computer or 
device. Games are the most popular downloaded app 
category. Two of the major factors for this attractiveness 
are price, for many of the games can be downloaded at 
no or little cost, and impressive, fast graphics that draw 
users into the action.

The wide variety of categories offers a gaming 
experience for practically everyone. Numerous games 
are available in each genre (some of these games are 
shown on the next page).

• Action and adventure: Characters move through 
their world by running, jumping, and climbing in an 
attempt to reach the next level of play and eventually 
defeat a villain or rescue a prisoner.

• Education: Engaging and entertaining puzzles and 
problems present practical instruction and possible 
assessment to teach skills and concepts that are 
 applicable in real-world circumstances.

• Music and fitness: Individuals and groups 
improve their physical and mental fitness while 
engaging in athletic competitions, aerobics, 
dance, and yoga.

• Puzzle and strategy: Players use their skills and 
intelligence to solve problems, generally with the 
goal of moving objects to create a pattern.

• Racing and sports: Athletes and drivers strive to 
complete a course or to cross a finish line in record 
time. 

• Role-playing: Gamers assume the role of a  character 
and experience adventures while on a major quest.

• Simulation: Players control an activity in a 
 simulated situation, such as piloting an airplane 
or playing an instrument in a rock band.

The Entertainment Software Rating Board (ESRB) 
assigns ratings to provide guidance of a game’s  
age-appropriateness and content. 

MINI FEaTURE 1-1

© iStockphoto / Florea Marius 
Catalin; © iStockphoto / Brandon 
Alms; © iStockphoto / Lee Pettet; 
© iStockphoto / Craig Veltri;  
© Courtesy of DDR Game
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NOW YOU KNOW

Be sure you understand the material presented in the sections titled Computers, Mobile and Game Devices, and 
Data and Information, as it relates to the chapter objectives.
You now should know . . .

• Which type of computer might be suited to your needs (Objective 1)

• Why you would use a smartphone, digital camera, portable media player, and an e-book reader, and which game 
software/apps you find interesting (Objective 2)

• How to recognize the difference between data and information (Objective 3)

• When you might use the various methods of input, output, and storage (Objective 4)

  Quiz Yourself Online: Check your knowledge of related content by navigating to this book’s Quiz Yourself 
resource on Computer Concepts CourseMate and then tapping or clicking Objectives 1–4. 

The Internet

The Internet is a worldwide collection of computer networks that connects millions of 
 businesses, government agencies, educational institutions, and individuals (Figure 1-25). The 
Internet provides society with access to global information and instant communications. 

Businesses, called Internet service providers (ISPs), offer users and organizations access to the 
Internet free or for a fee. By subscribing to an ISP, you can connect to the Internet through your 
computers and mobile devices. 

Today, more than two billion home and business users around the world access a variety of ser-
vices on the Internet. The World Wide Web is one of the more widely used Internet services. Other 
popular services include email, instant messaging, VoIP, and FTP (all discussed later in this chapter).

BTW
Web vs. Internet
The terms, web and 
Internet, should not be 
used interchangeably. 
The web is a service of 
the Internet.

SECURE IT 1-1

Backing Up Computers and Mobile 
Devices

Many factors, including power outages and 
hardware failure, can cause loss of data, 
instructions, or information on a computer 
or mobile device. To protect against loss, you 
should back up the contents of storage media 
regularly. Backing up can provide peace of 
mind and save hours of work attempting to 
recover important material in the event of loss.

A backup plan for computers could include 
the following:
• Use a backup program, either included 

with your computer’s operating system or 
one that you purchased separately, to copy 
the contents of your entire hard disk to a 
separate device.

• Regularly copy music, photos, videos, 
 documents, and other important items to a 
USB flash drive, external hard disk, or DVD.

• Subscribe to a cloud storage provider.

• Schedule your files to be backed up regularly. 

Backup plans for mobile devices are less 
specific. Apps for backing up your smartphone 
or tablet’s content are available. You also can 

back up a mobile device to your computer’s 
hard disk using synchronization software 
that runs on your computer (synchronization 
software is discussed later in this chapter). 
Some mobile device manufacturers, such as 
Apple, provide cloud storage solutions to 
owners of their devices. Other services allow 
subscribers to use a friend’s computer as a 
backup storage location. 

Overall, the best advice is to back up often 
using a variety of methods.

 Do you back up files regularly? If not, 
why not? What would you do if you had 
no backup and then discovered that your 
computer or mobile device had failed?

cloud storage
provider

Courtesy of Western Digital Corporation; © iStockphoto / Stephen Krow; © Cengage Learning
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Secure IT
features allow students 
to broaden their 
knowledge with details 
regarding security issues 
they will face. 
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CONSIDER THIS

How do you know if a program will run on your computer?
When you buy a computer, the box, the manufacturer’s website, or the order summary will list the computer’s 
specifications. Similarly, when you buy software, the software box or the product’s website will list specifications and 
minimum requirements for memory, speed, and more. Your computer’s specifications should be the same as or greater 
than the software specifications. Ensure the software will run on your computer before making a purchase, because 
many retailers will not allow you to return software. 

Developing Programs and Apps
A software developer, sometimes called an application developer or computer programmer, is 

someone who develops programs and apps or writes the instructions that direct the computer 
or mobile device to process data into information. When writing instructions, a developer must 
be sure the program or app works properly so that the computer or mobile device generates the 
desired results. Complex programs can require thousands to millions of instructions.

Software developers use a programming language or program development tool to create 
computer programs and apps. Popular programming languages include C++, Java, JavaScript, 
Visual C#, and Visual Basic. Figure 1-29 shows some of the Visual Basic instructions a 
 programmer may write to create a simple payroll program.

Figure 1-29 
A developer writes 
instructions using Visual 
Basic (a) to create the 
Payroll Information 
window shown here (b).
© Cengage Learning

NOW YOU KNOW

Be sure you understand the material presented in the sections titled The Internet, Digital Security and Safety, and 
Programs and Apps, as it relates to the chapter objectives.
You now should know . . .

• Why webpages use links (Objective 5)

• How you could use a browser to display a webpage and how to perform a basic web search (Objective 6)

• What risks you are exposed to as a result of your technology use and how you can minimize those risks (Objective 7)

• How to recognize an operating system and which programs and apps you might find useful (Objective 8)

  Quiz Yourself Online: Check your knowledge of related content by navigating to this book’s Quiz Yourself 
resource on Computer Concepts CourseMate and then tapping or clicking Objectives 5–8.

(a)

(b)
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Input
Users have a variety of input options for entering data into a computer, many of which involve 

using an input device. An input device is any hardware component that allows you to enter 
data and instructions into a computer or mobile device. The following sections discuss common 
input methods.

Keyboards A keyboard contains keys you press to enter 
data and instructions into a computer or mobile device 
(Figure 1-12). All desktop keyboards have a typing area 
that includes letters of the alphabet, numbers, punctua-
tion marks, and other basic keys. Some users prefer a 
wireless keyboard because it eliminates the clutter of a 
cord. 

Keyboards for desktops contain more keys than 
keyboards for mobile computers and devices. To provide 
the same functionality as a desktop keyboard, many of 
the keys on mobile computers and devices serve two 
or three purposes. On a laptop, for example, you often 
use the same keys to type numbers and to show various 
areas on a screen, switching a key’s purpose by pressing 
a separate key first. 

Figure 1-12 Users 
have a variety of 
keyboard options. 
© skyfotostock / Shutterstock.com;  
© Africa Studio / Shutterstock.com; 
© iStockphoto / kycstudio;  
© iStockphoto / MorePixels;  
Courtesy of Virtek, Inc.

Figure 1-13 A mouse and a touchpad. 
© iStockphoto / PhotoTalk; © iStockphoto / Michael Bodmann

BTW
Mobile Computer Input
If you prefer a desktop 
keyboard to a laptop’s 
keyboard or a tablet’s 
on-screen keyboard, 
you can use a desktop 
keyboard with your 
mobile computer. 
Likewise, if you prefer 
using a mouse instead 
of a touchpad, you can 
use a mouse with your 
mobile computer.

mouse

touchpad

Instead of a physical keyboard, users also can enter data via an on-screen 
keyboard or a virtual keyboard, which is a keyboard that projects from a 
device to a flat surface.

Pointing Devices A pointing device is an input device that allows a user to 
control a small symbol on a screen, called the pointer. Desktops typically use 
a mouse as their pointing device, and laptops use a touchpad (Figure 1-13). 

A mouse is a pointing device that fits under the palm of your hand 
 comfortably. With the mouse, you control movement of the pointer and send 
instructions to the computer or mobile device. Table 1-1  identifies some of 
the common mouse operations. Like keyboards, some users prefer working 
with a wireless mouse. 

A touchpad is a small, flat, rectangular pointing device that is  sensitive to 
pressure and motion. To control the pointer with a  touchpad, slide your 
 fingertip across the surface of the pad. On most touchpads, you also can tap 
the pad’s surface to imitate mouse  operations such as clicking.

laptop keyboard

on-screen keyboard mini keyboard

desktop keyboard

virtual keyboard
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Now You Know
feature provides assessment 
opportunity and integrates 
directly to chapter learning 
objectives to assess learning 
outcomes. 

By The Way (BTW) 
marginal elements assist 
readers in broadening their 
knowledge. 
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Ethics and Issues
boxes raise controversial, 
computer-related topics, 
challenging readers to carefully 
consider general concerns of 
computers in society.

8	 Chapter 1 Digital Literacy

Digital Cameras
A digital camera is a device that allows you to take 

photos and store the photographed images digitally 
(Figure 1-7). While many digital cameras look like a 
traditional camera, some are built into smartphones and 
other mobile devices.

Digital cameras typically allow you to review, and 
sometimes modify, images while they are in the camera. 
You also can transfer images from a digital camera to a 
computer, so that you can review, modify, share, orga-
nize, or print the images. Digital cameras often can con-
nect to or communicate wirelessly with a computer, a 
printer, or the Internet, enabling you to access the pho-
tos on the camera without using a cable. Some also can 
record videos. Many digital devices, such as smartphones 
and tablets, include an integrated digital camera.

Portable Media Players
A portable media player, sometimes called a  personal 

media player, is a mobile device on which you can store, 
organize, and play or 
view digital media 
(Figure 1-8). Digital 
media includes music, photos, and videos. Portable media 
 players enable you to listen to music, view photos, and watch 
videos, movies, and television shows. With most, you transfer 
the digital media from a computer (or the Internet, if the device 
is Internet capable) to the portable media player. 

Internet Research
What is a digital SLR  
camera?

Search for: digital slr 
camera introduction

Figure 1-7 With a digital camera, 
you can view photographed images 
immediately through a small screen on 
the camera to see if the photo is worth 
keeping.
© iStockphoto / Oktay Ortakcioglu; © iStockphoto /  
Oktay Ortakcioglu; © Louis Bourgeois / Shutterstock.com

Figure 1-8 Portable media players, such as the iPod shown here, 
typically include a set of earbuds.
© iStockphoto / Sebastien Cote

earbuds

       ETHICS & ISSUES 1-1

Do Text Messages Affect 
Writing Skills?
When you send text messages, the goal is to 
communicate the most amount of informa-
tion using the fewest words and characters. 
This type of rapid-fire communications places 
a higher priority on brevity and speed than 
spelling, capitalization, and punctuation. 
Educators wonder about the effect that text 
messages might have on the writing habits 
and grammar skills of today’s students. Their 
use of text acronyms such as LOL (laugh out 
loud) and text abbreviations that include 
numbers, such as gr8 (for great) or 2 (for 
to, too, or two), is working its way into their 
 formal writing. While adults also use text 
acronyms and abbreviations, the concern is 

that teens and young adults use them so 
often before developing formal writing skills. 
The result could be students who are less 
able to use formal language when needed. 

Research indicates that the more text 
messages students send, the more likely 
it is that they may have difficulty with 
formal writing. On the positive side, by 
reducing a message to as few words as 
possible, students learn to present the most 
important content first, without rambling or 
exaggeration. The downside is this can lead to 
short, choppy sentences that do not connect 
with each other and a lack of supporting 
details, which are essential in formal 
writing. Other positives are that students 
are writing more than ever, and that this 

type of writing can be considered a form of 
journaling, or recording of thoughts, activities, 
and opinions. Some educators argue that rather 
than worrying about the writing style that 
students use in their text messages, they should 
focus on helping students distinguish between 
formal and informal communications, and what 
is appropriate in each.

Does the use of text messages make 
 students less likely to perform well in 
 formal writing assignments? Why or why 
not? Should teachers allow students to use 
text acronyms and abbreviations in formal 
writing? Why or why not? Do text messages 
have any positive impact on communica-
tions skills? Why or why not?

Internet Research
What are popular portable 
media players?

Search for: portable media 
players
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NOW YOU KNOW

Be sure you understand the material presented in the sections titled Communications and Networks, Uses of 
Technology in Society, and Technology Users, as it relates to the chapter objectives.
You now should know...

• When you might use wired and wireless communications, and why you would use a network (Objective 9)

• How you would use technology in education, government, finance, retail, entertainment, health care, travel, 
 science, publishing, and manufacturing (Objective 10)

• What types of hardware, software, and communications you could use at home, school, and work (Objective 11)

  Quiz Yourself Online: Check your knowledge of related content by navigating to this book’s Quiz Yourself 
resource on Computer Concepts CourseMate and then tapping or clicking Objectives 9–11.

 Chapter Summary

Chapter 1 introduced you to basic computer concepts. You learned about laptops, tablets, 
 desktops, servers, smartphones, digital cameras, portable media players, e-book readers, and 
game devices. The chapter introduced various methods for input, output, memory, and storage. 
It discussed the Internet, browsing and searching the web, and online social networks. Next, the 
chapter introduced digital security and safety risks and precautions, along with various types of 
programs, applications, communications, and networks. The many different uses of technology 
applications in society also were presented, along with types of users. 

This chapter is an overview. Many of the terms and concepts introduced will be discussed 
 further in later chapters.

Test your knowledge of chapter material by accessing the Study Guide, Flash Cards, and 
Practice Test apps that run on your smartphone, tablet, laptop, or desktop.

Health Care
During an intramural volleyball game, you 
suffer an injury that requires a trip to an 
emergency room, which is extremely crowded. 
Upon check-in, the employee at the front 
desk uses a computer to record your personal 
data and symptoms. She also uses the com-
puter to verify that your insurance coverage is 
current and informs you of your co-payment 
amount. After waiting several minutes, a tri-
age nurse takes your temperature and blood 
pressure and then asks a series of questions 
about your symptoms. The nurse also records 
this data in a tablet and asks you to remain 
in the waiting room until someone from the 
radiology department is available to per-
form a CT scan. The radiology department is 
located in a different area of the hospital, so 
the technicians watch a computer screen that 
displays a list of patients who currently are 
waiting for their services.

About 30 minutes later, a technician calls 
your name and escorts you to the radiology 
department for your CT scan. As she is 
performing the scan, a computer records 
the images that later will be reviewed by a 

physician. When the CT scan is complete, you 
return to the waiting room until a physician 
reviews the results. Once he receives the 
results and reviews them, a hospital employee 
takes you to a consultation room. 

The physician informs you that other than 
a few bumps and bruises, he believes that 
you have sustained no permanent damage 
and prescribes medication to help ease the 
pain. He then returns to a computer at the 
nurses’ station and adds his diagnosis to the 
database that stores your medical records. He 
also sends your prescription 
electronically to the hospital’s 
pharmacy. Once discharged, 
you visit the cashier to pay 
the bill. You then use a tablet 
to sign an electronic version 
of your discharge paperwork 
so that the hospital can 
store it electronically. The 
hospital bills your insurance 
company electronically. If 
you owe a balance after the 
insurance company pays its 
portion, a computer at the 

hospital will generate a bill that will be mailed 
to you. After purchasing your medication and 
leaving the hospital, you realize that despite 
the hospital being busy, computers decreased 
the time of your visit by automating processes 
that otherwise would have been performed 
manually and reduced possible errors by storing 
all of your personal information centrally. 

 How else might computers and 
 technology be used in the health care 
 industry?

TECHNOlOGY @ WORK   
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Chapter Summary
allows another review of 
materials presented in the 
chapter to reinforce learning 
and provide additional self 
assessment opportunities.

Technology @ Work
features put chapter information 
to practical use and provide 
context within students’ lives
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Key Terms 
Before taking a test, use the 
Key Terms page as a checklist 
of terms to know.

end-of-Chapter student Assignments
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Study Guide

 1. Define the term, digital literacy. 

 2. Define the terms, computer and user.

 3. Differentiate between a desktop and a laptop. A laptop also is 
known as a(n) _____ computer.

 4. Describe a tablet.

 5.    Describe how you interact with a touch screen. 

 6. Define the term, server. What services does a server provide?

 7. Explain whether or not a mobile device is a computer.

 8. List characteristics of a smartphone.

 9. Differentiate among text, picture, and video messages.

 10. Describe the purpose of these mobile devices: digital camera, 
portable media player, e-book reader, and game console.

 11 Describe the trend of convergence and how it applies to 
mobile devices.

 12.     The ESRB provides guidelines for the _____ industry. 
Describe the rating system.

 13. Differentiate between data and information. Give an example 
of each.

 14. Define the terms, input and output. List several types of input 
devices and output devices.

 15. Describe the purpose of a pointing device. Give an example.

 16. List the hardware you can use to enter voice and video.

 17. Differentiate between memory and storage.  

 18. A computer keeps data, instructions, and information on 
_____ media. Give some examples. 

 19. Define the term, cloud storage. Describe the types of services 
offered by cloud storage providers.

 20. Describe components of a backup plan.

 21. Describe the Internet. Identify reasons people use the Internet.

 22. The _____ consists of a worldwide collection of electronic 
documents. What is each electronic document called?

 23. Differentiate between the web and the Internet.

 24. Describe the purpose of a search engine.    List two search 
engines.

 25. Explain the purpose of an online social network. What is a 
Tweet?

 26.     Name the products and/or services of Facebook and 
Twitter, with respect to technology.

 27. Explain why a company might be interested in an employee’s 
social networking profile. 

 28. Define the term, malware. List ways you can protect yourself 
from malware.

 29. List guidelines for creating a strong password.    Describe 
how online tools can determine a password’s strength.

 30. Explain physical and behavioral health risks associated with 
using computers.

 31. Define the term, green computing. Describe strategies that 
support green computing.

 32. Define the term, software. Software also is called a(n) _____.

 33. Define the terms, system software and operating system. List 
popular operating systems for computers and mobile devices.

 34.    Name the contributions of Steve Jobs and Bill Gates, with 
respect to technology. 

 35. List the steps involved in installing applications.

 36. Explain how you can determine whether a program will run 
on your computer.

 37. Define the term, communications device. List examples of 
wireless communications technologies.

 38. Define the term, hot spot. Give two examples and describe 
how each is used.

 39. Give examples of precautions you should take when using a 
public Wi-Fi hot spot.

 40. Describe how homes and businesses use networks.

 41. Explain what occurs when you synchronize computers and 
mobile devices. 

 42. Define the term, digital divide, and describe how it pertains to 
education.

 43. Describe how you might use blogs, wikis, and podcasts to 
publish content.

 44. Differentiate among the following technology user types: 
home user, small/home office user, mobile user, power user, 
and enterprise user. 

 45. Describe how technology is used in the health care industry.

The Study Guide exercise reinforces material you should know for the chapter exam. You will find 
answers to items with the  e-book icon only in the e-book appearing as blue text.

Access the Study Guide app that runs on your smartphone, tablet, laptop, or desktop by navigating to this 
book’s Apps resource on Computer Concepts CourseMate.

Instructions: Answer the questions below using the format that helps you remember best or that is required by your instructor. Possible formats 
may include one or more of these options: write the answers; create a document that contains the answers; record answers as audio or video using 
a webcam, smartphone, or portable media player; post answers on a blog, wiki, or website; or highlight answers in the book/e-book. 

You should be able to define the Primary Terms and be familiar with the Secondary Terms listed below.

Access the Flash Cards app that runs on your smartphone, tablet, laptop, or desktop by navigating to this 
book’s Apps resource on Computer Concepts CourseMate. View definitions for each term by navigating to this 
book’s Key Terms resource on Computer Concepts CourseMate. Listen to definitions for each term on your por-
table media player by navigating to this book’s Audio Study Tools resource on Computer Concepts CourseMate.

Primary Terms (shown in bold-black characters in the chapter)

Secondary Terms (shown in italic characters in the chapter)

app (26)
application (26)
browser (20)
communications device (29)
computer (4)
desktop (6)
digital camera (8)
digital literacy (2)
e-book reader (9)
game console (9)

green computing (25)
input device (12)
Internet (18)
laptop (4)
mobile device (7)
network (30)
online social network (21)
output device (14)
personal computer (4)
portable media player (8)

printer (14)
program (25)
search engine (21)
server (6)
smartphone (7)
social networking site (21)
software (25)
storage device (15)
storage media (15)
sync (32)

synchronize (32)
tablet (4)
user (4)
web (19)
web server (20)
webpage (19)
website (20)

backup (17)
blog (37)
Bluetooth (30)
camera phone (7)
click (13)
cloud storage (17)
computer-aided manufacturing (38)
convergence (10)
data (11)
desktop app (26)
digital divide (34)
double-click (13)
double-tap (5)
downloading (19)
drag (5, 13)
earbuds (9)
e-book (9)
enterprise user (39)
e-reader (9)
e-waste (24)

file (17)
gesture (5)
hard copy (14)
hard disk (15)
hardware (4)
headset (13)
home user (38)
hot spot (30)
hyperlink (20)
information (11)
input (4)
keyboard (12)
link (20)
loads (27) 
malware (23)
memory (15)
memory card (16)
microphone (13)
mobile app (26)
mobile computer (4)

mobile user (38)
mouse (12)
neural network (37)
notebook computer (4)
online (6)
on-screen keyboard (5)
operating system (25)
output (4)
passphrase (24)
personal media player (8)
picture message (7)
pinch (5)
podcast (37)
point (13)
power user (39)
press and hold (5)
printout (14)
resources (30)
right-click (13)
scanner (13)

slide (5)
small/home office user (38)
software developer (28)
solid-state drive (16)
source (32)
streaming (35)
stretch (5)
surfing the web (20)
swipe (5)
tap (5)
target (32)
text message (7)
touchpad (12)
USB flash drive (16)
user interface (27)
video message (7)
web app (26)
webcam (13)
Wi-Fi (30)
wiki (38)

Key Terms

blog (37)
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Checkpoint
Use these pages of multiple-choice, 
true/false, matching, and short 
answer exercises to reinforce 
understanding of the topics 
presented in the chapter.
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The Checkpoint exercises test your knowledge of the chapter concepts. The page number containing 
the answer appears in parentheses after each exercise. The Consider This exercises challenge your 
understanding of chapter concepts.

Complete the Checkpoint exercises interactively by navigating to this book’s Checkpoint resource on 
Computer Concepts CourseMate. Access the Test Prep app that runs on your smartphone, tablet, laptop, or 
desktop by navigating to this book’s Apps resource on Computer Concepts CourseMate. After successfully 
completing the self-assessment through the Test Prep app, take the Practice Test by navigating to this book’s 
Practice Test resource on Computer Concepts Coursemate.

Checkpoint

_____ 1. Electronic components in computers process data using instructions, which are the steps that tell the 
computer how to perform a particular task. (4)

_____ 2. Screens for desktops cannot yet support touch. (6)

_____ 3. Smaller applications, such as at home, typically use a powerful, expensive server to support their daily 
operations. (6)

_____ 4. Smartphones typically communicate wirelessly with other devices or computers. (7)

_____ 5. Data conveys meaning to users, and information is a collection of unprocessed items, which can include text, 
numbers, images, audio, and video. (11)

_____ 6. As widespread as computers appear to be, most daily activities do not involve the use of or depend on 
information from them. (11)

_____ 7. A scanner is a light-sensing output device. (13)

_____ 8. Because it contains moving parts, flash memory is less durable and shock resistant than other types of media. (16)

_____ 9. The terms, web and Internet, are interchangeable. (18)

_____ 10. One way to protect your computer from malware is to scan any removable media before using it. (23)

_____ 11. Operating systems are a widely recognized example of system software. (25)

_____ 12. You usually do not need to install web apps before you can run them. (27)

True/False Mark T for True and F for False.

Multiple Choice Select the best answer.

 1. A(n) _____ is any hardware component that allows 
you to enter data and instructions into a computer or 
mobile device. (12)

 a. output device  c. input device
 b. communications device d. display

 2. Which of the following is not an example of an output 
device? (13)

 a. scanner  c. display
 b. printer  d. speaker

 3. _____ consists of electronic components that store 
instructions waiting to be executed and the data needed 
by those instructions. (15)

 a. Storage  c. Solid-state drives
 b. Cloud storage  d. Memory

 4. A(n) _____ is removable flash memory, usually no 
bigger than 1.5 inches in height or width, that you 
insert in and remove from a slot in a computer, mobile 
device, or card reader/writer. (16)

 a. memory card  c. solid-state drive (SSD)
 b. USB flash drive  d. optical disc

 5. A computer that delivers requested webpages to your 
computer or mobile device is a(n) _____. (20)

 a. VoIP computer  c. FTP device
 b. web server  d. hard disk

 6. _____ software consists of programs designed to 
make users more productive and/or assist them with 
personal tasks. (26)

 a. System  c. Operating system
 b. Application  d. Gaming

 7. _____ uses the cellular network to enable high-speed  
Internet connections to devices with built-in 
compatible technology, such as smart phones. (30)

 a. Cellular radio  c. Wi-Fi
 b. Bluetooth  d. Hot spot

 8. A(n) _____ is a collaborative website that allows users 
to create, add to, modify, or delete the content via their 
browser. (38)

 a. podcast  c. online social network
 b. blog  d. wiki
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materials reinforce chapter 
content while study guide 
mobile app provides practice 
opportunities on the go.
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when using a computer or mobile device and then require that you determine how to 
apply these general guidelines to a specific program or situation. 

Instructions: You often can complete tasks using technology in multiple ways. Figure out how to perform the tasks described in these exercises 
by using one or more resources available to you (such as a computer or mobile device, articles on the web or in print, online or program help, 
user guides, blogs, podcasts, videos, other individuals, trial and error, etc.). Summarize your ‘how to’ steps, along with the resource(s) used, in the 
format requested by your instructor (brief report, presentation, discussion, blog post, video, or other means).

	 1 	 Use Computer Concepts CourseMate 
Computer Concepts CourseMate provides access to 
multiple resources to supplement the concepts and 
skills you are learning in this text. The following steps 
guide you through the process of signing in to Com-
puter Concepts CourseMate, navigating the website, 
and accessing various resources.

 a.  Run your browser and then navigate to  
www.cengagebrain.com.

 b.  Sign in with your CourseMate user name and 
password. If you do not have a user name, tap 
or click the link to sign up and then follow the 
instructions to obtain an account.

 c.  If necessary, add this textbook to your 
CourseMate account.

 d.  Tap or click the link to access Computer Concepts 
CourseMate.

 e. Select the desired chapter.
 f. Tap or click the resource you want to use.
 g.  When you are finished viewing the first resource, 

tap or click the next resource you want to use.
 h.  Sign out of your CourseMate account when you 

are finished viewing available resources.

Exercises
1. Summarize the process you use to sign in to your 

Computer Concepts CourseMate account.  
2. Describe each Computer Concepts CourseMate 

resource available for this book and for each chapter.
3. Which resources on Computer Concepts CourseMate 

do you feel will best help you reinforce the chapter 
content? Why?

	 2 	 Create a Facebook account, Find the 
Discovering Computers Facebook Page,  
and like It 
The Disco vering Computers Facebook page contains 
links to current events and other technology news, 
as well as relating the link to content in this book. 
The following steps guide you through the process of 
signing up for a  Facebook account, navigating to the 
Discovering Computers Facebook page, and liking 
the page.

 a.  Run your browser and then navigate to  
www.facebook.com.

 b.  Follow the steps on the Facebook webpage to 
sign up for a new account. If you already have an 
account, enter your login information and log into 
your Facebook account.

 c.  Search for the Discovering Computers Facebook 
page using the search text, Discovering Computers.

 d.  Select the Discovering Computers Product/
Service in the search results.

 e.  Click the Like button to like the page.
 f.  If your screen displays a Subscribe button, 

click it to see information from the Discovering 
Computers Facebook page in your news feed.

 g.  View the posts and click links on the page that are 
of interest to you.

 h.  When you are finished, sign out of Facebook.

Exercises
1. Summarize the process you use 

to sign up for or sign in to your 
Facebook account.  

2. Which links on the Discovering 
Computers Facebook page are of 
interest to you? Why?

3. Browse Facebook and find at least 
three other Facebook pages that 
are of interest to you. Which pages 
have you found, and why do you 
like them?

	 3 	 Create a  Twitter account, Find the  Discovering 
 Computers Twitter account, and Follow It 
The  Discovering Computers Twitter account contains 
links to current events and other technology news, as 
well as how it relates to the content in this textbook. 
The following steps guide you through the process of 
signing up for a Twitter account, navigating to the Dis-
covering Computers Twitter account, and following it.

 a.  Run your browser and then navigate to  
www.twitter.com.
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How To: Your Turn 
 b.  Follow the steps on the Twitter webpage to sign 

up for a new account. If you already have an 
account, enter your sign-in information and sign 
in to your Twitter account.

 c.  Search for the Discovering Computers Twitter 
account using the search text, DiscoveringComp.

 d.  Select the Shelly Cashman @DiscoveringComp in 
the search results.

 e.  Click the Follow button to follow the account.
 f.  View the posts and click links on the page that are 

of interest to you.
 g.  When you are finished, sign out of Twitter.

Exercises
 1. Summarize the process you use to sign up for or sign 

in to your Twitter account.  
 2. How is the Discovering Computers Twitter account 

similar to the Discovering Computers Facebook page? 
How are they different?

 3. Browse Twitter and find at least three other Twitter 
accounts to follow. Which ones have you found, and 
why do you like them?

	 4 	 Sign Up for a Microsoft account 
A Microsoft  account provides access to resources on 
several Microsoft websites. These websites include 
access to resources such as a free email account, cloud 
storage, a location to store information about your 
contacts, and an online calendar. You will need a 
 Microsoft account to complete some of the exercises 
in this book. The following steps guide you through 
the process of signing up for a Microsoft account.

 a.  Run a browser and navigate to www.outlook.com.
 b.  Click the link and follow the on-screen instructions 

to sign up for a free Microsoft account.
 c.  Browse the resources available to you in your 

Microsoft account.
 d.  If approved by your instructor, compose and send 

a new email message to your instructor stating 
that you have signed up for a Microsoft account 
successfully. 

 e.  Add your instructor’s contact information. 
Next, add contact information for at least three 
additional people.

 f.  Add your birthday to the calendar.
 g.  Edit your Microsoft account profile to add 

additional contact and work information.

Exercises
1. If necessary, navigate to and view your new  

outlook.com email account. What are some ways to 
prevent junk email using the mail settings? What is 
junk email?

2. What is SkyDrive? How much space do you have 
available on SkyDrive to post files?

3. How can you see yourself using the various features in 
your newly created Microsoft account?

	 5 	 Connect to a Wireless Network 
Wireless networks are available in many homes and 
businesses. Connecting to a wireless network can pro-
vide you with high-speed access to the Internet and 
other network resources. The following steps guide 
you through the process of connecting to a wireless 
network from a computer or mobile device.

 a.  If necessary, turn on your computer or mobile 
device and make sure wireless functionality is 
enabled.

 b.  Obtain the name of the wireless network to which 
you want to connect. Note: You should connect only 
to wireless networks for which you have permission.

 c.  On your computer or mobile device, view the list 
of available wireless networks.

 d.  Select the wireless network to which you want to 
connect.

 e.  If necessary, enter the requested security information, 
such as an encryption key or a password.

 f.  Run your browser to test your connection to the 
wireless network.

Exercises
1. Why should you not connect to a wireless network 

unless you have permission?
2. What is the name of the wireless network to which 

you connected?
3. Why might you connect to a wireless network on your 

smartphone instead of using your mobile data plan?
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How To: Your Turn 
activities enable readers to learn 
and to reinforce new practical 
skills with personally meaningful 
and applicable exercies.
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Problem Solving
personal activities call on 
students to relate concepts to 
their own lives. 
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	11.	Technology in Health Care  Your dentist is moving from a shared office so that he can open his own practice. 
He mentioned that he would like to use technology in his office that not will only improve the patient experience, 
but also make his job easier. Form a team of three people to determine the types of technology your dentist can use 
in his new office. One team member should research ways that technology can help improve patient check-in and 
billing. Another team member should research the types of technology your dentist can use while he is working with 
patients, and the third team member should research any additional technology that can be used in the office to 
improve the patient experience. Compile your findings in a report and submit it to your instructor.

	 1.	Shopping for Software You are shopping for 
software that will assist you with your home’s interior 
design. The package for the program you would like to 
purchase states that it was designed for the most recent 
version of Windows, but an older version is installed on 
your computer. How can you determine whether the 
program will run on your computer?

	 2.	  Bad Directions You are driving to 
your friend’s house and are using your 
smartphone for directions. While 
approaching your destination, you realize 
that your smartphone app instructed you to 
turn the wrong way on your friend’s street. 
How could this have happened?

	 3.	  Bank account Postings While reviewing 
your checking account balance online, you 
notice that debit card purchases have not 
posted to your account for the past several 
days. Because you use online banking

  to balance your account, you become concerned about 
your unknown account balance. What steps will you 
take to correct this situation? 

	 4.	Inaccessible Media You insert a memory card with 
digital photos from your most recent family vacation 
and discover that your computer will not read the 
memory card. What might be wrong?

	 5.	Problematic Camera After charging your digital 
camera battery overnight, you insert the battery and 
turn on the camera only to find that it is reporting 
a low battery. Seconds later, the camera shuts off 
automatically. What might be wrong?

	 6.	Discarding Old Computer Equipment Your 
company has given you a new laptop to replace your 
current, outdated desktop. Because of the negative 
environmental impact of discarding the old computer 
in the trash, your supervisor asked you to suggest 
options for its disposal. How will you respond?

	 7.	Dead Battery While traveling for business, you 
realize that you forgot to bring the battery charger for 
your laptop. Knowing that you need to use the laptop to 
give a presentation tomorrow, what steps will you take 
tonight to make sure you have enough battery power?

	 8.	Software Installation You are attempting to install 
a program on your office computer. After inserting 
the installation disc and specifying that you would 
like to begin the installation, your computer appears 
to begin installing the program. Halfway through 
the installation process, an error message appears 
stating that you must have administrative privileges to 
perform the installation. Why were you not informed 
immediately upon beginning the installation? What are 
your next steps?

	 9.	Incorrect Sign-In Credentials Upon returning to the 
office from a well-deserved two-week vacation, you turn 
on your computer. When you enter your user name and 
password, an error message appears stating that your 
password is incorrect. What are your next steps?

 10. Synchronization Error You added appointments to 
the calendar on your computer, but these appointments 
are not synchronizing with your smartphone. Your 
calendar has synchronized with your smartphone in the 
past, but it has stopped working without explanation. 
What are your next steps?

Instructions: You often can solve problems with technology in multiple ways. Determine a solution to the problems in these exercises by using 
one or more resources available to you (such as a computer or mobile device, articles on the web or in print, blogs, podcasts, videos,  television, 
user guides, other individuals, electronics or computer stores, etc.). Describe your solution, along with the resource(s) used, in the format requested 
by your instructor (brief report, presentation, discussion, blog post, video, or other means).

Collaboration

 Problem Solving The Problem Solving exercises extend your knowledge of chapter concepts by  seeking 
solutions to practical problems with technology that you may encounter at home, 
school, or work. The Collaboration exercise should be completed with a team.

Challenge yourself with additional Problem Solving exercises by navigating to this book’s 
Problem Solving resource on Computer Concepts CourseMate.

©
 iS

to
ck

ph
ot

o 
/ O

le
ks

iy
 M

ar
k

Personal Professional

C8328_Ch01.indd   50 04/02/13   7:36 PM

48	 Chapter 1 Digital Literacy

S
T
U

D
E

N
T
		

A
S

S
IG

N
M

E
N

T
S

The Internet Research exercises broaden your understanding of chapter 
 concepts by requiring that you search for information on the web. Internet Research

1  Making	Use	of	the	Web
Search	Engines	and	Research 
Sixty percent of all American adults use a search 
engine every day, according to Pew Internet, and 
they generally are pleased with the outcome of their 
research experience. In How To 1-2 and 1-3 on 
pages 20 and 21 in this chapter, you learned to use a 
browser to display a webpage and to perform a basic 
web search. 
  Using these skills, find the answers to the following  
questions. (1) Visit the Pew Internet website and 
locate the latest Search Engine Use report. What are 
three of the users’ positive search experiences? Which 
search engine is the most popular among the people 
surveyed? When was the survey conducted, and how 
many adults were surveyed? (2) Visit the CNET 
 website and read at least three reviews of products. 
Create a table listing the product name, price, editors’ 
and users’ ratings, and “bottom line” summary. (3) Use 
a search engine or research website to locate articles 
about banning mobile devices in schools. What policies 
have schools created in lieu of a total ban on this tech-
nology? How have schools  integrated mobile devices in 
the classroom as a vehicle to enhance  learning?

2   Social	Media
Historians place the birth of online social networking 
with the BBS (Bulletin Board System), where users 
communicated with a central computer and sent mes-
sages to other BBS members and also downloaded 
files and games. The next phase of social networking 
evolved when CompuServe, AOL (America Online), 
and Prodigy were among the services linking people 
with similar interests. Today’s social networks share 

many of the same basic principles by allowing mem-
bers to communicate common interests, play games, 
and share photos, videos, and music. Some of these 
social networking sites are for personal use, while 
 others are for entrepreneurs, business owners, and 
professionals to share job-related topics. 

    Compare the features of the top personal social 
networks, and create a table listing the number of 
active members in the United States and worldwide, 
the number of years the sites have existed, the more 
popular features, and the amount of content, such as 
photos, news stories, and links, that is shared each 
month. What types of advertisements are featured 
in each of these sites? Which sites are marketed 
toward younger and older users? Then, research the 
social networks used for business. How does their 
content differ from that found on the personal social 
networks? How many companies use these sites as a 
recruiting tool? How many native languages are sup-
ported? How are professionals using these websites to 
find potential clients and business partners?

3  Search	Sleuth
(1) Which magazine introduced the first microcom-
puter kit for the MITS Altair in its January 1975 

issue? (2) Which company sold 
the TRS-80, one of the more 
popular personal computers 
introduced in 1977? (3) What 
material did Douglas Engelbart 
use to  create the first mouse? 
(4) What is the code name for 
the 12 engineers who developed 
the IBM PC? (5) Who received 
the first text message in 1992? 
What was the content of this 
message? (6) Which company 
developed the first digital cam-
era? How many pounds did this 

camera weigh? (7) What is the title of Stephen King’s 
e-book that was released in 2000? (8) In which year 
did Amazon.com report that for the first time sales of 
e-books exceeded the sales of hardcover books?  
(9) What is the name of the keyboard developed in 
the 1930s with a layout designed to maximize effi-
ciency and reduce hand stress? (10) When did the 
first USB flash drive appear on the retail market? 
Which company developed this storage medium?

Instructions: Use a search engine or another search tool to locate the information requested or answers to questions presented in the exercises. 
Describe your findings, along with the search term(s) you used and your web source(s), in the format requested by your instructor (brief report, 
presentation, discussion, blog post, video, or other means).
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Internet Research
Internet Research exercises 
require follow-up research on 
the Web and suggest writing 
a short article or presenting 
the findings of the research to 
the class.
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Critical Thinking
activities provide opportunities for 
creative solutions to these thought-
provoking activities presented in each 
chapter. The Critical Thinking exercises 
are constructed for class discussion, 
presentation, and independent 
research. The Collaboration exercise is 
designed for a team environment.
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 Introducing a World of Technology Chapter 1 51

Critical Thinking  

Instructions: Evaluate the situations below, using personal experiences and one or more resources available to you (such as articles on the web or in 
print, blogs, podcasts, videos, television, user guides, other individuals, electronics or computer stores, etc.). Perform the tasks requested in each exer-
cise and share your deliverables in the format requested by your instructor (brief report, presentation, discussion, blog post, video, or other means). 

The Critical Thinking exercises challenge your assessment and decision-making skills by 
presenting real-world situations associated with chapter concepts. The Collaboration 
exercise should be completed with a team.

Challenge yourself additional Critical Thinking exercises by navigating to this book’s Critical 
Thinking resource on Computer Concepts CourseMate.

1.	Class	Discussion	
Reactions to Software Problems Everyone who 
uses computers and mobile devices has experienced 
problems with software, including operating systems, 
desktop apps, web apps, and mobile apps. Problems 
range from not being able to install or download the 
program or app to a computer or mobile device, to a 
program or an app producing unanticipated results. 
Depending on the situation, these problems can result 
in user stress. Many people believe reactions to software 
problems tend to be more extreme than reactions 
to problems with other tools. Evaluate situations in 
which you have seen people react to program and 
app problems on their computers and mobile devices. 
Discuss how these users can reduce their frustration 
when dealing with such problems. Have you ever been 
frustrated by problems with a program or an app? How 
did you react? What did you do to solve the problem?

2.	Research	and	Share	
Energy Efficiency Increases in energy prices lead 
many individuals to look at purchasing energy-efficient 
computers. Energy-efficient computers often look and 
perform similarly to equivalent computers that use more 
energy. Find two computers of identical configuration, 
where the only difference is energy consumption. 
How much energy does the energy-efficient computer 
save? Are energy-efficient computers more or less 
expensive? Will the difference in cost (if any) affect your 
purchasing decision? How else might you be able to 

change your computer to save energy? Use the web to 
locate articles that recommend energy efficient products 
and that provide tips about additional ways to save 
energy. Compile your findings and then share them with 
the class.

3.	Case	Study	
Farmers’ Market You are the new manager for a 
group of organic farmers who have a weekly market in 
season. The previous manager tracked all of the data on 
paper. You realize that using technology will increase 
your efficiency and enable you to communicate better 
with the board of directors, vendors, and customers. 
At the board’s next meeting, you will share ideas of 
how you will use technology. Before the meeting, you 
compile the following: differences between input and 
output, a list of the types of data you can use as input, 
and a list of the types of information you can produce 
as output. You include 
the types of computers, 
mobile devices, and 
other technologies 
you will use to enter 
data and produce 
the information. 
Incorporate your own 
experiences and user 
reviews of the devices. 
Compile your findings. ©
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4.	Recommending	Technology	Solutions People use computers and mobile devices in a variety of fields, 
including travel, manufacturing, and more. Although the way people use computers and mobile devices varies, each 
use involves hardware, programs and apps, and some type of communications method, such as the Internet or cellular 
network. Form a three-member team and choose a field in which you all are interested. Assign one member to 
investigate hardware, another to investigate programs and apps, and the third member to investigate communications 
methods used in the field. Locate user reviews and articles by industry experts. Each team member should develop 
a list of related items that may be used. After the investigation, create a hypothetical business or organization in 
the field. Recommend specific hardware, programs or apps, and communications capabilities that would be best 
for the network or organization. Include comparisons of specific items, as well as costs. Be sure to summarize your 
investigations, describe the hypothetical business or organization, and outline and support your recommendations.

Collaboration
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The Beyond the Book exercises expand your understanding of chapter concepts by requiring research.

Access premium content by visiting Computer Concepts CourseMate. If you have a Computer Concepts 
CourseMate access code, you can reinforce and extend your learning with MindTap Reader, practice tests, 
video, and other premium content for Discovering Computers. To sign in to Computer Concepts CourseMate 
at www.cengagebrain.com, you first must create a student account and then register this book, as 
described at www.cengage.com/ct/studentdownload.

Part 1 Instructions: Use the web or e-book to perform the task 
identified for each book element below. Describe your findings, along with 
the search term(s) you used and your web source(s), if appropriate, in the 
format requested by your instructor (brief report, presentation, discussion, 
blog post, video, or other means). 

1. Animation    Review the animation associated with 
this chapter and then answer the question(s) it poses 
(11). What search term would you use to learn more 
about a specific segment of the animation? 

2. Consider This Select a Consider This in this chapter 
(5, 6, 7, 10, 11, 15, 17, 22, 25, 28) and find a recent 
article that elaborates on the topic. What information 
did you find that was not presented in this book or 
e-book?

3. Drag-and-Drop Figures    Complete the Drag-and-
Drop Figure activities associated with this chapter (11, 
13, 17, 26, 29, 39). What did you learn from each of 
these activities? 

4. Ethics & Issues Select an Ethics & Issues in this 
chapter (8, 22, 34, 38) and find a recent article 
that supports one view presented. Does the article 
change your opinion about the topic? Why or  
why not?

5. Facebook & Twitter Review a recent Discovering 
Computers Facebook post or Twitter Tweet and read 
the referenced article(s). What did you learn from the 
article? 

6. High-Tech Talk    Locate an article that discusses 
topics related to triangulation. Would you recommend 
the article you found? Why or why not?

7. How To Select a How To in this chapter (5, 20, 21, 
27) and find a recent article that elaborates on the 
topic. Who would benefit from the content of this 
article? Why?

8. Innovative Computing   Locate two additional facts 
about Diabetes Tracking or Mobile Payments. Do 
your findings change your opinion about the future of 
this innovation? Why or why not?

9. Internet Research Use the search term in an Internet 
Research (8, 9, 15, 24, 33, 37) to answer the question 
posed in the element. What other search term could 
you use to answer the question?

10. Mini Features Locate an article that discusses topics 
related to one of the mini features in this chapter 
(10, 32, 40). Do you feel that the article is appropriate 
for this course? Why or why not?

11. Secure IT Select a Secure IT in this chapter (18, 23, 
24, 30) and find a recent article about the topic that 
you find interesting. How can you relate the content 
of the article to your everyday life?

12. Technology @ Work Locate three additional, unique 
usages of technology in the health care industry (41). 
What makes the use of these technologies unique to 
the health care industry?

13. Technology Innovators    Locate two additional 
facts about Bill Gates, Steve Jobs, Facebook, Mark 
Zuckerberg, and Twitter. Which Technology Innovator 
impresses you most? Why?

14. Third-Party Links    Visit one of the third-party 
links identified in this chapter (8, 18, 21, 22, 23, 25, 
30, 34, 38, 41) and read the article or watch the video 
associated with the link. Would you share this link on 
your online social network account? Why or why not?

Part 2 Instructions: Find specific instructions for the exercises below in 
the e-book or on Computer Concepts CourseMate. Beside each exercise is 
a brief description of its online content.

1.   You Review It Search for and review a video or 
podcast about current technology news. 

2.   Windows and Mac Enhance your understanding 
and knowledge about using Windows and Mac 
computers by completing the Running Applications, 
Improve Your Mouse Skills, and Understand 
Computer Information activities.

3.    Android, iOS, and Windows Enhance your 
understanding of Android, iOS, and Windows devices 
by completing the Manage Your Calendar and Manage 
Your Contacts activities.

4.   Exploring Computer Careers Read about a career 
as an app developer, search for related employment 
ads, and then answer related questions.

5.   App Adventure Track your own health and fitness 
by installing and running an app on your smartphone 
or tablet.

Beyond  
the Book

C8328_Ch01.indd   52 04/02/13   7:36 PM

Beyond the Book
exercises expand student 
understanding by allowing 
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learning opportunities.
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Wheel of Terms
Wheel of Terms is an interactive study tool 
for learning the Key Terms in each chapter. 
This learning game presents students with 
a short definition of one of the chapter’s 
Key Terms and prompts them to type the 
correct term as the answer.

EngagementTracker
EngagementTracker makes assessing 
students easy by tracking student progress 
on the interactive activities. Clear and 
visual reports illustrate the class progress 
as a whole.

Introduce the most current technology 
into the classroom with the Computer 
Concepts CourseMate for Discovering 
Computers. An integrated e-book and 
a wide range of online learning games, 
quizzes, practice tests, and Web links 
expand on the topics covered in the 
text with hands-on reinforcement. 

Who Wants to Be a  
Computer Genius?
The Who Wants to Be a  
Computer Genius? learning game 
allows students to quiz themselves on 
chapter content within a dynamic and 
entertaining game scenario. Question 
results are provided instantly so that 
students quickly see which concepts 
they understand and which concepts 
they need to study. Page remediation is 
included with question results so stu-
dents know exactly where in the text 
to find the information they need.

Visual Walkthrough of the Computer Concepts  

CourseMate for Discovering Computers 

  Interactive. Current. Engaging.
  Your Interactive Guide to the Digital World! 

9781285161761_Complete FM.indd   22 30/05/13   6:16 PM

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).

Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



sAM: skills Assessment Manager

Get your students workplace-ready with 
SAM, the market-leading proficiency-
based assessment and training solution for 
Microsoft Office! SAM’s active, hands-on 

environment helps students master Microsoft Office skills 
and computer concepts that are essential to academic and 
career success, delivering the most comprehensive online 
learning solution for your course!

Through skill-based assessments, interactive trainings, 
business-centric projects, and comprehensive remediation, 
SAM engages students in mastering the latest Microsoft 
Office programs on their own, giving instructors more time 
to focus on teaching. Computer concepts labs supplement 
instruction of important technology-related topics and issues 
through engaging simulations and interactive, auto-graded 
assessments. With enhancements including streamlined 
course setup, more robust grading and reporting features, 
and the integration of fully interactive MindTap Readers 
containing Cengage Learning’s premier textbook content, 
SAM provides the best teaching and learning solution for 
your course.

learn online

CengageBrain.com is the premier destination for purchasing 
or renting Cengage Learning textbooks, eBooks, eChapters, 
and study tools at a significant discount (eBooks up to 50% off 
Print). In addition, CengageBrain.com provides direct access 
to all digital products including eBooks, eChapters and 
digital solutions (i.e., CourseMate and SAM) regardless of 
where purchased.

Mindlinks

MindLinks is a new Cengage Learning Service designed  
to provide the best possible user experience and facilitate  
the highest levels of learning retention and outcomes, 
enabled through a deep integration of Cengage Learning’s 

digital suite into an instructor’s Learning Management 
System (LMS). MindLinks works on any LMS that 
 supports the IMS Basic LTI open standard. Advanced 
 features, including gradebook exchange, are the result of 
active, enhanced LTI collaborations with industry-leading 
LMS partners to drive the evolving technology standards 
forward.

CourseCasts learning on the go

Always available. . . always 
relevant. 
Our fast-paced world is driven by technology. You know 
because you are an active participant — always on the go, 
always keeping up with technological trends, and always 
learning new ways to embrace technology to power 
your life. Let CourseCasts, hosted by Ken Baldauf of 
Florida State University, be your guide to weekly updates 
in this ever-changing space. These timely, relevant 
 podcasts are produced weekly and are available for  
download at http://coursecasts.course.com or directly from 
iTunes (search by CourseCasts). CourseCasts are a perfect 
solution to getting students (and even instructors) to learn 
on the go!

Coursenotes — Technology in a flash!

Course Technology’s CourseNotes are six-panel quick  
reference cards that reinforce the most important and 
widely used features of a software application in a visual and 
user-friendly format. CourseNotes serve as a great refer-
ence tool during and after the student completes the course. 
CourseNotes are available for software applications, such 
as Microsoft Office 2013, Word 2013, PowerPoint 2013, 
Excel 2013, Access 2013, and Windows 8. Topic-based 
CourseNotes are available for Best Practices in Social 
Networking, Hot Topics in Technology, and Web 2.0. Visit 
www.cengage.com to learn more!

About our Covers
The Shelly Cashman Series is continually updating our approach and content to reflect the way today’s students 

learn and experience new technology. This focus on student success is reflected on our covers, which feature real 

students from the University of Rhode Island using the Shelly Cashman Series in their courses, and reflect the var-

ied ages and backgrounds of the students learning with our books. When you use the Shelly Cashman Series, you 

can be assured that you are learning computer skills using the most effective courseware available.

Online Content
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I use computers, mobile devices, and the Internet to do homework, look up 
information, check email, play games, post updates, talk to friends, upload photos, 
sync music, and so much more! So, why am I in this class? What more could I 
possibly learn?” 

True, you may be familiar with some of the material in this chapter, but do you know . . .

When to use a swipe and a pinch? 

 How to ease eyestrain while working on a computer or mobile  device? 

Why some educators shun some wikis as valid sources of research?

 Who helped build the first desktop and was on the cover of Time by age 26?

How to use a public Wi-Fi hot spot safely?

What steps occur after you place an online order?

 How a GPS knows where you are all the time?

When you would use a blog and a wiki?

Which features make your kitchen appliances smart?

 How the health care industry relies on computers, mobile devices, and related technologies?

 Which health and fitness apps would fit your lifestyle best?

Why some of the text in this book is blue?

How to sign up for Computer Concepts CourseMate?

 Why you should ‘like’ the Discovering Computers page on Facebook and ‘follow’ it on Twitter?

For these answers and to discover much more information essential to this course, read this chapter and visit the associated 
Computer Concepts CourseMate at www.cengagebrain.com.

“

Introducing  
a World of  
Technology

Digital Literacy 1

Technology 
 provides access to 
the digital world 
around you.

© Andre Blais / Shutterstock.com; © iStockphoto / Sebastien Cote; © DeiMosz / Shutterstock.com;  
Microsoft; © iStockphoto / Oleksiy Mark; © iStockphoto / pixelfit
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2	 Chapter 1 Digital Literacy

A World of Technology

In the course of a day, you may . . . complete a homework assignment and watch a streaming 
video on your laptop, flip through news headlines and refill a prescription on your tablet, search 
for directions and the local weather forecast on your smartphone, book a flight and create a 
shipping label using your office computer, and listen to your favorite songs on a portable media 
player. These and many other technologies are an integral part of everyday life: at school, at 
home, and at work (Figure 1-1).

Technology can enable you to more efficiently and effectively access and search for 
 information; share personal ideas, photos, and videos with friends, family, and others; commu-
nicate with and meet other people; manage finances; shop for goods and services; play games 
or access other sources of entertainment; keep your life and activities organized; and complete 
business activities.

Because technology changes, you must keep up with the changes to remain digitally literate. 
Digital literacy involves having a current knowledge and understanding of computers, mobile 
devices, the Internet, and related technologies. This book presents the knowledge you need to 
be digitally literate today.

As you read this first chapter, keep in mind it is an overview. Most of the terms and concepts 
introduced in this chapter will be discussed in more depth later in the book.

After completing this chapter, you will be able to:
 1 Differentiate among laptops, tablets, desktops, and servers

 2 Describe the purpose and uses of smartphones, digital cameras, portable media players, e-book readers, 
and game devices

 3 Describe the relationship between data and information

 4 Briefly explain various input options (keyboards, pointing devices, voice and video input, and scanners), 
output options (printers, displays, and speakers), and storage options (hard disks, solid-state drives, USB 
flash drives, memory cards, optical discs, and cloud storage)

 5 Differentiate the Internet from the web, and describe the relationship among the web, webpages, 
websites, and web servers

 6 Explain the purpose of a browser, a search engine, and an online social network

 7 Briefly describe digital security risks associated with viruses and other malware, privacy, your health, and 
the environment

 8 Differentiate between an operating system and applications

 9 Differentiate between wired and wireless network technologies, and identify reasons individuals and 
businesses use networks

 10 Discuss how society uses technology in education, retail, finance, entertainment, health care, travel, 
government, science, publishing, and manufacturing

 11 Identify technology used by home users, small office/home office users, mobile users, power users, and 
enterprise users 

Objectives

© Andre Blais / Shutterstock.com
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Figure 1-1 Technology is an integral part of life at school, home, and work.
© iStockphoto / BlueJeanImages; © iStockphoto / elkor; © iStockphoto / svetikd; © Avava / Dreamstime.com; © Zai Aragon / Shutterstock.com
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Computers

A computer is an electronic device, operating under the control of instructions stored in its 
own memory, that can accept data (input), process the data according to specified rules, produce 
information (output), and store the information for future use. Computers contain many electric, 
electronic, and mechanical components known as hardware.

Electronic components in computers process data using instructions, which are the steps that 
tell the computer how to perform a particular task. A collection of related instructions organized 
for a common purpose is referred to as software or a program. Using software, you can complete 
a variety of activities, such as search for information, type a paper, balance a budget, create a 
 presentation, or play a game.

One popular category of computer is the personal computer. A personal computer (PC) is 
a computer that can perform all of its input, processing, output, and storage activities by itself 
and is intended to be used by one person at a time. Most personal computers today also can 
 communicate with other computers and devices. 

Types of personal computers include 
laptops, tablets, and desktops, with the 
first two sometimes called mobile com-
puters. A mobile computer is a portable per-
sonal computer, designed so that a user 
can carry it from place to place. A user is 
anyone who interacts with a computer or 
mobile device, or utilizes the information 
it generates.

Laptops
A laptop, also called a notebook 

 computer, is a thin, lightweight mobile 
computer with a screen in its lid and 
a keyboard in its base (Figure 1-2). 
Designed to fit on your lap and for easy 
transport, laptops weigh up to 10 pounds 
(varying by manufacturer and specifica-
tions). A laptop that is less than one inch 
thick and weighs about 3 pounds or less 
sometimes is referred to as an ultrathin 
laptop. Most laptops can  operate on bat-
teries or a power supply or both.

Tablets
Usually smaller than a laptop but larger 

than a phone, a tablet is a thin, lighter-
weight mobile computer that has a touch 
screen (read How To 1-1 for ways to 
interact with a touch screen). A popular 
style of tablet is the slate, which does not 
contain a physical keyboard (Figure 1-3). 
Like laptops, tablets run on batteries or a 
power supply or both; however, batteries 
in a tablet  typically last longer than those 
in laptops. 

BTW
Digital-Only Content
When you see blue 
text in this book, you 
can tap or click those 
words in the Discovering 
Computers e-book 
to display additional 
information intended to 
broaden your knowledge 
or share current news 
and information about 
that topic. Digital-only 
content also includes 
Technology Innovators, 
Innovative Computing, 
and High-Tech Talk 
articles.

Figure 1-3 A slate tablet. 
© iStockphoto / franckreporter

Figure 1-2 A typical laptop has a keyboard in the base 
and a screen in the lid, with the lid attaching to the base 
with hinges.
© iStockphoto / Stephen Krow

screen

keyboard

hinges
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HOW TO 1-1 

Interact with a Touch Screen
You usually can interact with a touch screen using gestures. A gesture is a motion you make on a touch screen with the tip of one or more 
 fingers or your hand. Touch screens are convenient because they do not require a separate device for input. Tablets and smartphones typically 
have touch screens. 

The table below presents common ways to interact with a touch screen.

 In addition to the motions listed in the table, what other motions do you think a touch screen should support?

Touch Screen Gestures

Motion Description Common Uses

Tap Quickly touch and release one finger one time. Activate a link (built-in connection)

Press a button

Run a program or app

Double-tap Quickly touch and release one finger two times. Run a program or app

Zoom in (show a smaller area on the screen, so that 
 contents appear larger) at the location of the double-tap

Press and hold Press and hold one finger to cause an action to 
occur, or until an action occurs.

Display a shortcut menu (immediate access to allowable 
actions)

Activate a mode enabling you to move an item with one 
finger to a new location

Drag, or slide Press and hold one finger on an object and then 
move the finger to the new location.

Move an item around the screen

Scroll

Swipe Press and hold one finger and then move the 
 finger horizontally or vertically on the screen.

Scroll

Display a bar that contains commands on an edge of the 
screen

Stretch Move two fingers apart. Zoom in (show a smaller area on the screen, so that 
 contents appear larger)

Pinch Move two fingers together. Zoom out (show a larger area on the screen, so that 
 contents appear smaller)

© Cengage Learning

CONSIDER THIS

If the slate tablet has no keyboard, how do you type on it?
You can use your fingers to press keys on a keyboard that appears on the screen, called an on-screen keyboard, or you 
can purchase a separate physical keyboard that attaches to or wirelessly communicates with the tablet.

C8328_Ch01.indd   5 04/02/13   7:26 PM

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).

Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



6	 Chapter 1 Digital Literacy

(a)

(b)

Figure 1-4 Some desktops have a separate tower; others do not.
© iStockphoto / Oleksiy Mark; Source: Microsoft; © iStockphoto / hocus-focus; Apple, Inc.

Figure 1-5 A server 
provides services to 
other computers or 
devices on a network.
© iStockphoto / alxpin

Desktops
A desktop, or desktop computer, is a personal computer designed to be in a stationary 

 location, where all of its components fit on or under a desk or table. On many desktops, the 
screen is housed in a device that is separate from a tower, which is a case that contains the 
 processing circuitry (Figure 1-4a). Other desktops, sometimes called all-in-one desktops, do not 
contain a tower and instead use the same case to house the screen and the processing circuitry 
(Figure 1-4b). Some screens for desktops support touch. 

CONSIDER THIS

Which type of computer — laptop, tablet, or desktop — is best?
It depends on your needs. Because laptops can be as powerful as the average desktop, more people today choose 
laptops over desktops so that they have the added benefit of portability. Tablets are ideal for those not needing 
the power of a laptop or for searching for information, communicating with others, and taking notes in lectures, at 
meetings, conferences, and other forums where a laptop is not practical.

tower

all-in-one desktop

BTW
Desktop
The term, desktop, also 
sometimes is used to 
refer to an on-screen 
work area on desktops, 
tablets, and laptops.

Servers
A server is a computer dedicated to providing 

one or more services to other computers or 
devices on a network. A network is a collection 
of computers and devices connected together, 
often wirelessly. Services provided by  servers 
include storing content and controlling access 
to hardware, software, and other resources on a 
network.

A server can support from two to several 
thousand connected   computers and devices at 
the same time. Servers are available in a vari-
ety of sizes and types for both small and large 
business applications (Figure 1-5). Smaller 
applications, such as at home, sometimes use a 
high-end desktop as a server. Larger corporate, 
government, and Internet applications use pow-
erful, expensive servers to support their daily 
operations.

BTW
Online
When a computer or 
device connects to a 
network, it is online.

screen

keyboard
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Instead of calling someone’s phone to talk, you can send messages to others by pressing 
images on an on-screen keyboard, keys on the mini keyboard, or buttons on the phone’s keypad. 
Three popular types of messages that you can send with smartphones include text messages, 
 picture messages, and video messages.
• A text message is a short note, typically fewer than 300 characters, sent to or from a 

smartphone or other mobile device.
• A picture message is a photo or other image, sometimes along with sound and text, sent to or 

from a smartphone or other mobile device. A phone that can send picture messages sometimes 
is called a camera phone.

• A video message is a short video clip, usually about 30 seconds, sent to or from a smartphone or 
other mobile device.

Read Ethics & Issues 1-1 on the next page to consider whether sending text messages affects 
writing skills.

BTW
Messaging Services
Providers of wireless 
communications services 
may charge additional 
fees for sending text, 
picture, or video 
messages, depending on 
the service plan.

Figure 1-6 Smartphones may have a touch screen and/or a mini keyboard or slide out keyboard.
© iStockphoto / Cagri Özgür; © iStockphoto / serts; © iStockphoto / Oleksiy Mark

touch screen

mini keyboard

Mobile and Game Devices

A mobile device is a computing device small enough to hold in your hand. Because of their 
reduced size, the screens on mobile devices are small — often between 3 and 5 inches. 

Some mobile devices are Internet capable, meaning that they can connect to the Internet 
wirelessly. You often can exchange information between the Internet and a mobile device or 
between a computer or network and a mobile device. Popular types of mobile devices are  
smartphones, digital cameras, portable media players, and e-book readers.

CONSIDER THIS

Are mobile devices computers?
The mobile devices discussed in this section can be categorized as computers because they operate under the control 
of instructions stored in their own memory, can accept data, process the data according to specified rules, produce or 
display information, and store the information for future use.

Smartphones
A smartphone is an Internet-capable phone that usually also includes a calendar, an appointment 

book, an address book, a calculator, a notepad, games, and several other apps (which are programs 
on a smartphone). Smartphones typically communicate wirelessly with other devices or computers. 
With several smartphone models, you also can listen to music and take photos.

Many smartphones have touch screens. Instead of or in addition to a touch screen, some smart-
phones have a built-in mini keyboard on the front of the phone or a keyboard that slides in and out 
from behind the phone (Figure 1-6). Others have keypads that contain both numbers and letters.

slide out 
keyboard
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Digital Cameras
A digital camera is a device that allows you to take 

photos and store the photographed images digitally 
(Figure 1-7). While many digital cameras look like a 
traditional camera, some are built into smartphones and 
other mobile devices.

Digital cameras typically allow you to review, and 
sometimes modify, images while they are in the camera. 
You also can transfer images from a digital camera to a 
computer, so that you can review, modify, share, orga-
nize, or print the images. Digital cameras often can con-
nect to or communicate wirelessly with a computer, a 
printer, or the Internet, enabling you to access the pho-
tos on the camera without using a cable. Some also can 
record videos. Many digital devices, such as smartphones 
and tablets, include an integrated digital camera.

Portable Media Players
A portable media player, sometimes called a  personal 

media player, is a mobile device on which you can store, 
organize, and play or 
view digital media 
(Figure 1-8). Digital 
media includes music, photos, and videos. Portable media 
 players enable you to listen to music, view photos, and watch 
videos, movies, and television shows. With most, you transfer 
the digital media from a computer (or the Internet, if the device 
is Internet capable) to the portable media player. 

Internet Research
What is a digital SLR  
camera?

Search for: digital slr 
camera introduction

Figure 1-7 With a digital camera, 
you can view photographed images 
immediately through a small screen on 
the camera to see if the photo is worth 
keeping.
© iStockphoto / Oktay Ortakcioglu; © iStockphoto /  
Oktay Ortakcioglu; © Louis Bourgeois / Shutterstock.com

Figure 1-8 Portable media players, such as the iPod shown here, 
typically include a set of earbuds.
© iStockphoto / Sebastien Cote

earbuds

       ETHICS & ISSUES 1-1

Do Text Messages Affect 
Writing Skills?
When you send text messages, the goal is to 
communicate the most amount of informa-
tion using the fewest words and characters. 
This type of rapid-fire communications places 
a higher priority on brevity and speed than 
spelling, capitalization, and punctuation. 
Educators wonder about the effect that text 
messages might have on the writing habits 
and grammar skills of today’s students. Their 
use of text acronyms such as LOL (laugh out 
loud) and text abbreviations that include 
numbers, such as gr8 (for great) or 2 (for 
to, too, or two), is working its way into their 
 formal writing. While adults also use text 
acronyms and abbreviations, the concern is 

that teens and young adults use them so 
often before developing formal writing skills. 
The result could be students who are less 
able to use formal language when needed. 

Research indicates that the more text 
messages students send, the more likely 
it is that they may have difficulty with 
formal writing. On the positive side, by 
reducing a message to as few words as 
possible, students learn to present the most 
important content first, without rambling or 
exaggeration. The downside is this can lead to 
short, choppy sentences that do not connect 
with each other and a lack of supporting 
details, which are essential in formal 
writing. Other positives are that students 
are writing more than ever, and that this 

type of writing can be considered a form of 
journaling, or recording of thoughts, activities, 
and opinions. Some educators argue that rather 
than worrying about the writing style that 
students use in their text messages, they should 
focus on helping students distinguish between 
formal and informal communications, and what 
is appropriate in each.

Does the use of text messages make 
 students less likely to perform well in 
 formal writing assignments? Why or why 
not? Should teachers allow students to use 
text acronyms and abbreviations in formal 
writing? Why or why not? Do text messages 
have any positive impact on communica-
tions skills? Why or why not?

Internet Research
What are popular portable 
media players?

Search for: portable media 
players
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Portable media players usually include a set of earbuds, which are small speakers that rest 
inside each ear canal. Some portable media player models have a touch screen, while others have 
a pad that you operate with a thumb or finger, so that you can navigate through digital media, 
adjust volume, and customize settings. Some portable 
media players also offer a  calendar, address book, 
games, and other apps  (discussed later in this  chapter).

E-Book Readers
An e-book reader (short for electronic book 

reader), or e-reader, is a mobile device that is used 
 primarily for reading e-books (Figure 1-9). An e-book, 
or digital book, is an electronic version of a printed 
book, readable on computers and other digital devices. 
In addition to books, you typically can purchase and 
read other forms of digital media such as newspapers 
and magazines.

Most e-book reader models have a touch screen, 
and some are Internet capable. These devices usually 
are smaller than tablets but larger than smartphones.

Game Devices
A game console is a mobile computing device designed for single-player or multiplayer video 

games. Gamers often connect the game console to a  television so that they can view their gameplay 
on the television’s screen (Figure 1-10). Many game console models are Internet capable and also 
allow you to listen to music and watch movies or view photos. Typically weighing between three and 

eleven pounds, the compact size of game 
consoles makes them easy to use at home, in 
the car, in a hotel, or any location that has an 
electrical outlet and a television screen. 

A handheld game device is small enough 
to fit in one hand, making it more portable 
than the game console. Because of their 
reduced size, the screens are small — 
 similar in size to some smartphone screens. 
Some handheld game device models are 
Internet capable and also can communicate 
 wirelessly with other similar devices for 
 multiplayer gaming. 

Internet Research
What are the features of 
the top e-book readers?

Search for: e-book reader 
comparison

Figure 1-10 Game consoles often connect to a television; handheld game devices contain a built-in screen.
© iStockphoto / Gene Chutka; © Barone Firenze / Shutterstock.com

Figure 1-9 An 
e-book reader.
© iStockphoto / Michael 
Bodmann

handheld game device

game console
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