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Glossary

All of the words in this glossary appear somewhere in the book. The page reference is given so you can read more about the word and what it means. Some of the definitions include a hyperlink to an illustration at the end of the Glossary. To follow these hyperlinks, click on the blue underlined words and you’ll skip to the illustration. To get back to the position you started from in the Glossary, use the back button on the Web toolbar which appears when you use hyperlinks. There is also a section on using the mouse at the end of the Glossary. 

You can print this Glossary and keep it with the book. You can also add words and definitions as you go along. Read the notes at the end of the Glossary to see how to add extra words and definitions. You can get to these notes by clicking this link. 

	A
	
	Page reference

	account
	Combination of username/password giving access to internet services. Also known as user account.
	108

	active cell pointer
	Dark border surrounding the current or ‘active’ cell.
	58

	alignment
	The positioning of text on a line or page. For example, a heading may be centre aligned, i.e. it is placed evenly spaced between the margins.
	52

	alphanumeric keys
	The main keypad on the keyboard, primarily used to type letters and symbols.
	10

	animation effect
	Effect use during a slide show that affects how each object appears on the screen. For example, a bulleted list may appear one point at a time and may fly in from the left.
	86

	anti-virus software
	software used to protect a computer from computer viruses
	17

	application, application software
	A software program, such as a word processor or a spreadsheet that most users use to do work on a computer.
	5

	application window
	The on-screen window you work in within any single application. An application window can be sized to fit the whole screen of your monitor or just a part of the screen. 
	28

	arrow keys
	Keyboard keys used to move the cursor around the window.
	10

	attachment
	A file added to an e-mail message.
	129

	attribute
	Formatting attributes like bold, italic, and underline set the way text looks. 
	51

	AutoSum
	An automatic function for adding values in a row, column or range in a spreadsheet. 
	69

	AVERAGE function
	Function that calculates the average of a given set of values. 

=AVERAGE(argument1, argument2,…)
	69


	B
	
	Page reference

	BACKSPACE key
	Keyboard key which moves the insertion point back and deletes characters to the left of the insertion point. 
	21

	backing up
	A copy of data taken for security purposes, in case of corruption or accidental deletion/editing of the original data.
	16

	bar chart
	A chart where the data is represented by horizontal bars.
	74

	bitmap (BMP)
	Uncompressed graphic file format.
	81

	bookmark
	A way of saving links to individual web pages or web locations on your computer. Bookmarks are saved in the Favorites list of your web browser. 
	

	broadband
	A type of high speed internet connection which allows use of the internet and telephone at the same time. 
	109

	browser
	A program used to view web pages. Common browsers are Internet Explorer and Mozilla Firefox.
	106

	browsing
	Moving from page to page on the internet.
	114

	bullet points
	Method for displaying and highlighting lists, words or phrases
	88

	bulletin board
	Another name for a newsgroup.
	107

	byte
	A byte is a unit of computer information. Computer storage space is measured in bytes. A kilobyte (or 1 KB) represents 1024 bytes. A megabyte (1 MB) represents 1024 KB. A gigabyte represents 1024 MB.
	13

	C
	
	

	cable modem
	A fast internet connection device.
	109

	case-sensitive
	Passwords and key word searches are case-sensitive if they use the difference between upper case (capital) and lower case (small) letters. 
	15

	cathode-ray tube (CRT)
	type of computer screen. Large and bulky, often replaced with a thin-film screen.
	12

	CD burner
	CD drive that can write information to CD-ROMs.
	14

	CD drive
	Drive used to read information from a CD-ROM or a CD-RW.
	14

	CD rewriter
	CD drive that can be used to write and change information on a CD-RW.
	14

	CD-ROM
	Portable disk usually used to distribute large amounts of information such as programs. A special drive, a CD burner, is required to write information to a CD-ROM. Information written to a CD-ROM is read-only, i.e. it can’t be changed.
	14

	CD-RW
	CD-ROM whose data can be changed. A special CD drive is required for this task.
	14

	cell
	One of the boxes on a worksheet or table grid.
	58

	cell reference
	Reference to a cell, defined by the column letter followed by the row number, e.g. H5 is the cell at column H, row 5. 
	58

	chart
	Image representing selected data in a graphical format.
	72

	chat room
	Online area for real-time (immediate) discussions with other users. Each chat room is dedicated to a specific subject area.
	107

	chip
	Short for microchip. Another name for a silicon chip, which is made up of thousands of microscopic electronics circuits.
	8

	circular reference
	A formula in a spreadsheet that uses the cell reference of the cell that the formula itself is in.
	68
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	clicking
	Pressing the left mouse button once.
	22

	ClipArt
	A collection of sounds, graphic and animations that can be easily added to your document.
	92

	column
	A single set of vertical cells in a table or spreadsheet. 
	57

	column chart
	A chart where the data is represented by vertical columns.
	72

	column label
	A label placed at the head of a column in a table or spreadsheet used to describe the data shown in the column.
	59

	computing unit
	The main part of a computer with the microprocessors and electronics which run all the software programs. 
	8

	contents pane
	The contents pane in a file management system shows the folders and files stored in the folder or drive selected in the navigation pane. 
	34

	CPU
	Central Processing Unit. A chip on the motherboard which is where the processing (the work) takes place.
	8

	crash
	A computer crash happens when a  program stops working. Any documents or files being worked on when a crash occurs may not be saved. 
	38

	CTRL key
	CONTROL key on the keyboard, used in conjunction with other keys for shortcuts. 
	21

	cursor
	Vertical flashing line that indicates the current position when editing.
	20

	cursor keys
	Keyboard keys used to move the cursor around the document or worksheet (up, down, left, right).
	10

	D
	
	

	data point
	Any single value in a data series in a chart. 
	73

	data projector
	see multimedia projector.
	11, 95

	data series
	Related data points represented in a chart. 
	72

	default
	Standard settings for a computer.
	23

	desktop
	The main workspace in a graphical user interface, where a user can work with files and programs, and can customise content and appearance to suit individual needs.
	23

	dialog box
	A window that 'pops up' to gather additional information or to allow you to change settings.
	30

	dial-up account
	A common way of accessing the internet. Using a modem or ISDN line, users ‘dial-up’ their ISP servers to access the internet.
	109

	domain name
	1) In a web site address the domain name shows the name of the organisation, and may tell you the type of organisation (e.g. a government department or a business) and the country the organisation is based in.

2) In an e-mail address, the domain name shows the name of the e-mail service provider.
	113

126

	double-clicking
	Pressing the left mouse button twice quickly.
	22

	download
	To transfer files from a remote computer via the internet or a network. 
	122

	DPI (dots per inch)
	Shows the resolution of an image.
	79

	dragging
	Moving the mouse from one part of the screen to another with the left mouse button held down. Usually used to move items around.
	22
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	drive
	The device used to read and write information to a disk.
	32

	drop-down list
	A list that is hidden while not in use. The list is displayed by clicking the drop-down arrow at its right side.
	30

	dropping
	Releasing the mouse key when an item is being moved. 
	22

	DVD
	Digital versatile disk or digital video disk; this is a portable disk that can hold significantly more data that a CD-ROM and is much faster to access. You need a DVD drive to read a DVD.
	14

	DVD drive
	Drive used to read information from a DVD.
	14

	E
	
	

	editing text
	Changing the contents of a document or workbook by adding or deleting text.
	48

	E-mail
	Electronic messages sent over the internet.
	106

	emoticons
	Sometimes known as ‘smileys’. Graphics to represent emotions or facial expressions online (or combinations of characters to look like these graphics).
	129

	ENTER key
	Keyboard key used to select items in a dialog box or close the box, select or enter information such as a search query, or put a paragraph return in text. Sometimes called the RETURN key. 
	21

	extension, file extension
	3-letter prefixes which tell the computer operating system which applications to use with files. e.g. .doc, .xls, .jpg
	26

	external hard drive
	Memory disk mounted outside the main computer unit. 
	14

	F
	
	

	Favorites list
	A feature of web browsers. A list of websites that you often visit, sometimes known as bookmarks. You can create and add to this list manually so that you can re-visit favourite websites and pages easily. 
	116

	file
	Electronic information produced by a program such as Microsoft Word or Excel; a file contains the data you have typed as well as information on how it is to be presented.
	13

	file extension
	3-letter prefixes which tell the computer operating system which applications to use with files. e.g. .doc, .xls, .jpg
	26

	file management system
	Application used to organize and manage all the files and programs on a computer. 
	26

	file name
	Name used to identify files such as word processing documents and spreadsheets. 
	27

	Fill handle
	Bottom right corner of active cell pointer. Can be used to copy cell contents, formulas, or to fill cells with a series of entries.
	70

	firewall
	Software (or hardware) which helps make your computer more secure from being illegally hacked into via the internet. 
	17

	flaming
	The sending of abusive/offence e-mail to chat room or newsgroup users who use the system incorrectly.
	136

	floppy disks
	3.5 inch plastic disks that store information magnetically, they have a storage capacity of 1.44 Mb (much less than a CD-ROM). 
	14

	folder
	Part of the filing system that is a container for subfolders and/or files.
	32

	formatting
	Apply effects to numbers, text and paragraphs to enhance the appearance of a document or workbook.
	51, 64
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	formula
	A calculation, e.g. =4+3, the result of which is shown in the cell containing the formula.
	59

	formula bar
	Part of the Excel screen where you can see the calculation that’s producing the result shown in the current cell.
	59

	forum
	Another name for newsgroup.
	107

	freeware
	Software which you can download from the internet without having to pay for it. 
	17

	FTP
	File transfer protocol; the language or protocol used for exchanging files over the internet.
	107

	function
	A pre-defined formula to carry out a specific task such as calculating the sum of a group of values.
	68

	function keys
	special keys on most keyboards used for quick access to computer functions e.g. press F1 for Help. 
	10

	G
	
	

	GIF
	Compressed graphic file format.
	84

	graphical user interface (GUI)
	An operating system which uses icons and pointing devices to operate applications. 
	7

	gridline
	Gridlines separate rows and columns in tables. Gridlines can also be used in charts to make them easier to read.
	72

	group
	Short version of newsgroup.
	107

	H
	
	

	hacker
	Someone who uses the internet to get illegal access to other peoples or organisations computers
	18

	hard copy
	Printed version of documents and files
	12

	hard disk
	The permanent disk that is part of your computer. You might have more than one hard disk on your computer, depending on its setup.
	8

	hardware
	The hardware of your computer is the physical machinery — the monitor, the keyboard, the mouse,  etc.
	7

	hardware peripheral
	An extra piece of computer equipment like a printer or scanner. 
	7

	history list
	A feature of web browsers listing the websites that you’ve visited over a specified number of days.
	116

	hit(s)
	Each visit to a web page is recorded as a hit and can be used to measure how popular that page is. 
	118

	home gateway
	A device required by users connecting to the internet using existing power lines.
	109

	home page
	1) The web page that displays immediately on an individual computer when Internet Explorer (or other web browser) is opened. This is called the user’s home page.
	111

	HTML
	Hypertext markup language is the programming language used for web pages.
	106

	HTTP
	Hypertext transfer protocol is the language or protocol used to transfer web pages from their original server to the user’s web browser window.
	113

	hyperlink
	Text or graphic that, when clicked, will take you to another file or part of the internet.
	106
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	icons
	Small pictures that represent tasks and items such as folders and files.
	7

	import
	Transfer files (often graphics) from one application into another.
	78

	inkjet printer
	Common type of printer for home and small-volume use.
	12

	input devices
	Peripheral devices used for data input, e.g. keyboard, digital camera, microphone.
	8

	insertion point
	The cursor position in any kind of document, spreadsheet or presentation.
	48

	instant messaging
	A type of private chat room where you can chat to individuals that you invite to join you in the conversation. Typically uses a ‘messenger’ program such as Yahoo! Messenger or Microsoft Windows Messenger.
	134

	internet
	A worldwide collection of millions of large, powerful computers connected together to let you communicate and share information.
	109

	internet browser
	see web browser
	110

	intranet
	A network of computers within an organisation, which works like the internet but which s only accessible to users in that organisation. 
	106

	ISP
	Internet service provider; a company that provides access to the internet.
	110

	J
	
	

	joystick
	Input device used for fine position control, often used in computer games. 
	11

	JPEG
	File format used for digital images such as those downloaded from a digital camera.
	81

	justified
	Paragraph alignment where extra spaces are inserted as required on each line so that the text aligns to both the left and the right margins.
	52

	K
	
	

	keyword(s)
	Words used in searches used to find files and web pages. 
	114

	keyboard
	Input device used for typing information.
	5

	L
	
	

	label
	A word used to describe sets of values in a table or spreadsheet. 
	59

	laptop
	A small portable computer.
	8

	laser printer
	Common type of printer for business and high-volume use.
	12

	legend
	The part of the chart that explains what each data series represents.
	73

	light pen
	Input device used with tablets for direct input of written or drawn items.
	10

	link
	Short for hyperlink.
	106

	log on
	Gain access to a computer or computer network with a login name and password.
	23
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	Page reference

	mainframe
	Large computer used for storing and processing large amounts of data.
	9

	malware
	Computer programs designed to harm computers or steal data, e.g. viruses, Trojan horses, worms.
	17

	margin
	The space left between the edge of the paper (top, bottom, left, right) and the printed material.
	47

	master slide
	The place where information about the overall look and feel of the presentation is stored. For example, any graphics, text and/or formatting that is used on every slide.
	94

	MAX function
	Function that will return the maximum value from those in a specified range or ranges. 

=MAX(argument1, argument2,…)
	69

	media clip
	An still image or short section of video or sound. Video and sound clips can be added into presentations. 
	88

	memory
	The area of the computer where information is stored while the processing is carried out on it, also referred to as RAM.
	13

	memory card, memory stick
	A type of storage device that can be used in the same way as a floppy disk but can store much more information. Memory cards are also used in digital cameras,  camcorders, music players and mobile phones to save images and sound. 
	11, 14


	menu bar
	Bar shown at the top of a program window showing menus of options you can select from to work with your file.
	33

	microprocessor
	The central processing unit of a computer. 
	8

	MIDI
	Musical Instrument Digital Interface. An application used with electronic musical instruments for data input. 
	11

	MIN function
	Function that will return the minimum value from those in a specified range or ranges. 

=MIN(argument1, argument2,…)
	69

	modem
	An internet connection device.
	109

	monitor
	Computer screen. 
	12

	motherboard
	Main circuit board in a computer with the essential processor microchips.
	8

	mouse
	An pointing device used with Windows applications. 
	5

	MP3
	High quality compressed sound format.
	26

	multimedia projector
	An output device; a projector that connects to a computer so electronic presentations can be displayed on a larger area.
	11, 95

	navigation pane
	The navigation pane in Windows Explorer and Finder shows the drives and folders on your computer and on any network you are connected to. 
	34

	netiquette
	Rules of behaviour when using chat rooms or newsgroups. 
	136

	network
	A collection of connected computers.
	9

	network server
	A powerful computer used to connect a number of other computers so they are all connected to the same services such as internet connections and printers. 
	32

	newbie
	A user who is new to the system they’re using.
	136

	newsgroup
	Online discussion area for a specific topic where one user posts a message and others reply or post their own.
	107

	nickname
	An informal name you would use in a chat room or newsgroup. 
	133

	numeric keypad
	Separate keypad that can be set to type numbers. Usually used when there are a lot of numbers to be typed.
	20
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	Page reference

	operating system
	Main computer program which organises and operates all applications and devices. 
	7

	operator
	1) In a spreadsheet application, an operator is a symbol that represents a function, such as the + sign representing addition, or / sign representing division. 

2) In a web search engine, an operator like + or - can help narrow down your search to include or exclude certain search items. 
	66

	output device
	Peripheral devices used for data output, e.g. computer screen, loudspeakers, printer. 
	8

	P
	
	

	password
	Word or string of characters, numbers and symbols used to manage access to computer services or to protect files.  
	17

	PASTE function
	Used with the Cut or Copy function, the Paste function put a copy of the contents of the clipboard (whatever was last copied or cut) in at the specified insertion point.
	49

	personal computer (PC)
	The most common type of computer in homes, schools and offices. 
	8

	personal digital assistant (PDA)
	Handheld computer used for small-scale computing and communications.
	9

	pie chart
	A chart where the data is represented by segments of a pie.
	72

	pixels
	The dots that make up images on the screen and all digital images.
	79

	placeholder
	Fixed location for imported files (such as graphics or photos) in presentation slides.
	88

	plasma screen
	Type of flat monitor screen used for very large displays.
	12

	plot area
	The part of a chart where the data is plotted.
	72

	point, point size
	Measurement used for fonts. 

1 point (pt) = approximately 1/72 of an inch.
	51

	port
	Socket for computer cables.
	8

	post
	To add a comment to a discussion in a newsgroup or forum. 
	107

	presentation graphics
	Applications like Microsoft PowerPoint and Lotus Freelance used to create slides for visual presentations in classes, training courses or a discussion group.
	85

	printer
	Output device used to produce printed (or hard copy) versions of files from the computer.
	7

	processor
	see microprocessor
	8

	program
	A list of instructions that are carried out to perform a task. For example, the Microsoft Excel program is a list of instructions that allow you to carry out various tasks such as creating, saving and printing workbooks.
	5

	protocol
	Type of language used to communicate on the internet. See HTTP, SMTP, and FTP.
	106


	R
	
	

	range
	A group of cells appearing together on the worksheet.
	60

	RAM 
	Random Access Memory. Main memory device for operating systems, applications and data while they are in use. 
	8

	real-time communication
	Communication that happens immediately.
	107

	recycle bin
	Special folder where items deleted from your hard disk are placed until the bin is emptied.
	37

	remote mouse
	A peripheral device which can be used without a wire connection between the mouse and the computer. 
	96

	removable storage media
	Extra memory or memory devices. Can include stand-alone devices such as memory sticks or can include media such as CDs and DVDs which need a special reader.
	13

	right-clicking
	Pressing the right mouse button once; usually displays a shortcut menu.
	22

	router
	Part of a network that decides that path from the user’s computer to the computer or server they want to contact.
	106

	row
	A single set of horizontal cells in a table or spreadsheet.
	57

	running
	Programs are said to be running when they are active and loaded in RAM.
	23

	S
	
	

	scanner
	Input device used to scan existing information so that it is converted to electronic format.
	7

	scroll bars
	Positioned at the right and bottom of the program window. Used to view parts of the file not currently visible.
	29

	scroll wheel
	Device on a mouse which enables movement up and down the screen. 
	10

	search engine
	Specialised website that allows you to search other websites that relate to the topic you are interested in. 
	114

	server
	A large powerful computer used to store a lot of data or to carry out a lot of tasks simultaneously.
	9

	SHIFT keys
	Keyboard keys used to type uppercase (capital letters). If you want to type uppercase (or capital) letters, hold down one of the [SHIFT] keys while you press the letter key. Another use for this key is typing symbols that appear at the top of keys that contain more than one symbol. For example, if you press the key on the main keypad that shows 5, a 5 will be typed. However, if you hold down [SHIFT] as you press this key, the percentage sign % will be typed.
	21

	shortcut menu
	The menu displayed when you right-click; also known as a context menu.
	22

	slide master
	The template used in presentation applications which sets all the design and formatting details for all slides. 
	94

	slide show
	On-screen display of a presentation as a series of slides to which special effects can be added.
	96

	SMTP
	Simple mail transfer protocol; the language or protocol used for sending e-mail over the internet.
	107
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	Page reference

	software
	The software is what makes your computer do things. For example, Microsoft Word is a software program (list of instructions) that allows you to create documents, usually for printing. Another piece of software on your computer is responsible for displaying (on-screen) the characters you type using the keyboard on the screen.
	5

	SPACEBAR
	Keyboard key which lets you type spaces between characters. 
	21

	spam
	Unwanted e-mails. 
	

	speaker notes
	Notes that can be added to each slide as an aid for the presenter or as additional information for the audience.
	86

	speech recognition
	Application used to convert spoken words into text or instructions.
	11

	spreadsheet
	A file produced by Microsoft Excel.
	5

	spyware
	Malware used to steal information about a computer or computer user. 
	17

	Start button
	Button on taskbar used to access all the settings and programs on your computer.
	24

	Start menu
	The menu displayed when you click the Start button.
	24

	sub-folder
	A folder that is stored inside another folder.
	32

	subscribe
	To join an internet newsgroup or forum. 
	

	SUM function
	Function that will return the sum (or total) of the values in a specified range or ranges. 

=SUM(argument1,argument2,…)
	68

	system unit
	Main part of a PC with the motherboard, power supplies and disk drives.
	8

	T
	
	

	taskbar
	Bar shown, usually, at the bottom of the desktop. Contains the Start button as well as buttons representing all open programs which can be used to switch from one to another.
	24

	template
	A file that already contains standard text, formulas, graphics and/or formatting to let you quickly create workbooks that are alike, e.g. a monthly expenses sheet.
	45

	terminal
	Computer keyboard and monitor attached to a network, but with little or computing power of its own. 
	9

	thin film technology (TFT)
	Technology used to produce flat-screen monitors. Flat-screen monitors can use liquid crystal displays (LCD) or plasma screens. LCD screens are more common and are cheaper than plasma screens.  
	12

	toolbar
	Bar shown at the top of the program window containing buttons representing shortcuts to some of the menu options available. 
	44

	touch pad
	Touch-sensitive pad on a laptop computer used instead of a mouse.
	10

	trackball
	Alternative to a mouse, in which the user’s fingers move a ball to move the cursor or insertion point. 
	10

	Trojan horse
	Malware designed to look like a harmless file or application but which does other actions, which can be harmful. Often used for transferring spyware and viruses. 
	17


	U
	
	

	URL 
	Uniform resource locator; another name for web address (the individual and unique address of a website).
	112

	user account
	see account.
	108

	user home page
	The web page opened when you open your web browser. 
	111

	username
	Unique name allocated to each user of a computer or computer network. 
	23

	V
	
	

	value
	A numerical piece of data in a spreadsheet. 
	59

	VDU
	Visual display unit; used to show you what is happening on your system.
	8

	virus
	A harmful program that ‘infects’ you computer and can damage or corrupt your programs and files. Your computer should be protected by anti‑virus software and you can download some of these programs from the internet free of charge, taking care to download from a reputable source. 
	17

	W
	
	

	wallpaper
	Graphic used as the background for a desktop screen. 
	23

	web browser
	A program used to view web pages, e.g. Internet Explorer.
	110

	web page
	A specially formatted document held on the internet using a language called hypertext markup language (HTML) so they can be read by any computer. Web pages can contain text, graphics, sound and video.
	106

	Windows Explorer
	A program used to help you manage your electronic filing system.
	32

	word processing
	Application used for creating and processing text documents.
	5

	workbook
	A file made up of one or more worksheets in a spreadsheet application like Excel or 1-2-3. 
	57

	worksheet
	A page within a workbook.
	57

	world wide web, web, WWW
	A collection of online documents stored on computers (called servers) around the world, that are connected to the Internet.
	106

	wrap, word wrap
	A word processing feature that moves words to the next line as the line being typed fills up. 
	46

	X
	
	

	X axis
	The part of a chart where the categories of data series are shown.
	72

	Y
	
	

	Y axis
	The part of a chart that shows the value of each data series.
	72

	Z
	
	

	zip drive
	Large capacity storage, typically around 100 Mb. Special disks look like large floppy disks.
	14


Adding your own words into the Glossary

The Glossary is created as a table in a Word document. To add your own words, you will need to insert a new row for each new word. To do this, place the cursor in the row below the position you want the new row.  Select the Table menu option, and on the drop-down menu, select the Insert, Rows Above option. This will add a new empty row, and you can add your own text. 

The computer keyboard
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Using the mouse

You use the mouse to choose options and carry out tasks. If you haven’t used a mouse before, you will need some practice to become comfortable with it. There are a number of basic techniques that you must master to make best use of the mouse.

	Technique
	Use

	Pointing
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	For many tasks on the computer you have to select items so that the program knows what you want to work with. For example, if you want to move the cursor to a different place in your document, you would point and then click to insert the cursor. Or, If you want to delete a graphic, you’d have to select it first so that the correct image is removed when you choose the delete command. To select it, you first have to point to it.  



	Clicking and Double-clicking



	The second part of selecting an item is to click the primary mouse button. This is normally the left button. However, if you are left-handed, you may prefer to set the right button as the primary button. In this book, we assume that the primary mouse button is the left button. 

Although a single click like this will select some items, others require you to double-click, which means pressing the primary mouse button twice in quick succession. When used with icons, double-clicking can also be used for opening items such as folders and for running programs.

	Dragging
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	Dragging is a technique that involves clicking and holding down the mouse button while you pull (drag) the mouse across the desk. For example, you may drag a window to another location on the desktop, or drag over a block of cells to select the cells you want to work with.

	Right-clicking
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	Right-clicking is the term used for clicking the secondary mouse button. This is normally the right mouse button, which is the assumption in this book. However, if you have chosen to reverse your mouse buttons, the secondary button will be the left button.

When you point to an item and click the right mouse button, you will see a small menu displaying a list of options. This is called a shortcut menu. For example, if you point to the desktop and right‑click, the shortcut menu will display options to arrange icons on the desktop, and change desktop properties such as colour.


Microsoft Word – screen elements



Microsoft Excel – screen elements



Microsoft PowerPoint – screen elements



Internet Explorer – screen elements



[BACKSPACE] key





[ENTER] key





Function keys





Numeric keypad





Cursor (or arrow) keys





[SPACEBAR]





[SHIFT] key 





[CTRL] keys





Alphanumeric  keys





Pull or push the mouse in the direction you want the arrow to move on the screen until the arrow is pointing where you want it to.





Clicking:


Click the left mouse button once and let go.





Double-clicking:


Press the left mouse button twice quickly.





Hold down the mouse button while you drag the mouse.





Click the right mouse button once and let go.








Formatting options








Vertical ruler





Horizontal ruler





Scroll bar

















Menu bar





Minimise, Maximise, Close





Formatting options





Active cell  





Formula bar. In this case, the formula bar is showing the value of the entry in cell C4. 





Header row








Formatting options








Outline pane





Notes pane








Menu bar





Slide pane








Menu bar





Address box











Title bar





Favorites folders








Toolbar





Drop-down arrow. Click this to see pages stored in your History. 








Label





The light grey lines are gridlines.  





Text area
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