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Everyday uses of computers

Tuning-in
Task 1 We use computers in many different places.
Which places can you link these computer documents with?
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Task 2  [n groups, make a list of other places where you can find computer
documents. Try to say what the documents are, and what they are used for.
Listening: Computer uses

Task 3  Match these words (1-8) to the correct locations (a—d).

1 games 5 flight a afactory
2 machines 6 letters b a supermarket
3 tickets 7 barcode readers ¢ a travel agent
4 wages 8 tills d a home
Task 4  Listen to the recording. Identify which place is described in each extract.



Reading: Computers in everyday life

Task 5 Tick (¢/) the computer uses mentioned in the following article.

home | art
hospitals | banking

| engineering ~ libraries
shopping film-making
television advertising ~ schools

Computers are part of our everyday lives. They have an effect on
almost everything you do. When you buy groceries at a supermarket,

a computer is used with laser and barcode technology to scan the
price of each item and present a total. Barcoding items (clothes,

food, and books) requires a computer to generate the barcode 5
labels and maintain the inventory. Most television advertisements

and many films use graphics produced by a computer. In hospitals,
bedside terminals connected to the hospital’s main computer

allow doctors to type in orders for blood tests and to schedule
operations. Banks use computers to look after their customers’ 10
money. In libraries and bookshops, computers can help you to find

the book you want as quickly as possible.

Language work: Articles

Study these nouns.
a supermarket technology — acomputer — money

Supermarket and computer are countable nouns.
We say a supermarket and supermarkets.

Technology and money are uncountable nouns.
They have no plural and vou cannot use them with a or an.

Study this paragraph.
Computers have many uses. In shops a computer scans the price of each
item. Then the computer calculates the total cost of all the items.

We use a plural noun with no article, or an uncountable noun. when
we talk about things in general.

Computers have many uses.

Information technology is popular:

We use a/an when we mention a countable noun for the first time.
In shops a computer scans the price of each item.

When we mention the same noun again, we use the.
The computer calculates the total cost.

We use the with countable and uncountable nouns to refer to specific
things.

The price of each item.

The total cost of all the items.

The speed of this computer:




Task 6

Task 7

Task 8

Here are some common nouns in computing. With the help of the Glossary
on page 120, divide them into countable and uncountable nouns. In the
Glossary, and in most dictionaries, nouns are marked C for countable and
U for uncountable.

1 capacity 4 disk 7 monitor 10 speed
2 data 5 drive 8 mouse
3 device 6 memory 9 software

Fill in the gaps in this paragraph with a/an or the where necessary.

; computer at home. Their son uses -

4

The Walsh family have

3

homework and to play
5

computer to help with computer games.

. projects and for
10)

computer for
9

Their student daughter uses

—_—

Fi

email, All ® information from

family use it to get

[Internet.

Aids to communication

Here are some phrases to use when you do not understand what
someone says to you.

What does X means? Could you say that again, pleases
I'm sorry, Ididn't understand that. A little more slowly, please.

Here are some phrases to use when you need help from your teacher.
What's the English for ...? How do you say ...r

Problem-solving

Study these screens. Each shows a program used by a different occupation.
1 Who uses each program? 3 What did they use before computers;
2 What do they use it for? 4 How do computers make their work easier?
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Task 9

Task 10

i

Record Display from Edinburgh University Library (all sites) |>

Record 34 of 42 for search:

12738
TITLE Practical English Usage, New Edition / Michael Swan
AUTHOR Swan, Michael I
. PUBLISHER Oxford : Oxford University Press, 19495
| 15BN (19431197X (pbk)
| Resuits | | SUBJECTS Language and languages
(’_ Hold _:) Library Holdings
Locanon Shelfmark Status -
1] L | e [b]
Writing
Match the places in column A with the computer uses in column B.
A B
banks control machines
factories calculate the bill
homes look after patient records and medicines
hospitals provide entertainment and information
shops control our money

Now fill in the gaps in this paragraph about computer uses.

Computers are now part of our everyday life. In shops, they !

3

[n factories, they > .In . they look after

patient records and medicines. When we have a bank account, a computer

: .In our homes, computers >

9



Types of computer

Tuning-in

Task 1 Match these names to the different types of computer.

1 mainframe 3 notebook 5 PC
2 laptop 4 handheld 6 minicomputer

Task 2  Who uses these types of computer? Where do they use them? Make a list.

Listening: Buying a computer 1

Task 3  Listen to Part 1 of this conversation between a shop assistant and a customer.
Tick (¢) the correct answers to these questions.

1 The customer wants a computer for: 2 A multimedia computer provides:
~writing | Internet ~ sound | telephone
| graphics | video | graphics | | video

games ~ animation

Task 4  Listen to Part 2 of the conversation. In column A, tick the hardware items

named.
A B Device A B Device
| multimedia computer | handheld
| multimedia notebook | printer
| subnotebook | monitor
~ laptop || modem

Task 5 Listen again to the conversation. In Column B, tick the items the assistant
recommends.

10



Reading: Types of computer

Task 6 Study these details of different types of computer. Find the answers to
these questions. Which type of computer is:

the most common?:

small enough for a pocket:

the most common portable:

used by many people at the same time?

used like mainframes:

also called a handheld computer?

the most powerful?

not suitable for a lot of typing?

Q0 =] O U W W B e

Types of computer Notes

Mainframes Large, powerful, expensive.
Multi-user systems — used by many people at the
same time.
Used for processing very large amounts of data.
The most powerful mainframes are called
supercomputers.

Minicomputers Used like mainframes.
Not as big, powerful, or expensive as mainframes.
Less common now because microcomputers have
improved.

Microcomputers or The most common type of computer.
Personal computers Smaller, cheaper, and less powerful than mainframes
(PCs) and minicomputers.

Types of portable Notes

Laptop About the size of a small typewriter.
Less common now because smaller and lighter
portables are available.

Notebook About the size of a piece of writing paper.
The most common type of portable.
Subnotebook Not quite as big as notebooks. Can fit into a
jacket pocket.
Handheld or Small enough to fit into the palm of one hand.
Palmtop Not easy to type with because of their size.

Specialized handheld computers known as PDAs are
used as personal organizers.

11
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Task 7

Language work: Comparison

Study this comparison of three types of computer.

Mainframes Minicomputers  Microcomputers

Size e o e o ++ +
Power o5 e g i +
Cost +++ ++ *

We compare things using adjectives in two ways.

1 We can compare one type of computer with another.
Minicomputers are bigger than microcomputers.
Mainframes are more expensive than microcomputers.

For negative comparisons, we can say:
Microcomputers are not as big as minicomputers.
Microcomputers are not as powerful as mainframes.

We can compare mainframes to all other types of computer.
Mainframes are the biggest computers.

Mainframes are the most powerful computers.

Mainframes are the most expensive computers.

With short adjectives (big. small, fast), we add -er and -est (faster; fastest).
With longer adjectives (powerfill, expensive), we use more/less and

the most/the least before the adjective (more powerful, the most powerful).
Remember these two exceptions:

good — better — the best bad — worse — the worst

Choose the correct adjective. Then fill in the gaps with the correct form of the
adjective.

1

] than desktop computers, but

light/heavy Laptops are

- than notebooks.

2 large/small The mainframe is the > type of computer,
A minicomputer is *_ than a microcomputer.

3 common/good Personal computers are than
mainframes but mainframes are ° __ than personal
computers at processing very large amounts of data.

4 powerful/expensive Minicomputers are * than
mainframes but they are also °

5 fast/cheap New computers are ° and sometimes
s than older machines.

6 powerful/expensive Laptops are often ! than PCs but

12

they are not as




Task 8

Task 9

Aids to communication

Here are some phrases to use when agreeing or disagreeing with
someone,
A: (I think) The best computer for a
B: Tagree. / I think so too.
C: Idisagree. / I don't think so.

Problem-solving
In pairs, decide what sort of computer is best for each of these users.

1 John Wilmott is a salesperson and he spends a lot of time visiting
customers. He wants a computer to carry with him so he can access data
about his customers and record his sales.

2 Pat Nye is a personnel officer. She needs a computer to keep staff records
and to keep a diary of appointments. She also needs a computer for writing
letters.

3 The University of the North needs a computer to look after its accounts, its
network, the records of all students and staff, and to help with scientific
research.

4 The James family want a computer for entertainment, writing letters, the
Internet, and for calculating tax.

Writing

Put the words in brackets into the correct form to make an accurate
description of sizes of computers.

There are different types of computer. The (large) ' and
2 ) F .
(powerful) - are mainframe computers. Minicomputers are
3 . ; v
(small) than mainframes but are still very powerful.

Microcomputers are small enough to sit on a desk. They are the (common)

: type of computer. They are usually (powerful)

"_I'

than minicomputers.

Portable computers are (small) ° than desktops. The

(large) ” portable is a laptop. (Small) *

portables, about the size of a piece of writing paper, are called notebook

computers. Subnotebooks are (small) ° than notebooks.
10

You can hold the (small) computers in one hand. They

are called handheld computers or palmtop computers.

13
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Task 1

Task 2

Parts of a computer

Tuning-in

Work in pairs. Study this diagram of the inside of a computer. Can vou label
these components: Compare your answers with other students in your class.

9

1 hard disk drive 5 processor

2 motherboard 6 speaker

3 memory chips 7 expansion cards
4 power supply 8 floppy drive

Listening: Buying a computer 2

Use the Glossary on page 120 to find out what these terms mean.

1 byte 2 GB 3 KB 4 MB 5 MHz



Task 3

Task 4

Listen to this conversation about buving a computer and complete the units

in the table below.,

Capacity/speed Capacity/speed
Component measured in Component measured in
processor cache memory
RAM hard disk

video memory i

Reading: The motherboard

Study this diagram of a PC motherboard. Match the components to their
descriptions. If you need help, use the Glossary on page 120.

/SIMMS /ROM

\

b
L)
b,
q

el &

)

'h%"'.

.'\.
b

\ " )
Expansion slots Cache memory

CPU

1 These are memory chips. The more you have, the more work you can do at

a time. Empty memory slots mean you can add more memory.
2 This is the ‘brain’ of the computer.

3 It's part of the memory store. It has extremely fast access. It's faster than

normal RAM. It can speed up the computer.

4 These let you add features such as sound or a modem to your computer.

I

This kind of memory contains all the instructions your computer needs

Lo

activate itself when you switch on. Unlike RAM, its contents are retained

when vou switch off.



Task 5

Study these instructions for replacing the motherboard in a PC. Match the
instructions to each picture. The pictures are in the correct order.

a Add the processor.

L EETEAR R EELRNEERANN

b Fit the new motherboard.

¢ Remove the old
motherboard.

d Put it back together.

e Add the memory.
Don't touch the contacts.

16

Task 6

Language work: Making instructions

Note how we make simple instructions in English.
Add the memory. Don't touch the contacts.

We can show the order of instructions by numbering them (1, 2, 3. etc.)
or by using sequence words like these:

First, ...

Then ...

Next, ...

After that, ...

Finally, ...

Study these instructions for virus-checking a disk. Fill in the gaps with verbs
[rom this list. Use Don't where appropriate.

click exit put select  start

1 the disk into the drive.,

2 the virus checking program.

3 the drive to be checked.

B the ‘Find’ button.

5 the program until the check is complete.
6 "Yes' or 'No' for checking another disk.




Task 7

Task 8

Mouse

Study these instructions for formatting a disk in Microsoft Windows. Write
the instructions in the correct order (1-6), using sequence words. You will
have to use one of the words more than once.

a  Select 'OK’ to start formatting the disk.
b Choose ‘Format’ from the drop-down menu.
¢ Click the ‘Start’ button.

d 1 Putthedisk into the drive.

e Choose the formatting options you require.
f  Click the 'OK’ button when formatting is complete.
Problem-solving

Work in pairs. Study this diagram. It shows the ports at the back of a desktop
PC. With the help of the text below, match these labels to the correct ports.

1 keyboard 3 parallel port 5 serial ports
2 COM1 4 video port 6 USB port

d b c e a f
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Task 9

COM 2

Desktop PC ports and connectors

External devices connect to ports at the back of the computer.
Different types of port are used for each device. Most computers
have: 1 keyboard port, 1 video port, 2 serial ports, 1 parallel port.
Some also have a mouse port and one or more USB ports.
The mouse port and the keyboard port look exactly the same 5
but they have labels to avoid confusion. If there is no mouse port,
a serial mouse can be used. This connects with one of the serial
ports. You can use the other one for a modem. The serial ports often
have the labels COM1 and COM2.

The monitor connects to the video (VGA) port. The printer uses 10

the larger parallel port. A variety of peripherals can be connected
through the USB ports.

Writing

Complete this description of the motherboard shown on page 15 by adding
the definitions from the Reading text in the correct places.

The most important electronic part of a computer is the motherboard. The largest
chip is the processor. The board also contains plug-in chips. One type contains ROM.
A number of chips are mounted on memory boards. A third type of memory is cache
memory. The board also has expansion slots.



4 Keyboard and mouse

Tuning-in

Task 1  Match these key abbreviations with their full names.

1 Esc a Alternate
2 Alt b PageUp

3 Ctrl ¢ Delete

4 Pgdn d Insert

5 Pgup e Escape

6 Ins f Page Down
7 Del g Control

Listening: The keyboard

Task 2  Study this keyboard. The keys are in four sections. Can you name any of the

sections:
Esc | [F1 | .F I | Ea I :
= | * T % |0* & . { i ¥ N
~ ik 2 3 5 : 7 8 g 0 { o
= . :
= (&] E ] R T .‘r' u I 0 P f o
| Cape A [lis D [§TF G §H (§J K L =
; /
it At Al Gr gl
N

Task 3 Locate these keys on the keyboard as quickly as you can. Number them 1 to 8.

Insert | minus - plus " Delete

comma Fl Print Screen | Escape

=2 Task 4  Listen to this description of the kevboard in Task 2. Label each section of the
diagram.

| 8




Reading: The mouse

Task 5 Study this diagram which explains how a common type of mouse works.
Then complete each of these statements with one word.

/ Interrupter

w ﬁr | wheels
= \ ’\_ [ Slots
SN

{ i

. -'I;E-".
Integrated circuit [/ */_

‘ﬁr . 3 ! _|||
.

II J -1
I |

£

’ \\\}f‘ //

Mousemat

1 Move the mouse to the left and the cursor moves to the

2 The mouse contains a rolling

3 There are —. axles inside the mouse and two interrupter
wheels.

4 When vou move the mouse, the ball

5 The mouse moves over a mouse

Task 6 Now read this text to check your answers.

The computer mouse is a hand-operated device that lets you control
more easily the location of the pointer on your screen. You can make
selections and choices with the mouse button.

The mouse contains a rubber-coated ball that rests on the surface
of your working area or a mousemat. When the mouse is moved g
over that surface, the ball rolls.

The ball’s movements up and down, and left and right, turn the
two axles inside the mouse. As they turn, detectors register the
changing position. A small integrated circuit inside the mouse sends

signals to the operating system, which instructs it to move the 10
pointer on your screen.

1Y



Task 7

Example

20

Task 8

Language work: Present simple

Study these statements about keys.

1

2 . This key copies the screen display.

This kev moves the cursor down.

3 This keyv doesn't have a fixed function.

The verbs in italics are in the Present simple. We use the Present simple
to describe things which are always true.

Look at the statements (1-7) and correct the ones which are wrong.

This key moves the cursor down.
[t doesn't move the cursor down. It moves the cursor up.

If you are not sure, ask another student.
What does this key do:

This key moves the cursor down.

This key moves the cursor to the right.

This key inserts a character.

4 | strten This key copies the screen display.

p p
Do This key moves the screen up.

1

0 E )

This key doesn’t have a fixed function.

7 | GF This key gives you all lower case letters.
Problem-solving

Using the information from the Listening on page 18, and in Task 7.
describe what these keys do.

2 0 5 O



Task 9

Task 10

Task 11

Speaking

Match these symbols with their names to complete this table.

a (@ b / c ~ d - e . f

Svmbol Name Symbol Name
~ colon ~ forward slash
: tilde : at
[ underscore ~ dot, stop

Work in pairs. Student A should turn to page 118. Student B should turn to
page 119. Read these email and website addresses to your partner. Copy down
the addresses your partner reads to vou.

3=

2
3
+

5

Writing

With the help of this table and the Listening on page 18, write a brief
description of a keyboard. The first paragraph is done for you.

Section Location Main keys Main function
Main keyboard centre each letter input all kinds of data
digits 0-9
punctuation
common symbols
Function keys top F1-F12 not fixed
can program them
Editing kevs right cursor keys control cursor
insert, delete
Numeric keypad  far right digits 0-9 input numerical data
mathematical
operations

Most keyboards have four sections. The main keyboard has keys for each letter
and the digits O to 9. It also has keys for punctuation and other common
symbols. It is used for inputting all kinds of data.

21



Task 1

Interview: Student

[n this unit you will hear an interview with Lynsey, a student of Information

Technology at a Scottish college of further education.

Tuning-in

Study this description of Lynsey's course. Answer these questions.
1 What is the course called?

2 How long does it last?

3 What do you think these subjects are about?
Communications Numeracy

Length of course

Course content

One year full-time starting in August

You undertake core modules in:

Communications

Computer hardware: operation and maintenance
Computer software

Contemporary issues

Information systems

Introduction to computer networks

Information technology in business and industry
The individual in industry and work
Introduction to programming

Information technology

Numeracy

Problem-solving

You also select optional units from:
® Accounting

® Programming

® Mathematics

® Systems analysis

GSVQ Level 3 in Information Technology

Task 2

Task 3

|

Listening

Now listen to Part 1 of the interview. Which of the questions in Task 1 does it

answers:

Listen again to find the answers to these questions.

1 How many students are on the course now?
2 How many female students are there:




Task 4 Here is Lynsey's weekly timetable. Some of the information is missing.
Before vou listen, try to answer these questions about the timetable.
1 What time does she start each day:
2 When does she finish-
3 Who teaches her Computer Software?
4 Which classroom is Information Systems in-
5 When is her lunch break:

Department of Computing and Office Technology

Group: GSVQ Level 3
Period 1 Period 2 Period 3
09.00-11.00 11.30-13.30 14.30-16.30
MON | Communications 4 C L;
L. Maxwell 4607 O U
F
TUE F| ComputerSoftware |
E | Wendy Bright K216 H
WED B
THUR | Information Technology 3 | B | Information Systems i
Wendy Bright K303 g Tom Williams K302 E
FRI A | Computer Programming | A
K| Helen Hill K201 K
Course Tutor: Fiona Wright. 125 3904, Room K104
Task 5 Now listen to Part 2 of the interview to complete the blanks in the timetable.
Task 6 Listen again to Part 2 of the interview to find the answers to these questions.

What does she have on Mondays at 9.007
What does she study in Programming?
What happens in the Software class?
What does she do on Wednesdays:

What happens in Hardware:

What does she study in Networks:

What does she do after each visit-

~1 SY U1 e o b -

Task 7 Now listen to Part 3 of the interview to find the answers to these questions.

Who was at the Students’ Night:

Where was it?

What sport do they play?

What does the Students’ Union do-

What does Lynsey do for two nights a week?
Does she want a career in catering?

B | R N




Task 8 [Look at the answers 1-10.
Make a question about Lynsey and
her timetable for each answer,

A,

Example

=1

O N 00 NI S e W e &

Language work:
Wh- questions with the Present simple

Study this statement.
Lynsey works ina hotel in the evenings.

(agent)(action) (place) (time)

Note how we ask questions in the Present simple. To ask a question
about the agent — the person or thing performing an action — we use
Who betore the verb.

Wheo works in a hotel?

To ask about other parts of the statement, use Where or When + does.
Where does she work?
When does she work?

We ask about actions like this.
What does she do?

Now study these other examples of questions in the Present simple.
How long does the course last?
When do classes end?
What do you study:

She studies Information Technology.
What does she study:?

They start at 9.00.

She works in a hotel.

Ms Murray teaches numeracy.
They last for two hours.

She goes on visits on Wednesdays.
She studies at Telford College.

It lasts [or one vear.

She writes a report after each visit.
They organize discos.

She works two nights a week.




Writing

Task 9  Write your own timetable in English. The subject list in Task 1 may help you.

Days Times

Monday

Tuesday

Wednesday

Thursday
Friday

Saturday N

Computing words and abbreviations

Task 10  Match each word from column A (1-8) with its partner from column B (a—h)
to make a computing term. All of these terms are from the previous units.

A B
1 memory a code
2 power b key
3 function ¢ drive
4 expansion d supply
5 bar e card
6 floppy f chip
7 disk g memory
8 cache h disk

I
(W) |
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Task 1

Input devices

Tuning-in

Match these pictures of input devices with their names.

Task 2

Task 3

22 Task 4

barcode reader
scanner

joystick
trackerball

graphics tablet
touchscreen

[n pairs, try to list the uses of these devices.

Listening: Voice input

digital camera
microphone

Study this diagram. It shows how voice input works. Label the steps in the

process with these captions (a—e).

2 .
FANTA 1,
AVRILTIT
B'AAIN
DSl R =l

Speech
recognition
board

O O

[, > 01100111 [ >

01100110 = hid
01100111 = head
01101000 = had

L

-

\
~

»

a The computer compares the binary code with its stored vocabulary.
b The user says a word into a microphone.
¢ The screen displays the correct word.

d The speech recognition board converts the signals into binary numbers.
e The microphone converts the word from audio signals into electrical signals.

Now listen to the recording to check your answer.



Task 5

Reading: Input devices

Each text describes one of these devices: trackerball, joystick, lightpen,
scanner. Identify the device each text describes. Write your answers in this
table. Then compare your answers with other students.

Text Device

1

2

3

1 B
A is another input device you can connect to a computer system.
The is able to move in eight directions. s are mostly used

in computer games to control the way a picture on the screen moves.

Sometimes two

_s are connected to a computer so two people can

play the game at the same time.

A

is on top. The user rolls the ball around with her hand to operate it. If you

works in exactly the same way as a mouse, except that the ball

usea ____ ,youdon't need any extra space on your desk to move it

around (like vou do with a mouse). s are often used on small

portable computers and on some video game machines.

A

to read the pattern on a barcode. A

can be used to draw pictures directly on to a computer screen or

that can read barcodes detects

the difference between the light reflected from a black barcode line and its

lighter background.

Using a . you can input printed drawings, photographs, or text

directly into a computer. A works like a photocopier — a light is

shone on the material and the detects the reflected light. You can

use a with optical character recognition (OCR) software to input

the scanned text into a word processing package.



Task 6

Task 7

Example

Task 8

Language work: Function

We can describe the function or use of a device in different ways.
Study these examples.
Joysticks are used in computer games.
Using a scanner, you can input printed drawings directly into a computer:
You can use a scanner to input text.
A microphone is used for inputting sound.

Match each device (1-7) with its use (a—g).

Device Use
1 joystick a draw pictures on to a computer screen
2 lightpen b copy documents
3 scanner ¢ input sound
4 digital camera d input text
5 mouse e select from a menu
6 keyboard f move the cursor rapidly
7 microphone g produce photos without film

Describe the use of each device in a sentence.
Use these structures from the Language work section.

... is/are used in ...

... Is/are used for ... -ing
Using ..., you can...
You can use ... to ...

You use a mouse to select from a menii.

Problem-solving

In groups, decide which input device is best for:

controlling fast-moving objects in a game

reading the price of things in a shop

making copies of a page of text and graphics

storing sounds on a computer

producing pictures of people and places for storing in a computer
controlling a computer using speech

lyping text into a computer.

~1 O W ol e b e



Writing

Task 9  With the help of this diagram. fill in the blanks in this comparison of digital
cameras and film cameras.

Digital cameras don't use film. You take pictures on to solid state memory.

1

Then vou themtoa - . You can

. and improve the pictures in your PC. Then you can
2 them, add them to vour > , Or
e them on the screen.

Digital cameras are more ” than film cameras but the
cost for each picture is lower because there is no * t's also
easy to the pictures.

Film cameras are cheaper but each picture costs a lot because there are
10)

costs. The quality of film camera pictures is much

i 12

than digital cameras but vou have to

the pictures to transfer images to a PC.

Digital cameras

Download pictures
to computer

Manipulate Print 0 Compile or On-screen
Web page presentation

Take photographs

Film cameras

Put film Take Take film to Wait for Collect film

in camera photographs Take out processor @prccessing from processor
- — film

Download pictures  Manipulate g :
Retake : Print Compile On-screen
ot e Scan to computer images image OR Web page OR S rasBhtatich
pictures __..RIClUres €
- :
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Task 1

=] Task 2

Task 3

50

Output devices

Tuning-in
Think about a typical workstation. Match the items (1-7) to the guidelines
(a—g).

1 keyboard 4 copyholder 7 printer
2 monitor screen 5 chair
3 lamp 6 footrest

This should be adjustable and provide good back support.

b This should be more than a metre away from you and as quiet as possible.
Keep this level with your eyes. Don't have it level with the desk. Make sure
it is flicker-free, and that you can read everything easily. Avoid any glare
from the window.

Use this if vour feet do not rest flat on the floor.

Make sure this lights your work and not the screen.

Don't get a stiff neck. Use this when yvou enter a lot of data.

Keep this directly in front of you and within easy reach.

e

"3

g ™ 0 oL

Listening: Printers

Work in groups of three: A, B, and C. You are going to hear about three kinds
of printer. Note down what the speaker says about one type only as your
teacher directs. Use the table below.

Type Print Speed Running Noise Price Colour
quality costs level
Inkjet lowest slower than
laser
Mono laser high quiet
Dye slow Ves
sublimation

Now exchange information with other students in your group to complete
the table for all three kinds of printer. Ask questions like these.

What's the print quality likes
How fast is it-

Does it cost a lot to run’
How noisy is it?

[s it expensivers



Task 4

Reading: How to read a monitor ad

Study this text about monitors. Then decide if each statement is true or false.
Give reasons for your answers.

1 Twenty-two inches is a common monitor size.

A dot pitch of 0.3 1mm is better than one of 0.25mm.

A maximum resolution of 1600 x 1200 is better than 1280 x 1024,

A refresh rate of 85Hz is better than one of 75Hz.

A 17-inch monitor is 17 inches wide.

You can change the picture using controls on the screen.

The price of a monitor depends only on the size.

The monitor uses less power because of the Power-Saver feature.

] O W s W

“

£210

B 17-inch (43.2cm) Trinitron monitor
B 0.25mm aperture grill pitch
B Maximum resolution:

1280 x 1024, 85Hz
B TCO-99, MPR-II, TUV
Ergonomics approved
Power-SaverTM

On-screen menu

Price

The price mainly depends on the screen size. Common monitor sizes
are 15-inch, 17-inch, 19-inch, and 21-inch.The price also depends on
aperture grill pitch, resolution, and the number of controls.

Screen size

The size of the screen is the diagonal distance from one corner to
another. The actual area for images is smaller than this.

h

Aperture grill pitch

This controls the space between the dots which make up the image.
The less space between the dots, the better the display.

Most monitors offer 0.256mm dot pitch but some go as high as
0.31mm or as low as 0.22mm.

Maximum resolution
The quality of the display depends on the number of dots which 10
make up the image. The more dots, the better the display.

Refresh rate

The monitor refreshes the image on the screen all the time. The faster
this happens, the less the screen flickers. You should have a refresh
rate of at least 72Hz.

Safety standards
These are international standards to control harmful signals. 15

Power-saving feature
The power the monitor uses automatically reduces when it is not in use.

On-screen menu
Digital controls on the screen allow you to adjust the image.
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Task 5

32

Task 6

Example

Work in pairs, A and B. Each of you has details of a monitor. Ask your
partner about his/her monitor and complete the table below.

Student A Your monitor details are on page 118.
Student B Your monitor details are on page 119.

Screen size

Aperture grill pitch

Maximum resolution

Refresh rate

Price

Language work: Giving advice

You can advise people in different ways. Study these examples.

Advising people to do something:
Why don't you buy an inkjet?
(I think) you should buy a laser:

Advising people not to do something:
Don't buy a dot-matrix.
You shouldn't buy a laser.

To make your advice more effective, add a reason.

advice reason

Why don't you buy an inkjet? They re very quiet,

(I think) you should buy a laser, The print quality is excellent.
Don't buy a dot-matrix. They're very noisy.

You shouldn’t buy a laser: They're very expensive.

We use too to make our advice stronger, almost a warning. Study these
examples.

You should adjust your monitor. It's too bright.
You should move your printer. It's too close.

Advise the user of this workstation on improvements she should make.

I think you should use a chair with back support. It's more comfortable.




Problem-solving

Task 7  Work in pairs. Study this flowchart for choosing a printer. Decide which is the
best kind of printer for these users.
Someone who needs to:
1 print forms with two parts
2 print high quality black and white copies
3 print a lot of colour photos in a short time
4 print a few copies — colour and speed are not important
5 print a few pages in colour.
; YES
To choose Do you need to print \ Buy a dot-
a printer on multi-part forms? ! matrix printer.
<4 NO
YES YES
Do you need to \ Do you need \ Buy a colour
print in colour? 4 a fast printer? ) laser printer.
<+ NO ~ NO
Are print speed or Buy a colour
quality important? inkjet printer.
NO / YES
Buy an Buy a mono
inkjet printer. laser printer.
Writing
Task 8 Fill in the gaps in this comparison of printers.

There are many different types of printer. These include inkjet, mono laser,
and dye sublimation printers. Basically, vou get what you pay for. The more
you pay, the better the printer.

[nkjet printers are the ' , but their print ~
is not as ’ as the other two types of printer. They are
. to run compared to mono laser printers, but are able to
print in colour. Inkjets are the of the three types of printer.

Mono laser printers are ° expensive than inkjet printers,
but give you a ” quality of black and white output. They
cannot print in colour, but are the ® type of printer and cost
the ” to run.

Dye sublimation printers are the ' expensive type of
printer, but their print quality is extremely ! . They are
12 in operation, but are relatively > and very
i to run.
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Task 2
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Task 5

Storage devices

Tuning-in

Study these rules for CD-ROM and floppy disk care. Tick (¢/) things to do and
cross (X) things not to do. Then compare vour choice with a partner.

| Hold a CD-ROM by the edges.
Keep the optical/silver side of a CD-ROM clean.

Smoke when vou use vour CD-ROM drive.

Put floppy disks near a magnet.

Keep disks away from the sun and excessive heat.

Write the contents on the label on vour floppy disk.

Put extra labels on floppy disks.

Q0 ~1 ©n W

- Remove by force a disk stuck in the drive.

9 Remove a disk when the drive light is on.

Listening: Hard disk drive

Study this diagram of a hard disk drive. Match these labels to the diagram.
]| o a | b
drive motor | |

sealed case AN

1

2 el

3 disks ' "‘#
4  read/write heads — S
j head motor = —%’

| gap between disks / : /

d | 2 f

Il'.I S
=

1

SN

Listen to Part 1 of this description of a hard disk drive to check your answers.

Study this diagram. Answer these questions.

1 What sort of things can damage a hard disk?

2 How big is the gap between the read/write heads and the disk?
3 How can we protect a disk drive from damage:

Hair! Sm:ﬁl:ce-'.l Fingerprint! Dust | ‘Read/write head Access arm
| Particlel '- \

:. | I Hard disk
==, T

I

Now listen to Part 2 of the description to check vour answers.



Task 6

Task 7

A

Task 8

Reading: Storage devices

There are many different kinds of storage device for computers, and

developments are taking place all the time. List the storage devices mentioned

in this unit so far. List any other storage devices you know.

Work in groups of three. Read two texts each and complete vour sections
of the table.

Medium Advantages Disadvantages

Floppy disk

Fixed hard disk —

Removable hard disk
CD-ROM disk

Magneto-optical disk

Magnetic tape

Most computers use floppy disks. Floppies conform to a standard
and you can use them to carry data from one place to another. They
are also very cheap, but they are slow and have a limited capacity.

Almost all desktop computers have hard disks. They are fast and can
store much greater amounts of data than floppies, but they are fixed
inside the computer and you cannot use them to transfer data.

You can move data from place to place using removable hard disks.
They are almost as fast as fixed hard disks and also have high
capacities, but they are relatively expensive. They do not all conform
to one standard and they are not very common.

CD-ROM disks are very common and conform to a standard. They are
removable and can hold about 640MB. They are also cheap to make.
However, they are usually read-only. You cannot change the
iInformation on them. They are also slow compared to hard disks.

Magneto-optical disks are like CD-ROMSs, but you can write data on to
them. They are removable, have large capacities, and last for a long
time, but they are expensive and do not all conform to one standard.
For this reason they are not very common.

Magnetic tape is a cheap medium. You can use it to store very large
amounts of data, but it does not allow random access. Every time you
read or write a piece of data, you start at the beginning of the tape.

Tape drives are slow. Therefore, it is only suitable for doing backups.

Now exchange information with the other students in your group to complete

all the sections of the table. Ask questions like these.
What are the advantages of floppy disks?

What are the disadvantages of magnetic tape?

Do CD-ROMs conform to a standard?
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Task 9

Language work: Linking words

Study this example.
Magnetic tape is cheap, but it is very slow because tape drives are slow,
so we use it only for backups.

We use but to show a contrast, because to show that the next idea is a
reason, and so to show a result. Other words and phrases used in this
way are: however (contrast), therefore (result), and for this reason (result).

Magnetic tape is cheap. However, it is slow to use.
Magnetic tape is slow. Therefore, we use it only for backups.
Magnetic tape is slow. For this reason, we use it only for backups.

Fill in the gaps in this summary of storage devices using the correct word
from this list.

but however because S0 therefore for this reason

Floppies are very cheap, they are slow and have a

limited capacity. Hard disks are fast and can store large amounts of data

¥ 2

they are fixed inside the computer,

you cannot use them to transfer data. You can transfer data with removable

hard disks, * they are expensive. CD-ROM disks can hold

quite large amounts of data. , they are usually read-only
(&

you cannot change the information on them. Magneto-

optical disks are like CD-ROMs vou can write data on to
them. They are removable and have large capacities, °

. 9
they are expensive and do not conform to a standard. ,

they are not very common. Magnetic tape is cheap and has a large capacity,

10 it does not allow random access and drives are slow.

e it is only suitable for backups.




Task 10

Task 11

Problem-solving

Study this description of one method of backing up vour files.
Work in pairs to complete the table and answer the questions.

Establishing a comprehensive backup regime

Buy 10 tapes and label them Monday, Tuesday, Wednesday, Thursday,
Friday 1, Friday 2, Friday 3, Month 1, Month 2, Month 3.
For the first week, back up everything on each day to the
appropriately named tape, and on Friday, use Friday 1. In week 2,
do the same but use Friday 2, and in week 3 use Friday 3. 5
In week 4, do exactly the same, but on Friday use Month 1. Do the
same for the next two months, but on the last Friday of each month,
use Month 2 and Month 3. Then start the whole cycle again.
With ten tapes, at any point in time you have full daily backups
for the last week, full weekly backups for the last month, and full 10
monthly backups for the last three months.

Fill in the gaps in this table.

Tape Label Tape Label
1  Monday 6 Friday 2
2 . 7
3 Wednesday S
4 : 9 Month 2
5 10

Which tape do we use on these days?

1 Friday, Week 2 3 Thursday, Week 1 5 Friday, Week 8
2 Friday, Week 4 4 Monday. Week 2

Speaking

Study how these terms are used in computing,

bit (b) a Oora linthe binary system

byte (B) a group of eight bits, e.g. 10101110

kilo (K) 210 (approximately a thousand)

mega (M) 229 (approximately a million)
giga (G) 230 (approximately a thousand million)

Now work in pairs, A and B. Fill in the gaps in this table as vour partner
dictates. Ask your partner to repeat if necessary.

Storage device Capacity Storage device Capacity
DVD CD-ROM

High density floppy _ Large hard disk

Average hard disk Tape

Student A Your data is on page 118.
Student B Your data is on page 119.



Task 1

Task 2

Task 3

Task 4

Task 5

38

Graphical User Interface

Tuning-in

A Graphical User Interface (GUI) makes computers easier to use. A GUI uses
icons. Icons are pictures which represent programs, folders, and files. Can you
identily any of these icons:

—

Find the icons for the software which controls these items.

1 date and time 3 fonts 5 a modem
2 the mouse 4 the keyboard 6 sounds

Listening: Dialog box

Study this dialog box. Tick (¢) the features vou can identify.

] text box 3 checkbox 5 | drop-down list box

2 tab 4 | title bar 6  command button

8\ Find: Files named*.doc containing text sport

File Edit View Options Help

Name & Location I Date | Advanced[:?)

c
Find Now
Named: *.doc . Stop
Containing text: | sport (d) New Search
Look in: :I C:\Personal (&) hd !
@j Include subfolders Browse...
Ofile(s)found [ Monitoring New ftems

Now listen and check your answers.

Listen again. Match the 1 command button a Find
features of a dialog box 2 dialog box b Advanced
(1-4) with the examples 3 tab ¢ Lookin
from the screen (a—d). 4 drop-down list box d Stop



Task 6

Task 7

Task 8

Here are the steps for using this dialog box. Put them in the correct order.

a Enter name, location, and text required. ¢ Choose tab.
b Press Find Now command button. d Open dialog box.

Reading: WIMP

Study this screen display. Can you find these items?

1 awindow 2 anicon 3 apointer 4 amenu

W O OO W O N R W W -
¥

74/ Microtask - Document 1

’;:: @jﬂ File Edit View Insert Format Tools Table Window [RELS -
s About Microtask =]
e AE Microtask Help | |
o Dis|d| SR | &|%l@s = 2| e
. - ~1 |Index L
::l:-: I H[HT“HI - E] i R = j Technical HEIF R H L_ . III':
m Ig b e 4 2 ] e 2 v ) 5 % = | = & o [ Frevew WiF

B B .
[

" B E B
B B

T

i

=
L

1/1 At L Col 17:25 "

- L L - - | ) L s | =l i M | - - s - T .
A E S EES N NN E NS RGN E R N W
= B B F EDEEEREPFEFEDEE SRS E DD BB o & B B
B B B E NS B ENEEBEESEESEEEEREESREDSDEBEEEER B

H oW W
-EEEEN

i W EE B E N '
HEE R E e EE
2 B R E N e EE e = H e | X

| ."hi H N E S =
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Find definitions in the text of these items.

1 menu 3 window 5 pointer
2 interface 4 active window 6 icon

Most computers have a Graphical User Interface. The interface is the
connection between the user and the computer. The most common
type of GUI uses a WIMP system. WIMP stands for Window, lcon,
Menu (or Mouse), Pointer (or Pull-down/Pop-up menu).

Windows A window is an area of the computer screen where yOu cans
see the contents of a folder, a file, or a program. Some systems allow
several windows on the screen at the same time and windows can
overlap each other.The window on the top is the one which is ‘active’,
the one in use.

Icons are small pictures on the screen. They represent programs, 10
folders, or files. For example, the Recycle Bin icon represents a
program for deleting and restoring files. Most systems have a

special area of the screen on which icons appear.

Menus give the user a list of choices. You operate the menu by
pressing and releasing one or more buttons on the mouse. 15

The pointer is the arrow you use to select icons or to choose

options from a menu. You move the pointer across the screen with the
mouse. Then you click a button on the mouse to use the object
selected by the pointer.
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Language work: Making definitions

Study these descriptions of an icon.
An icon is a small picture on a computer screen,
An icon represents items such as floppy disks.

We can link these sentences to make a definition of an icon.

An icon is a small picture on a computer screen which represents items
such as floppy disks.

Study these other examples of definitions.
A mainframe is a very large computer which is used by universities,
businesses, and government departments.
A palmtop is a very small computer which can be held in one hand.
A byte is a small unit of memory which can hold one character of data.

Task 9 Add to the statements (1-10) using the extra information (a—j).

Example A barcode is a pattern of printed black lines which supermarkets use for pricing.
1 A barcode is a pattern of a it contains the main electronic
printed black lines components.
2 Alfloppy is a disk b it adds features to a computer,
3 A motherboard is a printed ¢ it is about the size of a piece of
circuit board paper.
4 A password is a secret set of d supermarkets use them
characters for pricing.
5 A monitor is an output device e it reads and writes to disks.
6 A disk drive is a unit [ it can hold 1.44MB of data.
7 An expansion card is an g it allows access to a computer
electronic board system.
8 A CD-ROM drive is a common h it controls all the other boards
storage device in a computer.
9 A notebook is a portable computer i it displays data on a screen.
10 The system unit is the main j itreads data from a CD-ROM disk.

part of the computer

Task 10  Work with a partner. Ask for and make definitions of these items.
Add other examples of vour own.

1. BC 4 active window
2 menu 5 pointer
3 window 6 CD
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Aids to commmunication

You can use these phrases when you're discussing possibilities.

I think it's ...
It might/could be ...
Possibly it's ...

Problem-solving

Task 11 Work in pairs. Study these forms the cursor can take on your computer.
Trv to match each icon to one item from the list below.

T~ QO QA d K

1 hourglass 5 crosshair
2 arrow pointer 6 magnifying glass
3 pointing finger 7 drag and drop arrow

4 not available

Writing

Task 12  Write a description of the Shut Down Windows dialog box. Your description
should answer these questions.

Shut Down Windows X
Microsoff
Lﬁ I;"_IJ % E'OGD

@ What do you want the computer to do?

Ends your session and shuts down Windows so that
you can safely turn off power.

oK. il Cancel Help

1 What does this computer screen show?

2 What do you use this dialog box for?

3 What features does the dialog box contain:
4 What happens if you click on each button?
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Task 1

~:] Task 2

Task 3

Interview: Computing
Support Assistant

Tuning-in

Anne works in a large insurance company. She's a computing support
assistant. She looks after people and their computers, and she helps with any
problems people have. What sort of problems do you think they might have?

Listening

Listen to Part 1 of the interview where Anne talks about the problems she
helps with. Tick (¢) the problems she mentions.

| paper jamming

finding options in programs

viruses

e W b e

computer freezes
hard disk crashes
~ printer switched off

Sy W

~1

" no paper in the printer

people forget their passwords

O oo

no toner in the printer

Listen to Part 2 of the interview. Tick (¢/) the ways Anne keeps up with new
developments in computing.

1 | reading books

2 | reading computer magazines
3 speaking to other technicians
+ : using the Internet

S taking courses

6 : trying programs herself

7 || reading newspapers



Language work: Adverbs of frequency

Study these extracts from the interview.

I: Are you ever bored:
A: No. not really, because it's never the same things over and over
again; it's different each time.

: People have problems with the hardware, often with printers ...
paper jamming. They also have problems finding options in the
programs. Mostly with word processing.

. Are there any other hardware problems:

. Occasionally a computer freezes, it hangs or freezes. It's usually a
memory problem.

. Is it always the machine or is it sometimes the user?

. Sometimes it's the user. The printer isn't switched on, or there's
no paper in it.

The words in italics tell us how often something happens. For example:
I: How often does a computer crash:
A: Sometimes, not very often.

We can grade these words from always to never like this:

always
almost always
usually

often
sometimes
occasionally
almost never
never

Task 4  This table shows the number of hardware and software problems Anne
had last year. Describe how often these problems happened, using the
adverbs above.

Example  There were sometimes problems with the network.

Printers 116
Monitors 0
Cabling 13
Scanners &)
Network 34
Spreadsheet 15
Database 1.7
Word processing 93
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Computing words and abbreviations

Task 5 Put the devices from the list into these sets.

Task 6

[nput ‘ Qutput | Storage
CD-ROM disk laser printer
digital camera lightpen
dot-matrix printer magneto-optical disk
fixed hard disk magnetic tape
floppy disk microphone
inkjet printer monitor
joystick removable hard disk
keyboard scanner

Match each definition (1-8) with the correct feature (a=h).

1

2

I

This is a window which appears when information about a choice is
needed or when options have to be selected.

This indicates the amount of space between the dots which make up the
Image on a monitor.,

This is part of a screen which is used to select an action, usually by clicking
the mouse button over it.

This is a measure of the number of dots which make up the image on a
monitor,

This shows a list of choices which the user can select from using the
pointer.

This is part of a dialog box where the user can type file names and other
information.

This is the speed at which the monitor refreshes the image on the screen.

This is a small picture on the screen which represents a program, folder,
or file.

a aperture grill pitch e drop-down list box

b command button f maximum resolution

c dialog box g refresh rate

d icon h text box



Task 7

Writing

Answer these questions about the interview with full sentences. Then link
yvour answers to make a short paragraph about Anne.

1 What kind of work does Anne do?

2 What does she like most about the job?

3 What Kinds of problems do people have with hardware?

4 Why do computers freeze-

5 How does she keep up with new developments in computing?
6 What kinds of courses does she go on’?
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Task 1

Task 2

Task 3

46

Networks

Tuning-in

Study this example of a local area network (LAN). Answer these questions.

1 Who are the users:

2 What kind of hardware is used-

3 What do the doctors use it for?

4 What do the receptionists use it for?

5 What does the practice manager use it for?

Waiting
room

Patients' records,
drug information,
appointments.

Reception

Laser

Dot-matrix __I— PC
printer \

Consulting
room
Doctor A

Consulting
room
Doctor B

Practice
manager

Consulting
room
Doctor C

PC
(Finance)

PC

Web and email connections
to hospitals, other practices,
and the local health board.

Newtown Health Centre
Local Area Network

Work in pairs. List some places where you might find a local area network.

Reading: Networks

Study this diagram.

Then answer the questions.

1 What is a network?

2 What are its hardware
components:

3 What is the difference
between a local area network
and a wide area network?

4 What advantages do vou
think networks haver




Task 4 Now read this text to check vour answers to Task 3.

What is a network?

A network is simply two or more computers linked together. It allows
users to share not only data files and software applications, but also
hardware like printers and other computer resources such as fax.

Most networks link computers within a limited area — within a
department, an office, or a building. These are called Local Area g
Networks, or LANs. But networks can link computers across the
world, so you can share information with someone on the other
side of the world as easily as sharing with a person at the next desk.
When networks are linked together in this way, they are called
Wide Area Networks, or WANSs, 10

Networks increase productivity by allowing workers to share
information easily without printing, copying, telephoning, or posting.
They also save money by sharing peripherals such as printers.

Task 5  With the help of the diagrams on page 46 and the text above, identify these
hardware components of the network.

1 — Most networks have at least one central computer
which all the desktop computers connect to. This is the most important
computer on your network. It stores the data files and application software
programs that the users need to access or share with others.

This is the desktop computer or notebook computer
on your desk. It is linked to the server, and can access files and applications
on it. Each computer on the network has a device called a network
interface card which connects the computer to the network. Many
computers come with these cards fitted as standard.

3 Once you have a network you can share any number
{:.-f these, including printers, scanners, CD-ROM drives, and backup devices.

4 _ Desktops typically connect via telephone-type cabling
to this intermediary device, which enables communication between
servers and desktops.

| )

Listening: Network topologies

Task 6  Study these diagrams. They show four network topologies. Try to match each
diagram with the correct name.

1 ring 2 bus 3 star 4 mesh

Task 7 Now listen and check your answers. The recording describes three topologies.
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Task 8

Task 9

Example

Task 10

Which topologies do these statements refer to?

If one of the computers fails, the whole network will be affected.

[f we remove a computer from the network, it won't affect the other
computers.

If the main cable fails, the whole network will fail.

If the central server fails, the whole network will fail.

If a cable breaks, the whole network will be affected.

If a computer fails, it won't affect the other computers.

Language work: Predicting consequences

The sentences in Task 8 predict the consequences of an action. For
example:

The cable fails. The whole network will fail.
(action) (consequence)
If the cable fails, the whole network will fail.

Note that the action is in the Present simple, and the consequence in
the will future.

Study these other examples.
If you don't use the right password, you wen't get access to the network.
If you don't save your document. you will lose the information.

Link each action (1-10) with a suitable consequence (a—j).

[

et s B D=2 B B S A

If you place a floppy disk near a magnet, you will destroy the data.

vou place a floppy disk near a magnet a the cursor moves to the left
you press Print Screen b the computer hangs

you input the correct password ¢ itis not lost when you switch off
vou add memory to a computer d vou damage the drive

vou move the mouse to the left e you copy the screen

you store data in RAM f you have access to the network
yvou use a faster modem g vou destroy the data

there is a memory fault h it runs faster

you press the arrow key i your phone bills are lower

vou move a CD-ROM drive j the cursor moves across

with the disk in place the screen

Complete these statements with a suitable action or consequence.

1
2
3
4
S5

If you select the No button on the Shut Down Windows dialog box, ... .
..., you will close down Windows programs.

If you input the wrong password, ... .

..., your printer will not print.

If your monitor is too bright, ... .



Problem-solving

Task 11 Study these rules for passwords. Then decide if the passwords which follow
are good or bad. Explain vour answers.

Network passwords

Usually you need a password to use a network. It is important to
keep your password secret. The following rules make a password
more difficult to guess.

Passwords should:

1 be at least 6 characters long

2 have a mixture of numbers and letters

3 have a mixture of capital and small letters

4 be easy to remember.
Passwords should not:

5 be a word from a dictionary

6 be acommon name

7 include spaces, hyphens, dots, or symbols with a special meaning
in computing, e.g. $, ¥, etc.

1 Colibarte 5 Eztv3xq

2 Tom3 6 Zuta.bals

3 7Azab 7 4epilon

4 6Biscuit 8 Zabidon5

Writing

Task 12 Write a description of the LAN shown in Task 1. Use vour answers to Task 1
to help you. Begin vour description like this:

This LAN connects receptionists, doctors, and the practice manager in a health
centre. It also connects the centre with the local health board.
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1 2 Communications

Tuning-in

Task 1 [dentily the different communications links between the office desktop in a
San Francisco police station and the mainframe in Georgia State Police
headquarters. Choose from this list.

1 fibre-optic cable 4 microwave transmission
2 earth-satellite transmission 5 satellite-earth transmission
3 telephone wire

Task 2 Work in pairs. Try to think of other organizations which use long-distance
computer communications to exchange information.

50)



Task 3

2=] Task 4

Task 5

Listening: Voicemail

Study this diagram of a voicemail system. Match each picture to the correct
caption,

a The digital message is stored in ‘voice mailboxes’ on disk.

b The caller dictates the message.

¢ When the recipient dials the mailbox, the message is converted back to
analogue signals and delivered in audio form.

d The message is converted from analogue to digital signals.

Listen to this voicemail message from John Bailes in Brussels for Lenny Yang,

a salesman with the Taytron company in London. Answer these questions.

1 Which number does John Bailes dial to leave a message:
What time was John's meeting with Lenny Yang:

Why can’t John meet at that time;

How is John travelling to London;

When does he leave Brussels?

When does he arrive in London?

Can he meet Lenny at 11.15;

Why does Lenny have to email before 8.30);

~1 & W = W M

oL

This is Lenny’s appointments page on his PC. He checks his voicemail at 9.0)
[s there any problem?

().

k3

Edit Section Page Tools Dption Help
J . ._.,_,'_ e R = __ ~ - =rraa i by D iy T e -_—-. i L. —EEEE _"_f___l I-"-"T_I
Tuesday 21 September Tuesday 21 Septamber
| IBl 000 1015 John Bailes

100 130 Tracy Duffy

1200 1230 Lunch-Tracy Duffy, Tim Capron
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Task 6

Reading: Video conferencing

Study the instructions for using a video conferencing system. Try to find this
information quickly.

1 What do these keys do:
a(E) b c(B) d(H)

2 Which buttons do you use to:

a make a callr ¢ switch off the picture-in-picturers
b adjust the volume: d zoom in and out the Near End camera?
Dialling

a video call

Ensure ‘Picture Tel Ready’ is displayed on the monitor.
Press the Call button (A). The monitor will prompt you to:

1 Make a manual call

2 Re-dial the last video numbers
3 Place a call from the speed dial menu. E

To select a number from the speed dial list, use the direction keys (B),
then press Enter (C).

When the call has been successfully connected, you will see the
Far End location on the monitor.

Mute

On the left-hand side there is an audio mute key (E). When thisisin 1
operation, a banner will appear on your main monitor telling you

that Near End, Far End, or both are on mute. Use the Mute button if
you want to have a private conversation.

Volume
To adjust the incoming volume, simply press the Volume key (F).

Picture-in-Picture
If you prefer not to see your own image, you can switch the P-|-P off 1s
using button (G).

Moving the camera

The right-hand side of the keypad houses the Near End (I and J) and
Far End (K and L) camera controls. The diamond-shaped keys (I, K)
control the direction of the camera and (J,L) the zoom in and out.

Ending your video conference
When your meeting is finished, remember to end the call by pressing 2o
the Hang Up key (H). It is preferable for the call originator to hang up.



Task 7

Task 8

Task 9

Task 10

Language work: Present passive

Study these steps in using the communications links to exchange data

between San Francisco and Savannah, Georgia.

1 A police officer requests records of a suspect.

2 Her computer sends the message via lines and fibre-optic cable to a
local microwave station.

3 The local microwave station transmits the request to the nearest
earth satellite station.

Look at the active form — the agent is as important as the action.
A police officer (= agent) requests (= action) records of a suspect.

If we want to make the action more important than the agent, or if it is
very clear who or what the agent is, we can say:

Records of a suspect are requested.

This is the Present passive form. We make this using is or are plus the
-ed form of the verb (requested, transmitted, relayed). With irregular
verbs, we use the irregular past participle form (sent, given, spoken).

Fill in the gaps in these sentences. They describe how the police send a request
from San Francisco to Savannah. Use the passive form of these verbs.

relay request send transmit
1 Records of a suspect
2 The message to a local microwave station.
3 The request to the nearest earth satellite station.
4 The message _ to a satellite in space.
5 The message back to an earth satellite station.
6 It to a microwave station.
7 It via the telephone lines to the headquarters computer.

Now describe how the records are sent from Savannah to San Francisco.

Problem-solving

Work in pairs. Students in another country want to study the same computing
course as yours without coming to your country. What communications links
could your college or university use to make this possible?

Speaking

Work in pairs. With the help of the rules provided, explain to your partner
why these samples of handwriting are not easy for computers to read.

enve OTBALO kenl 53EY G066 (0OUP

Student A Your rules are on page 118.  Student B Your rules are on page 119,
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The Internet 1:
email and newsgroups

Tuning-in

Task 1 Study this diagram of the Internet. With its help, match these definitions to
the correct item on the diagram.

1 adevice which selects the best route to send data from one network to
another

2 aspecialist computer which provides a service to a network

3 acompany which provides Internet access

4 alarge multi-user computer for processing very large amounts of data
5 computers connected together to share hardware and software

INTERNET

SERVICE
PROVIDER

Telephone
network

Multinational
Computer network

websites

Task 2 Do you use the Internet: What do people use the Internet for? Make a list and
discuss it with your group.

Listening: Email

Task 3  Study this email. Answer these questions.

1 Who is the sender: 4 What is it about?
2 What is his email address; 5 What time was the message sent?
3 Who is it sent to: 6 In what form is the main part of the message?

From: |.eastleigh@gltech.ac.uk

Date: 9/10/02, 15.35

lo: gpark@ed.ac.uk, pricel@aol.com, aperez@kmc.ed.uk
Subject: Party

Dear all,

Too lazy to type. I've recorded this message as an attachment.
John



Task 4 Now listen to the attachment and find the answers to these questions.

When did he start his course:

Why is Friday different from other days:
Which class does he most enjoy:

What is he thinking of for a project:
Why does he not like the maths lecturer:
What sport does he play at lunchtime:
What's happening on the 17th:

Where will it be?

Who will be therer?

SN S e o B
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Reading: Newsgroups

Task 5 You can exchange views on almost any subject by joining an Internet
newsgroup. Which of these groups would interest the following people (1-6)7

a alt.algebra.help [ alt.sport.soccer.european

b alt.asian-movies g alt.tasteless-jokes

¢ alt.comics.batman h rec.antiques.bottles

d alt.education.disabled i alt.food.wine

e alt.fashion j alt.music.world

1 afootball fan 4 a comic book collector

2 astudent with maths problems 5 alan of Indian cinema
6

3 a bottle collector someone interested in clothes

Task 6  Study this exchange between subscribers to a newsgroup and find the
answers to these questions.

1 What newsgroup is this? 6 Who sent the second message?
2 Who sent the first message: 7 What was the object:

3 When did he send it? 8 Why do they think so?

4 Where was flight KN162 going? 9 What did the coastguard see;?
5 What did the pilot see? 10 What was he doing?

From: rsony@hotmail.com Date: 06 March 1998 05.39

Newsgroup: alt.alien.visitors

The pilot of flight KN162 from Dallas to Fargo on February 17th 1998 reported a UFO heading
north-east at an altitude of 10,000 metres and a speed of more than 2,000 km/h. He described

the vessel as silver in colour, cigarshaped and with short wings. Did anyone else see this?
Ron

From: Ben & Thelma Subject: Re: UFO Report
This could be an experimental military plane. There are no reports of alien ships with wings.
Most UFOs are saucershaped like the one which crashed at Roswell.

From: Steve Subject: Re: UFO Report
Nonsense. Winged alien craft are quite common. US coastguard Harry Pitman saw 3 winged
craft over Cape Cod on 4th March 1995 while searching for a missing fishing boat.

S
I



Language work:
Past simple vs Past continuous

We make the Past continuous with was/were + the -ing form of the
verb. We often use it to provide the context for actions in the past.

He was flying from Dallas to Fargo. He saw a UFO.
(action 1) (action 2)

To show that one past action happened in the middle of another past
action, we can link them using when, as, and while.

He was flying from Dallas to Fargo when he saw a UFO.

As he was flying from Dallas to Fargo, he saw a UFO.

While he was flying from Dallas to Fargo, he saw a UFO.

We use the Past simple for completed actions, especially those which
take very little time. We use the Past continuous to describe actions
which happen over a period of time.

He saw a UFQ. It was heading north-east. It was travelling at
2,000 km/h.

Task 7 Put the verb in brackets into the Past simple or the Past continuous.

1 The plane (go) to Fargo.
2 The UFO (fly) at 10,000 metres.
3 The pilot (notice) it had short wings.
4 The pilot (report) the incident.
5 He __ (describe) the vessel as silver in colour.
6 Nooneelse (see) the UFO.
7 The UFO (head) north-east.
8 The coastguard (see) three winged cratft.
9 He (search) for a missing tishing boat.
10 AUFO (crash) at Roswell.

Task 8 Link these actions to show that one action happened during the other action.
Put each verb in the correct tense. and use an appropriate time word:
while, as, or when.

1 He (fly) from London to Edinburgh. He (see) a UFQO.

2 Her computer (crash). She . (search) the Internet.

3 They (studv). A fire (start) in the Computer Lab.

4 She (print) out her email. The printer (develop) a fault.

5 They (work) on the computer. Someone (switch) on the
power.



Task 9

Task 10

Problem-solving

Study this typical email address. It belongs to Anna Lock, who works for the
Pesto company in the UK.

locka@ pesto.co.uk

R ] T e

user [D  domain type of organization country

Study these examples of types of organizations and countries.

Organizations Countries
com or co commercial organization at  Austria
edu/ac education au Australia
gov government ca C(Canada
int international organizations ch Switzerland
mil military de Germany
net network provider es Spain
org not-for-profit fr  France

and other organizations it [taly

Whose email addresses are these; Match the addresses (1-8) to the list of
users (a=h),

1 redcrossyouth(aalgonet.se

2 webmaster(@lao.org.it

3 today(@bbc.co.uk

4 jsmith@smith.senate.gov

5 rossifwcantsoc.com.it

6 salesi@demon.net

7 lunchx(@swtol.usace.army.mil

8 s.larrieu@ly.ac.fr

a a UN organization based in Italy

b a US politician

¢ a Swedish charity

d a student at a French university

e anews programme on a public broadcasting service in the UK
t an Italian wine co-operative

g a military organization based in the US
h an ISP

Writing

Write a briefl email to a friend describing your course. Your message should
answer these questions.

1 What is vour course called:

When do you have classes?

Which subjects do you study:

Which subjects do you enjoy mostz Why?

Which subjects do you like least; Why?

What do you do in vour free time:

S W = o R
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The Internet 2:
the World Wide Web

Tuning-in

Task 1 Work in groups. Study this extract from the Yahoo search engine home page
(http://www.yahoo.com). Which category is the best one to search in for this
information:

1 anew treatment for cancer 5 the phone number of the White House
2 new Hollywood movies 6 avideo of a black hole developing

3 the Italian word for computer 7 Tibetan Buddhism

4 the main news stories in the US 8 unemployment statistics for Germany

AHOO!

Arts & Humanities
Literature, Photography...

Business & Economy
B2B, Finance, Shopping, Jobs...

Computers & Internet

Internet, WWW, Software, Games. ..

Education
College and University, K-12.

Entertainment

Cool links, Movies, Humor, Music...

Government
Elections, Military, Law, Taxes..

Health

Medicine, Diseases, Drugs, Fitness...

News & Media

Full Coverage, Newspapers, TV...

Recreation & Sports

Sports, Travel, Autos, Qutdoors...

Reference

Libraries, Dictionaries, Quotations.,

Regional
Countries, Regions, US States...

Science

Animals, Astronomy, Engineering..

Social Sciences

Society & Culture

People, Environment, Religion..

Q_h‘ti-rntt zone

Reading: Webpages

Task 2  Study these sample webpages. Classifv them as:

1 news 2 sport

3 entertainment 4 education
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Task 3 Now match each webpage to the correct text.

A

Offering unparalleled access to world news and current affairs, the
Internet lets you keep up with the latest stories as they happen.
Newspapers from around the world are available online, and TV news
services, such as CNN (Cable News Network) and Sky TV, offer
excellent coverage. There are even special interest news sites,
including some designed for children.

Whatever your favourite sport, it is likely to have at least one devoted
fan who has prepared a website dedicated to it. By visiting the site,
you can pick up the latest news and gossip, and even chat to other fans
around the world. As you might expect, football fans are well catered
for on the Web with a mass of information on famous teams, league
positions, fixtures, and player profiles.

Keeping up with your favourite band, finding out about exhibitions, or
simply organizing yourTV viewing is easy on the Web. MajorTV
companies have their own sites where you can find a wealth of
information onTV shows and the activities of your favourite
celebrities. If you want to find a restaurant, see a movie, or just visit a
new bar, you will find the Internet a great resource.

You can study for school or college and even obtain a degree using the
Internet. Universities from around the world have sites and some offer
online courses. Most schools now have an Internet connection, and
many schoolchildren use it for research and for keeping in touch with
schools abroad. Children can also visit special online exhibitions
created by world-famous museums.



Task 4

Look at this page from the CNN website. It contains a number of links labelled
(a—h). Find the links which enable you to:

get the story behind the headline in full

post vour own message about current events

search previous news stories for any reference you want

interact with other readers live using your keyboard

see the advertisement

change to Spanish

see the news in brief

watch videos of news stories.

W J TR S I I
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interactive

C MM carm.

custi

WORLD |
us.
LOCAL =
WEATHER =
SPORTS |
SCI-TECH [
TRAVEL
STYLE
SHOWBIZ
HEALTH |

COMMUMITY
g, Message EDards@g

SITE SOURCES
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/ , ’ :
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M A | N A G E

P
El Nifno returns

Message Board: El Nino winter

Lustful lizards have to
bite the bullet

Recess 1s over for the crocodiles of the Nehru Zoological Park
in Hyderabad. a city in Andhra Pradesh in southern India.
FULL STORY

Chat )
Feedback

Contents

Help!
Search {f:,

CNN Networks

EARTH
ChNSI
allpolitics &

QN

EN ESPANOL r.:@

SPECIALS
Quick NEWS@

Almanac
Video Vault @.
News Quiz

™0ffRoad Adventufe™ -

Task 5

| File Edit

Listening: Browser

To download and read documents from the World Wide Web vou need a
software program called a browser. Study this section of a web browser screen.
[dentify these features.

1 title bar 3 toolbar

2 menu bar 4 address box

5 links

View Favorites  Tools Help (@)
- .= . fat (@ B~ &
Back  Forward Stop Refresh  Home Search Favorites Media Histary Mail Print
Addrass| http://www.yahoo.com (d) = @ Go ‘Links@
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Task 6

Task 7

Look more closely at the toolbar. Listen to the recording and try to identify
which buttons are described.

Language work: -ing forms

Study these examples.
Keeping up with your favourite team is easy on the Web.
By visiting the site you can pick up the latest news.

We can often use the -ing form of verbs like nouns.
Browsing the Web is popular.
Some people like shopping online.

We use the -ing form after prepositions.

Without leaving home you can visit any country on the Web.
By clicking on the link you can move to another page.

Complete each gap in these sentences with the -ing form of an appropriate
verb from this list.

back up become enter find keep up learn
link receive select send use
1 with the latest news on your favourite team is easy
on the Web.
2 One of the most useful features of the Internet is and
email.

3 The grandfather, father, son method is one way of
your documents.

4 Fibre-optic cable can be used for computers in a
network.

5 Search engines are ways of information on the Web.

6 a keyboard is the commonest way of

data into a computer.

7 _ audio and video attachments is possible with email.

8 a programiner means a number
of programming languages.

9 The White Pages are for email addresses.

10 an option in a menu is easy with a mouse.
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Task 8 Try to answer these questions using an -ing form.

Example  How do vou draw pictures on a computer:
By using a graphics package.

How do you:
1 find a website:
select an option on a menu?
move rapidly through a document:
return to vour starting page on the Web:
store favourite sites?
share ideas with other Internet users on a subject you're interested in?
increase the speed of your computer?
send voice and text messages to other Internet users?
end a search on the Web+
move the cursor round the screen:

o o0 ~1 Sy W e W bk
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Problem-solving

Task 9 Work in pairs. Decide which of the sites (a—j) to visit in order to find
information on the following topics (1-10).

1 the latest scientific developments a www.admarket.com

2 caring for your cat b www.bubble.com/webstars/

3 calculating your tax ¢ www.buildacard.com

4 new cars d www.carlounge.com

5 advertising on the Web e www.encenter.com/ski/

6 books on sport I www.petcat.co.uk

7 sending a virtual greetings card g www.moneyworld.co.uk

8 economic data on Bulgaria h www.newscientist.com/

9 vour horoscope i www.thebookplace.com
10 ski conditions in Europe j www.worldbank.org
Writing

Task 10  Work in groups. Design a Web home page for your college or company. Write
a headline with an explanatory paragraph about your college or company,
and a menu which readers can choose from to find out more about different
aspects of it.

Each member of your group should write a brief paragraph which readers
can access when they click on one of the menu links.



Interview: Website Designer

Tuning-in

Task 1  Saladin designs websites. This is one of his designs. Discuss with your group
what you think a good website should have.

C] Hill Street Theatre - Microsoft Internet Explorer ENSlFS EaleSicdhyl SN N0 ISE:
File Edit View Go Favorites Help

E =29 < it Q@ G- & AN iy
Back Forward Stop Refresh Home Search  Favorites Print Font Mail
|| Address | http:/www.ednet.co.ukhillstreet ~] ||| vinks
v
|
| N
>

Hill Street Theatre

THEATRE The little big venue

e — —|
venue 41

It gives us great pleasure to welcome you to Hill Street Theatre's Edinburgh Festival Fringe 2002.
We would be delighted if you decided to celebrate the 51st Anniversary of the Festival and 52nd i

Fringe with us. We can assure you that Hill Street Theatre is a friendly and happy place. full of fun
and character. We trust that you will enjoy spending time with us and hope that you will have an
enjoyable 2002 Edinburgh Festival Fringe.

"the largest, most prestigious arts festival in the world"
THE SCOTSMAN

Listening

Task 2 In this interview Saladin describes what makes a good website. Listen to
Part 1 of the interview and answer these questions.
1 Name two kinds of people who want websites.
2 Why is a website good for people with a lot of information to distribute?
3 What sort of clients is a website particularly useful for?
4 What does Saladin ask for first from a client?
5 What important point must be decided?
6 What must the client make a clear decision about?
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Task 3 Listen to Part 2 of the interview and complete the five design principles

mentioned.

1 There should never be

2 Amaximumof __ from home page to other pages.
3 Don't have on one page.

4 Don't use multimedia simply to make

5 Remember there are still a lot of users with

Task 4 Listen to Part 3 of the interview. Decide which of these statements Saladin
would agree with.

Information on websites should be divided into small sections.

Long sections can be a problem for users who want to print from a website.

It's a bad idea to have a lot of links to other sites.

You want users to bookmark vour site as a way to get to other sites.

Your website should start with a brief piece of information to attract the
reader,

T I O R

Task 5 Now listen to the whole interview again. Put these pieces of advice about
website design into two sets: A (things to do) and B (things not to do).

Include graphics only to make it look nice.

Divide information into small sections.

Have pages with dead-ends.

Have a lot of links to other sites.

Have a lot of links on one page.

Start with a brief piece of information to attract the reader.

7 Forget about readers with less sophisticated browsers.
8 Update vour page regularly.

I T

=)

Language work: Indicating importance

We use has/have to and must to urge someone to do something because
we feel it is important.

You have to/must put the keyboard directly in front of you.
You mustn’t type for hours without a break.

We also use these words to show that something is required by a rule or
law or by common sense.

The screen has to/must be easy to read.

Noisy printers mustn't be too near:
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Task 6

Task 7

Task 8

Example

Task 9

Example

Task 10

Give advice about website design using has/have to, must, and mustn't.
Use these answers to Task 5 to help you.

A: things to do B: things not to do

1 Divide information into small 1 Have a lot of links on one page.
sections, 2 Include graphics only to make

2 Have a lot of links to other sites. it look nice.

3 Start with a brief piece of 3 Forget about readers with less
information to attract the reader. sophisticated browsers.

4 Update your page regularly. 4 Have pages with dead-ends.

Computing words and abbreviations

[dentify these abbreviations used in earlier units. Use the Glossary if necessary.

1 MB 3 ISP > PC 7 WAN 9 OCR
2 CD-ROM 4 LAN 6 RAM 8§ SIMM 10 MHz

Find terms related to these.
analogue signals — digital signals

1 bit 4 read-only memory
2 local area network 5 connector
3 floppy disk drive

Find as many words as you know which go before or after these terms.
You may use compound words.

disk: disk drive, hard disk, floppy disk

1 memory 3 mouse 5 key 7 monitor
2 printer 4 screen 6 cursor
Writing

Write a set of numbered points to advise someone thinking of designing a
website. Advise them of things to do and not to do. Use your answers to Task 6.
other information from the recording. and yvour own ideas.

How to design a website

= b e

I




1 6 Word processing

Tuning-in

Task 1  General purpose packages such as word processors and spreadsheets have a
number of features in common. Match these commands (1-7) to their
meanings (a—g).

1 Open a alter data in the document

2 New b begin a new file containing no data

3 Save ¢ alter the appearance of the text (e.g. change the font)
4 Print d start the application ready for use

5 Insert e enter information into the file

6 Edit f save the document to disk

7 Format ¢ send the data to the printer to be printed out

Listening: Word processing screen

Task 2 Study this word processing screen. Can you identily these components:

1 Menu bar 5 Formatting toolbar
2 Insertion point 6 Standard toolbar
3 Status bar 7 Ruler

4 Title bar

@ pocument - MicrosoftWora___ © __________________ _____________________ HER
File Edit View |nsert Fgrmat Tools Table Window Help ) Type a question for help - X
e EHIRESRE BB~ ~- |6 B O B A I 0 -|H
(d)4 Nomal w Times New Roman -ll-—-lB Vi u|g| ::IE |§.— -—— = -t=||:|-3
Eé]?f-:-1-|-z-|-3- I E"""':'._’:.‘El%
= |
@
.
o
T
EcEE ¢ | ]
Page 1 Sec 1 At Ln Col 1 REC TRK EXT OVR

22 Task 3 Now listen to the explanation to check your answers.

Task 4 Number from 1 to 5 the features on the screen which allow vou to:
1 insert a table 4 know which page vou're on
2 print 5 underline part of a text.
3 change the font

Hb



Reading: Draft letters

Task 5  Study these two drafts of a letter. Underline the changes made in Draft 2.

14 Glancey Street 14 Glancey Street
Broadtown BROADTOWN
EL12 4PQ) EL12 4PQ
5th January 2003

Sth January 2003 '
Ms J Huckerby m Ms J Huckerby m

Customer Services el
Customer Services

;Vanda Ltd. Wanda Ltd.
S;x;ja:gg‘n SOMERTON
2 SPI 3QR

Dear Ms Huckerby
Re: Printer 6WL., Serial No 1563526

[ purchased this printer from you in
September. but it soon developed a fault. |
sent 1t for repair under the guarantee on 19th
November last year. It was returned on
December 6th but it 1s still falty. I am
returning it for further attention.

Dear Ms Huckerby
Re: Printer 6WL, Serial No 1563526

[ purchased this printer in September, but it
soon developed a fault. I sent it for repair
under the guarantee on 19th November last
year. It was returned on December 6th but it is
still faulty. The paper jams every time it prints.
[ am returning it for further attention.

Yours sincerely T ——

Paul Brandt Paul Brandt

Task 6 Which of these word processing features has the writer used to make the
changes in Draft 27

»| ¥|>l@| BlI|U| =

Language work: Present perfect passive

Study this list of changes to Draft 2 of the letter in the Reading section.

tabs inserted 6 words deleted
spelling checked 7 words inserted

line spaces inserted 8 words underlined
text justified 9 characters made bold
letters changed to capitals

We can describe these changes like this.
Tabs have been inserted. The spelling has been checked.

The words in bold are in the Present perfect passive. We form the Present
perfect passive with has/have been + -ed (the past participle of the verb).
The Present perfect passive describes changes in the recent past which
have a result in the present. Remember that we use the passive form if
we want to focus on the action and not the agent, or if it is very clear
who or what the agent is.




Task 7 Describe the other changes which have been made in Draft 2 in the same way.

Task 8 Now look at the two versions of this letter. Describe the changes which have
been made in Draft 2.

ER Computing, ER Computing,
m POB 305, POB 3053,
London London
17th May 17th May
Dear Mr Hunt, Dear Ms Fellows.
Thank you for your fax of the 14th and Thank you for your letter of the 2nd and
for your interest in the post of Computing for your interest in the post of Computer
Support Officer. Programmer.

Before we can proceed with your
application, we need the names of two
referees.

Before we can proceed with yvour application,
we need a full CV together with the
names of two referees.

o Yours sincerely,
Yours sincerely, :

; Sarah Gaites.
Sarah Gaites
, Personnel Director
Personnel Director

Problem-solving

Task 9  Study these pairs of words in different fonts from a desktop publishing
package. Which font in each pair would be most suitable for an
advertisement? Explain your choices. Use these phrases.

It's too ...
It's not ... enough.
Construction CONSTRUSTION

SOLICITORS Solicitors
(Vedding gowns WEDDING GOWNS
Champagne Champagne
Technology Cechunlony
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Task 10

Task 11

Writing

Study these instructions for using the Find command.

Find
Find What:

Search:

Find

present

AL B

Bud Find Mext |

Cancel |

[ Match Case

[ Find Whole Words Only Replace... |
[ Use Pattern Matching
[ Sounds Like

[ Find All Word Forms

| Format v | Special ~ |

1 Choose the Find command in the Edit menu.

2 Type the text you want to find in the Find What text box, for example,

present.

il

Type the text exactly the way vou want to find it.
4 If you want to find text that matches upper case and lower case with the

way vou type it, select Match Case.

W1

yvou will find presenting. represent, presenter, etc.
6 Click on Find Next and the program will pause each time it finds the words

vou want.

7 The found text is highlighted on the screen.

Now write your own instructions for using Find and Replace based on this

dialog box. Use your own examples.

EER S kB3
Find What: [ R
Cancel
Replace With: | -
Search: Al ~] [ Match Case
[ Find Whole Words Only
[ Use Pattern Matching
| Sounds Like
[ Find All Word Forms
Find
| Format ~ | Special ~ |
Speaking

Il you want to find whole words only, select Find Whole Words Only. If not,

Work in pairs, A and B. Explain to your partner in simple terms what you think
are the functions of the labelled buttons on your copy of the standard toolbar.

Student A Your toolbar is on page 118.
Student B Your toolbar is on page 119.

6Y



1 7 Databases and spreadsheets

Tuning-in

Task 1  Study this example of a record from a database of company emplovees.
What fields do vou think it contains What other fields might be useful?

Boot, Ronald Marketing Salesperson , 30/5/68 £28.000

Task 2 Work in pairs. What fields would vou include in a database for:
1 a national police computer:
2 anational driver and vehicle licensing centre?

Reading: Database search

Task 3  Study this simple database of volcanoes and answer the questions.

Name Country Continent Height (m) Status
Cotopaxi Ecuador South America 5978 active
Popocatapetl Mexico North America 5452 active
Sangay Ecuador South America 5410 active
Tungurahua Ecuador South America 5033 active
Kilimanjaro Tanzania Africa 5889 dormant
Misti Peru South America 5801 dormant
Aconcagua Argentina/Chile South America 6960 believed extinct
Chimborazo Ecuador South America 6282 believed extinct
Orizaba Mexico North America 5700 believed extinct
Elbrus Russian Federation| Asia 5647 believed extinct
Demavend Iran Middle East 3366 believed extinct
1 How many fields are there? 3 List the volcanoes in North America.
2 How many records are there: 4 List the volcanoes over 6,000 metres.

Task 4 Read this text on database searches and answer the questions which follow.,

Search

The ‘search’ facility allows you to look through the database for
information. To do this, you must enter the field or fields that you
want to search and the details that you want to find. This is called to
search on a field using whatever conditions you require. To give an
example, you might be looking for items in your database with
‘height in metres greater than 5,000". Here the field that you would
be searching on is ‘height in metres’ and the condition you want is
‘greater than 5,000". The figure shows how a simple search on one
field can be carried out.




Task 5

Task 6

o e b

Record Selection: | SII'I"IFI'E

Country contains searching
Continent A begins with B)
5 s L B Rt
Height in metres Gt is greater than
Status I3 is greater than or equal to |3

Record Comparison Information:
Selection Rules: Height in metres is greater than 5888

()And (@ 0r

I: Cancel ] [ Delete Rule ] [Instail Hule] @

What does box a contain?

What does box b contain-

Which selection rule is entered:

What is the function of button ¢

How many records will this search find-

What are the selection rules to find:

1
2
3
4
5

all active volcanoes:

all volcanoes over 6,000 metres:

all volcanoes in South Americar

all active volcanoes in Ecuador:

all active volcanoes in South America higher than 5,500 metres:

Listening: Spreadsheet

Study this extract from a spreadsheet for sales from a fast food outlet.
Answer these questions.

1 How many columns are there:
2 How many rows are there:
3 Whatisin cell A3:
A B C D E
1 Day Food Drink Total Profit
2 Mon 385 S s
L, Tue 590 171
4 Wed 547 106
5 Thur 219
6 Fri 1953 511
7 2762
8 1231 248
9 TOTALS




Task 7 Study this table. Explain what each of the spreadsheet formulae (1-5) means,

Symbol Meaning Formulae
+  plus 1 =E3*15%
—  minus 2 =A107B3
* multiplied by, times 3 =SUM(B9:B24)
/[ divided by 4 =K12/J12
—  equals, isequal to 5 =D4—B4
; to
% per cent
Example = A2*B2 (formula) equals cell A2 multiplied by/times cell B2 (explanation)

Task 8 Listen to the recording. Fill in the gaps in the spreadsheet in Task 6 by
entering the numbers, text, and formulae in the correct cells.

Language work: Certainty 1

We use will when we are certain one action will follow another.
If you switch on Caps Lock, you will get all capital letters.

When we are less certain one action will follow another, we can use
these expressions.

will probably/probably won't

may (not), might (not)

will possibly/possibly won't

Task 9 [n most databases vou can use wildcard characters when vou do not know
exactly what you are searching for, Study these examples.

any single character in this position

any number of characters in this position

# asingle number in this position

| | find these characters

|!] don’t find these characters

i

Using these characters in a search, we can be certain what we will find and
what we will not find.

Example  If you search for Smzth, you will find Smith and Smyth, but you won't find Smit.

Write similar sentences for these searches.

1 Brswn -—Brown. Brawn, Braun
2 t'e — tongue, the, tea, true
3 #th — 12th, 4th, earth

4 Paullao| — Paul, Paula, Paulo

—

5 Mari[!a] — Marie, Maria, Mary



Task 10

Example

Task 11

Example

Task 12

Complete these If- sentences using an appropriate expression of certainty.

If there is power failure. you may lose all your data.

1 If there is power failure, you lose all your data.

2 If you have a virus, it corrupt your files.

3 If vou don't back up yvour files regularly, you lose some of them.

4 1If vou choose a simple password, someone access vour files.

5 If vou don't give your files meaningful names, you forget what
thev contain.

Problem-solving

Some databases use symbols rather than words for selection rules. Here are
some of the symbols and their meanings.

= equals, equal to <> not equal to
=>  equals or greater than AND. and

> greater than .OR. or

=<  equals or less than NOT. not

< less than

Study this extract from a database of members of a sports club, and the
results of five searches. Write selection rules to obtain these results. Use the
symbols above.

Result — Helen Trim Selection rule — Occupation = technician .AND. Sex =F

First name Surname Sex | Age Occupation
Lillias Brown F .l student

Lucy Cruden F 28 actress

Alan Brew M 24 student

Helen Trim F 23 technician

John Walls M 26 student

John Pond M 31 computing officer
Arnold Bright M 31 technician

Search results

1 Lillias Brown, Alan Brew, John Walls
2 John Pond

3 Lillias Brown, Helen Trim

4 John Walls

5 Arnold Bright

Writing

Go back to Task 2. Explain which fields you would include in a database for a
national driver and vehicle licensing centre. Give reasons for each field.
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Task 1

Task 2

== Task 3

Graphics and multimedia

Tuning-in

Study this toolbox from a graphics package. . [
Find the icons which represent these features, ped ] s
: ]
1 text & ﬁ
2 eraser c é Q| «
3 polygon d /| &
4 rectangle o *@| Am
5 airbrush
f
6 select N 2 1
7 curve E [5|e°
8 colour fill h | o

Work in pairs. List some occupations that use graphic design software, and
say what they use it for.

Listening: Drawing a graphic

Study these diagrams. They show the stages in the production of a simple
graphic. Then listen to the recording and match each extract to the correct
diagram.

N

I

oy




Task 4

Graphics/paint
software

Scanning
software

Reading: Desktop publishing (DTP)

Study this diagram which shows the software involved in producing a DTP
document. Which software produced these parts of the final document:

4 bar chart
5 text

1 page layout
2 graphic
3 photograph

Producing a DTP document

The Headline Text

Word processing
software

DTP ===l

software —
—— e
o

Spreadsheet
software

Task 5

Part 1

Read Part 1 of the text. Then complete this table of the hardware required for
DTP. Note down the reason for each choice.

Hardware required Reason

Microcomputer with large hard disk

and large amount of memory: graphics need a lot of memory space

Laser printer

Desktop publishing (DTP) software allows the user to produce
printout in the style of a newspaper. That is, in columns with pictures
and other graphics. DTP is run on a microcomputer system with a
laser printer for high quality, fast printout. The computer should have
a large hard disk and a large amount of memory. A high resolution
monitor with a 21-inch screen is recommended for easy working.

A scanner is needed to import photographs and possibly a video
digitiser to capture video images.



Task 6

Part 2

Read Part 2 of the text to answer these questions.

1 What two computer applications does DTP integrater:
2 List the features that DTP software provides.
3 Why does it offer only basic word processing and graphics?

DTP software can be thought of as integrated word processing and
graphics, with additional features to enable pages to be laid out in
columns and illustrations to be inserted. A facility to import
photographs and video images is also provided. Often DTP software
has only basic word processing and graphics facilities. It relies on the s
user making use of word processor and graphics software to prepare
documents and illustrations before importing them into the DTP
software. Its strength is in providing the structure to manipulate
documents into columns or rows, and to cut and position graphics

as required. 10

Language work: Time clauses

Study these steps in the production of a graphic.

The basic design is drawn.
Detail is added.
Unnecessary parts are removed using the eraser.
The graphic is scaled to the right size.
The drawing is complete.
Colour is added.
Text is added.
The author works on the graphic.
9 The graphic is ready to print.
10 The finished product is printed.

We can link some of these steps using time words.
After and before indicate the sequence in which things happen.
For example:
1+ 2 After the basic design is drawn, detail is added.
3 +4 Before the graphic is scaled to the right size, unnecessary parts
are removed using the eraser.
When can indicate that one action happens immediately after another.
For example:
5+ 6 When the drawing is complete, colour is added.

Until links an action with the limit of that action. For example:
8 +9 The author works on the graphic until it is ready to print.




Task 7

Task 8

Task 9

Study these steps in the production of a desktop-published student magazine.

1

O ~] S N o W

Text is typed in using a word processor.

The text is edited.

The text is spellchecked.

Line drawings are made using a graphics package.
Photographs are scanned in with a scanner.

The first draft is completed.

The first draft is transferred to a page-makeup program.
Text and graphics are adjusted on screen.

9 They all fit together well.
10 The finished document is printed on a laser printer.
Link these pairs of sentences using these time words.
1+ 2 after 3+4 after 6+ 7 when 9+ 10 after
2+ 3 before 5+ 6 after 8 +9 until
Problem-solving

Graphics packages allow you to:

draw graphics add text change tools change attributes
scale the graphic  rotate the graphic

Which features have been used to change picture 1 to picture 27

(1 2,

Surefast Insurance Surefast Insurance-

whatever the problem!

Writing

Link these pairs of statements with suitable time words to make a description
of the development of computers.

1

Electronic computers were developed. _
There were mechanical calculators similar in some ways to computers.

World War 2 started.

The first electromechanical computer was developed to decipher codes.

The war ended.
Bell Laboratories developed the transistor.

But it took more than ten vears.
Transistors replaced valves in computers.

Integrated circuits were introduced in the mid-1960s.
Developments happened quickly.

The first microcomputers came on to the market in the mid-1970s.
Desktop computing became a reality.
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Task 1

Task 2

Task 3

Task 4

== Task 5

Programming

Tuning-in

Work in pairs. The stages in programming (1-7) are listed below.
Fill in the gaps with the missing stages (a—d).

1 Analysing and defining the problem to be solved

2

3 Coding a Training the users

4 b Testing

5 ¢ Designing the program
6 d Documenting

7 Obtaining feedback from users

Look at stage 1 of the list in Task 1. Discuss how you would analyse and
define the problem. Compare vour ideas with other students in the class.

Listening: Flowcharts

Programmers sometimes use flowcharts when planning a program.
Listen to Part 1 of the recording to identify these symbols used in flowcharts.

O[] <> 0O

d - C . : —— s

Listen again to Part 1. This time write in each symbol a typical example of
an instruction often found there in flowcharts. Remember that one symbol
has no words.

Listen to Part 2 of the recording which
describes this flowchart for calculating
sales tax. As you listen, fill in the gaps 7 =
where necessary.

T YES
Calculating sales tax

( ) : / Input initial / \ <->ji
cost (C) /7 =
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Task 6

Text A

Text B

Text C

-

Reading: Types of error

Work in groups of three. Read one of the texts below and complete this table.
When you have finished, exchange information with the others in vour group
to complete two similar tables.

Type of error

Dehinition I e

Example

Ways to avoid or deal
with this kind of error

System errors affect the computer or its peripherals. For example,
you might have written a program which needs access to a printer.

If there is no printer present when you run the program the computer
will produce a system error message. Sometimes a system error
makes the computer stop working altogether and you will have to
restart the computer. A sensible way of avoiding system errors is to
write code to check that peripherals are present before any data is
sent to it. Then the computer would warn you by a simple message
on the screen, like ‘printer is not ready or available’.

Syntax errors are mistakes in the programming language (like typing
PRNIT instead of PRINT). Syntax errors cause the program to fail.
Some translator programs won't accept any line that has syntax
errors. Some only report a syntax error when they run the program.
Some languages also contain special commands such as debug,
which will report structural errors in a program. The programming
manual for the particular language you're using will give details of
what each error message means.

Logic errors are much more difficult to detect than syntax errors.
This is because a program containing logic errors will run, but it
won’'t work properly. For example, you might write a program to
clear the screen and then print ‘hello’. Here is a code for this:

10// Message 30 CLS
20 PRINT ‘Hello’ 40 END.

The code has a logic error in it, but the syntax is right so it will run.
You can get rid of logic errors from simple programs by ‘hand-testing’
them or doing a 'dry run’ which means working through each line of
the program on paper to make sure it does what you want it to do.
You should do this long before you type in the code.

) / Print out f T & )
9

j tax amount/ 4




Task 7

Task 8

Task 9

80

Language work: Problem and solution

Study these ways of linking a problem and a solution.

Problem: get rid of logic errors
Solution: hand-test the program

You can get rid of logic errors by hand-testing the program.
To get rid of logic errors, hand-test the program.

Match these problems and solutions. Link them following the examples above.

SRS

o S0 ~1 & W

10

Problems

connect a computer to a
telephone line

identify items for pricing

add extra facilities to a computer

get more file storage space

find svyntax errors

avoid marking the surface of a CD-ROM
improve the speed of your computer
avoid svstem errors

prepare a new disk for use

transfer information between
computers

-k = 0 oo g

j

Solutions

write code to check a peripheral
is present before any data is sent

use the debug command
add more memory
format the disk

use a removable disk
install an expansion card
install a modem

fit a bigger hard disk

use barcode labels

hold it by the edges

Suggest solutions to these problems. Then link the problem and your solution.

1
2
3

4 Avoid eye-strain when using computers.

b

Make sure there are no viruses on a floppy disk.
Prevent unauthorized access to a network.

Avoid the risk of losing data.

Avoid back problems when using computers.

Problem-solving

Draw a flowchart for one of these activities. Then compare your completed
flowchart with other students in your group.

using a payphone

planning a holiday

choosing a new computer
preparing for an important exam



Task 10

( Start )

-

Input no.
of weeks (N)

Writing

Read this description of the flowchart on page 78-9. Then write your own
description of the flowchart below.

A ‘Start’ symbol indicates where the program begins. When the
program has started, the initial cost of the item is input. A decision is
then taken on which rate of tax to use. This depends on the initial cost.
If the cost is greater than 100, the program follows the ‘Yes' route and
sets the tax rate at 15%. Otherwise the program follows the ‘No’ route
and sets the tax rate at 10%. The two different paths then come back
together at the ‘connector’ symbol and follow the same route. The
actual sales tax is now calculated by multiplying the cost by the tax
rate. Finally the amount of tax is printed out and the program stops.

~

YES
Rate (R) = 200

YES

Rate (R) = 160

- NO
_\

e L

Rate (R) = 180

Bill = N*R

N
P

YES

e

Add charges
(C) to bill

P

~}-

/Print Dutbill/

-

( Stop )

T
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Task 1

Task 2

Task 3

82

Interview:
Analyst/Programmer

Tuning-in

Colin is an analyst/programmer. Study this screen display from one of his
projects, Dante, and answer these questions.

1 What does Dante teach?

2 What kind of students is it for?

3 What do you think the calculator is for?

4 What happens if you get the answer wrongs?

5 What happens if you get the answer right?

A building is on fire 5.4 km away.
The fire engine has gone 1.5 km.
How far is the fire now?

\
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) Help.

€3 Close

Listening

In Part 1 of the interview Colin shows the fire engine page and subsequent
pages to the interviewer. Listen and check your answers to Task 1.

Listen to Part 2 of the interview and answer these questions.

What was the problem the programmers tried to solve with Dante?
What does the administrative package provide for the teacher?
What information does the program provide on use of the modules?
What does "You can't debug vour own code’ mean?

Who tests the programs:?

What do they try to do-

What problem did they have with graphics:

Colin discusses three types of error. What are they:

[ S
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Task 4 Listen to Part 3 of the interview and answer these questions.

1 Is programming stressful?

What does Colin do as a break from programming:
Where do the team do much of the design work?
How many people work with him?

What do they dor

How long did Dante take to write:

Why was it easy to split?

Tick (¢/) the languages he mentions.

£ Visual Basic HTML

L i ' —

| C++ ~ JavaScript ~ Delphi

=] S W = b K

Qe

Basic Pascal Algol

9 How does he keep up with developments in his field?
10 Why does he hate to go home sometimes?

Task 5 Listen to the whole interview again. Tick the stages in the production of a
program that Colin mentions.

— e—

1 ' Analysing and defining the problem 5 | | Coding

2 : Designing the program 6  Testing

3 : Training the users 7 : Documenting
4 Obtaining feedback from users

Language work:
Present simple vs Present continuous

Study these examples of the Present simple and the Present continuous
[rom the interview with Colin. Which tense does Colin use for:

1 routines and procedures?

2 things happening now?

3 likes and dislikes which are always true?

Present continuous

an example of what we're working on at the moment

there are three main areas we're working in

I'm, at the moment. trying to learn how to use Active Server pages
we 're now using a system called Visual Failsafe

Present simple

we speak to the users

we offer solutions

we don’t spend a full day programming
we go to the canteen and work it out

[ enjoy my work

We use the Present simple to describe routines, standard procedures,
and things which are always true, such as likes and dislikes.
We use the Present continuous for actions going on at the moment.
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Task 6

Task 7

Example

Task 8

Complete these sentences by putting the verb in brackets into the Present
simple or Present continuous.

1 Atthe moment I (work) on a program for schools.

2 We always (ask) the users, not the managers, what
they need from the system.

3 Paul is a database expert so usually he (do) anything
on databasesand [ _ (get) the interfaces.

4 We (use) Active Server for this project because it's
Web-based.

5 Commonly we (use) C++ and JavaScript.

6 Whenever we (finish) part of a project, we put a copy
of the software in a sub-folder as a record.

7 1 (subscribe) to two magazines.

8 Rightnow! _ (try) to learn how to use Active Server
properly.

9 Atthe moment we (develop) a Web-based project.

10 It's a magazine for people who know what they (do).

Write four sentences about any project vou're working on at this moment,
and about vour daily routine.

I'm working on a project about ... I start classes each day at ...
I'm designing a ... I finish at ...

Computing words and abbreviations

Sort these words about General Purpose Packages into these sets.

bold cell column  draw field fill font
formula  justify paint record  rotate row  scale
search selection rules sort spelling checker
tab tool palette underline

Word processing  Databases Spreadsheets Graphics




Task 9

Example

Task 10

Verbs with prepositions are common in spoken English.

to work something out = to solve a problem

Study these verbs with prepositions from this interview and earlier
interviews. Try to use them in the correct form in sentences 1 to 10.

burn down give up come across  keepup with  come up
pick up divideup  putout find out take up

1 If the fire engine doesn't arrive in time, the house will

2 I subscribe to magazines to o developments in

programming.

3 In programming you often the coding among a team
of programmers.

4 1If a site takes too long to download, people __and goto
another site.

5 Inthe hardware class we — about things inside
computers.

6 People may yvour website by chance when they're
browsing the net.

7 If you get the answer right. the fire engine e the fire.

8 When vou test a program, different kinds of problems

9 Reading about new developments a lot of Colin’s free
time.
10 He tries to a copy of Dr Dobb’s Journal when he can.
Speaking

Work in pairs, A and B. Logic errors often occur when you are testing a
condition before branching or exiting from a loop. Each of you has a short
program which contains a logic error. Dictate your programs to each other
line by line. Then together identify the logic error in both programs.

Student A Your program is on page 118,
Student B Your program is on page 119.



21

Task 1

Task 2

Task 3

Task 4

Task 5

Languages

Tuning-in

Study these sample sections of programs. Rank them from 1 (easiest to
understand) to 5 (most difficult to understand).

a TABLE FILE SALES
SUM UNITS BY MONTH BY CUSTOMER

ON CUSTOMER SUBTOTAL PAGE BREAK e | A=0
END X=1
b 10101001 01000010 00010100 Uit
11101110 1111111 EGr 1109
d mov ah, 3Dh A=Y **X
¢ REPORT THE BASE SALARIES mov al, 0 PRINT A
BROKEN DOWN BY REGION push cs NEXT X
FOR MANAGERS IN ENGLAND pop ds END

Here is a list of language types used by programmers ranked from natural
human language at the top to machine code at the bottom. Can you match
any of the samples in Task 1 to this list?

1 Natural language 4 Assembly language

2 Very high-level language 5 Machine code

3 High-level language

Listening: A Basic program
Study this fragment of a Basic program. What do you think this program is for?

10 REM AVERAGES
20
30 PRINT ‘TYPE 999TO INDICATE END OF DATA'
40
50 SUM=0
60
70 PRINT ‘PLEASE ENTER A NUMBER'’
80
90 DO WHILE NUMBER <>999
100
110 COUNTER = COUNTER + 1
120
130 INPUT NUMBER
140
150
160 PRINT ‘'THE AVERAGE OFTHE NUMBERS IS:" ; AVERAGE
170

Now listen to the recording to complete the missing lines in the program.

Study the completed program. It contains three faults. Can you find them?



Task 6

Reading: Computing languages

Work in groups of three. Read two of the texts about computing languages
and make notes in the table on page 88. Then exchange information about
the other texts with other students in vour group.

C++ was developed from the C language. It was designed as a
systems programming language with features that make it easy to
control the computer hardware efficiently. It was used to produce the
Microsoft Windows operating system. It is portable, i.e. programs
written in C++ can be easily adapted for use on many different types
of computer systems.

HTML stands for HyperText Markup Language. It is a page
description language used for creating webpages. HTML uses a
system of tags to mark page links and formatting. For example, the
tag <u> tells the program to start underlining a text. Although
programs cannot be created using HTML, small programs can be
embedded in HTML code using a scripting language like JavaScript.

Java is a programming language originally designed for
programming small electronic devices such as mobile phones. It can
run unchanged on any operating system that has a Java Interpreter
program. Java is used for writing programs for the World Wide Web.

JavaScript is a scripting language. It is powerful and easy to use.
Scripts are small programs that can be used to perform simple tasks
or tie other programs together. JavaScript is designed for use inside
webpages. It can enable a webpage to respond to a mouse click or
input on a form. It can also provide a way of moving through
webpages and produce simple animation.

Visual Basic is a programming environment, not simply a language.
It uses the language BASIC, a simple language developed to make it
easy for people to learn how to program. Visual Basic has predefined
objects such as dialog boxes, buttons, and text boxes which can be
chosen from a toolbox and dragged across the screen using the
mouse and dropped into the required position. BASIC programming
code is attached to form a complete program. Visual Basic is used to
write general purpose applications for the Windows operating system.

Delphi is similar to Visual Basic. It is also a programming
environment for developing programs for the Windows operating
system. It has predefined objects that can be chosen from a toolbox.
In Delphi, however, the code attached to the objects is written in a
form of Pascal. You can think of Delphi as a kind of 'Visual Pascal’.
Like Visual Basic, it is often used for general purpose programs.



Task 7

88

Task 8

Associated Type of
Language language language Use

Gt
HTML
Java

JavaScript

Visual Basic
Delphi

Now read the texts again and answer these questions about special features of
the languages.

Which language uses a system of tags:

Which languages are designed to be used inside webpages?

Which language was used to write the Windows operating system?

What is a ‘portable’ language:

Which language can have small programs embedded in it using JavaScript?
What does HTML stand for?

Which languages can only be used in the Windows operating system:
Which language cannot be used for writing programs?

[ SO T
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Language work: Reporting screen messages

Study these examples of screen messages. Note how we report them.

Please enter a number: It requests you to enter a number:

Type 999 to indicate end of data. It tells you to type 999 to indicate
the end of the data.

Do not attempt to log on. It tells you not to attempt to log on.

Printer out of paper: It informs you that the printer is
out of paper,

Study these examples of screen messages. Note how we re port them.

Do you want to exit (Y/N)? It asks you if you want to exit.

What is your password: It asks you what your password is.

How many copies do you It asks you how many copies you
want to print? want to print.

Report each of these screen messages.

Make sure printer is switched on before continuing.
System halted.

Press any key to continue.

Please type next number.

Do not proceed.

Please choose from menu below.

Non-system disk in drive a.

Paper jam.

=] SN W1 = v P =
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Task 9

Task 10

Task 11

Example

Report each of these screen messages.

Continue (Y/N)?

What is the drive letter of vour hard disk:

Are you sure vou want to copy the selected files?

Do you want to virus check another disk:

Is the printer ready?

In which directory do vou want to install the program?
Delete files (Y/N):

Are you sure you want to shut down the computer:

0 | I I I

N

On ]

Problem-solving

Using the information in the reading texts and the table in Task 6, decide
which languages would be best for these users and tasks.

1 A language for school pupils learning to program for the first time.

2 A language for professional programmers who want their software to run
on any type of computer system.

A language for a student who wants to create her own webpage.

4 A language for a website designer who wants to include simple animation
in a site.

A language for computing students who want to write a general purpose
program as a college project.

sl

I

Writing

Look back at the notes you made in the table in Task 6. Write a brief summary
ol the reading texts based on your notes.

Associated Tvpe of
Language Language Language Use

C++ C Programming General and systems programming

C++ is a programming language. It is used for general and systems programming.
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Task 1

Task 2

Task 3

2= Task 4

Task 5

Task 6

90

Low-level systems

Tuning-in

Label this diagram of a computer svstem with these terms.
8 P y

storage input output processor ROM
CPU
%\ T e \
i 4
_ O RAM |
For example: For example:
keyboard, monitor,
mouse, 'i\ + printer,
lightpen, plotter,
scanner speaker,
motor

For example:
hard disk, floppy disk, CD-ROM

Work in pairs. What other examples of input devices. output devices, and
storage devices can you add to the diagram?

Listening: The CPU Address Bus
§ — , Registers

Study this diagram of the J Data Bus
Central Processing Unit.

Answer these questions. ALU

1 What does ALU mean:
2 What is a register:
3 What does the control unit do?

Control Unit Control Bus

Listen to Part 1 of the recording. Check your answers to Task 3.

Listen again to find the answers to these questions.

1 What sort of functions does the ALU perform?:

2 Name a logic operation performed bv the ALL.

3 Which part of the CPU controls printers?

4 What is the difference between registers and main memory?

Look at the diagram in Task 3 again. Try to answer these questions.
1 What is the function of buses:?

2 Which buses are bidirectional?

3 What kind of information is carried by the data bus?

4 What does unidirectional mean:



=] Task 7

Task 8

Task 9

Listen to Part 2 of the recording. Check vour answers to Task 6.
Then complete this table.

Bus Uni/Bidirectional Links

Data

Address ) o

Control

Reading: The machine cycle

Study this diagram of the machine cycle. Answer these questions.
1 How many steps are there

; : : Control Arithmetic/

in the machine cycles it logic unit
2 What are the Fetch and

Decode steps together called: (2 Decode (@) Execute
3 Which steps together are Liiiia Edima

called E-time? @ Fetch Gy st

4 Where does the Decode

step happen? Memory

Read this text quickly to check vour answers to Task 8.

How the CPU executes program instructions

Let us examine the way the central processing unit, in association
with memory, executes a computer program. Many personal
computers can execute instructions in less than one-millionth of a
second, whereas supercomputers can execute instructions in less
than one-billionth of a second.

Before an instruction can be executed, program instructions
and data must be placed into memory from an input device or a
secondary storage device. The data will probably make a temporary
stop in a register. As Figure 1 shows, once the necessary data and
instruction are in memory, the central processing unit performs the
following four steps for each instruction:

1 The control unit fetches (gets) the instruction from memory.

2 The control unit decodes the instruction (decides what it means)
and directs that the necessary data be moved from memory to
the arithmetic/logic unit. These first two steps together are called 15
instruction time, or [-time.

3 The arithmetic/logic unit executes the arithmetic or logical
instruction. That is, the ALU is given control and performs the
actual operation on the data.

4 The arithmetic/logic unit stores the result of this operation in 20
memory or in a register.

L1

Steps 3 and 4 together are called execution time, or E-time.The

control unit eventually directs memory to release the result to an
output device or a secondary storage device. The combination of

I-time and E-time is called the machine cycle. 25
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Task 10

92

Task 11

Read the text again to find the answers to these questions.

S U W e b =

What must be put into memory before an instruction can be executed?
Where will the data be stored temporarily-

What operation does the control unit perform on the datar

Where does the ALU store the results of its operations:

What happens to the results eventually:

What is the machine cycle-

Language work: Contrast

Study these pairs of statements.

1 The data bus is bidirectional.
The address bus is unidirectional,

Registers hold data immediately required.
Main memory stores data required in the near future.

PCs can process in a millionth of a second.
Supercomputers can process in a billionth of a second.

Each pair contains a contrast. We can show this by linking them as
follows:

The data bus is bidirectional, whereas the address bus is unidirectional.
Registers hold data immediately required. In contrast, main memory
stores data required in the near future.

PCs can process in a millionth of a second, but supercomputers can
process in a billionth of a second.

Link each of these pairs of contrasting statements using whereas, in contrast,
or but.

1
2

)

Dot matrix printers are noisy. Laser printers are quiet.

Floppy disks store small amounts of data. Hard disks store large amounts
of data.

Handheld computers fit into vour pocket. Supercomputers occupy a whole
room.

High-level languages are easy to understand. Machine code is very difficult
to understand.

BASIC is a simple language. C++ is complex.

Modern computers are powerful and relatively cheap. Older computers
were less powerful and quite expensive.

An analyst analyses problems and finds solutions. A programmer turns
these solutions into computer programs.

A graphics package produces images and designs. A word processor
produces texts.



Task 12

Task 13

Problem-solving

Work in pairs, A and B. Explain to vour partner how to convert a number
from one system to another. You can write down the steps and show them to
vour partner, but vou must explain each step in English.

Student A Your conversion is on page 118,
Student B Your conversion is on page 119.

Writing
Describe how an interrupt works by linking these pairs of sentences using
suitable time words.

1 A printer runs out of paper.
An interrupt carries a signal to the CPU.

2 The CPU receives the signal.
The CPU interrupts its tasks.

3 The CPU saves its current status in a special area of memory.
The CPU sends a message to the user.

4 The user reloads the paper tray.
The processor returns to its previous state.
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23 Future trends 1

Task 1

Tuning-in

Smart cards, robotics, and virtual reality are three areas of computing where
developments are taking place very fast. Working in groups, try to add to
these lists of current and possible future applications.

Smart cards Robotics Virtual reality
identification welding cars games
high-security access  repairing nuclear power plants virtual travel
electronic money bomb disposal



Task 2

2] Task 3

Task 4

Text A

Listening: Virtual reality

Listen to Part 1 of this recording. Complete the gaps in this table of equipment
required to use virtual reality.

Equipment Alternative name Purpose

_ head-mounted display

VR glove makes vour hand feel pressure

VR mouse | -

Listen to Part 2. Make a note of the existing and possible future uses of virtual
reality which are mentioned.

Existing uses Possible future uses

Reading: Future developments

Work in groups of three, A, B, and C. Read one of these texts on developments
in computing, and make notes in the table below.

Development

Application/s

How soon:

SMART CARDS
A chip to save your life

If your friend suddenly had an accident and was unconscious or
incoherent, could you provide any information to an ambulance

crew? Would you know her blood type, her allergies, the prescription
drugs she takes? Probably not. Even family members may not have
this information, or be too distraught themselves to provide needed s
medical information. Enter the MediCard, a plastic card that has an
embedded chip containing all that patient information. Small
computers that can read the cards are installed in ambulances and

in hospital emergency rooms. This system is working successfully

In some communities. The biggest problem is making sure that 10
people carry their cards at all times.



Text B ROBOTICS
What is a micro-machine?

One of the most important steps in computing technology in the
coming years is likely to be a return to mechanical methods. Using
the same process used to create chips, it's possible to fabricate
mechanical parts — levers, gear wheels, and small motors.

The best known example of a micro-machine was created by 5
Sandia Laboratories in New Mexico in the US. It's a complete motor
developing 50uW of power in one square millimetre - still a bit big
for some of the micro-machines planned for the future.

What are micro-machines going to be used for? Obvious
applications are sensors, gyros, and drug delivery. The idea isthat 10
a micro-machine could have a strain sensor or a gyroscopic
attitude sensor and electronics built into a single chip-sized package.
The idea of using a micro-machine to deliver drugs is getting a bit
closer to more sci-fi applications. Only a step further is the idea of
building insect-sized robots that could do difficult jobs in very small 15
places. Swallowing an ant-sized machine to cure you or putting one
inside some failed machinery seems like a really good idea!

Text C VIRTUAL REALITY
Getting practical

Here are some applications of virtual reality under development.
Wearing head mounts, consumers can browse for products in a

‘virtual showroom’. From a remote location a consumer will be able

to manoeuvre and view products along rows in a warehouse.
Similarly, from a convenient office a security guard can patrol 5
corridors and offices in remote locations.

Air traffic controllers may someday work like this. Microlaser
scanner glasses project computer-generated images directly into the
controller’s eyes, immersing the controller in a three-dimensional
scene showing all the aircraft in the area.To establish voice contact 1
with the pilot of the plane, the controller merely touches the plane’s
image with a sensor-equipped glove.

Using virtual reality headsets and gloves, doctors and medical
students will be able to experiment with new procedures on
simulated patients rather than real ones. 15

Task 5 From your notes, explain what you have read to other students in your group.

Language work: Making predictions

Study these predictions.
Many more people will use the Internet.
Doctors will experiment with new procedures on simulated patients.
Micro-machines are going to be used for drug delivery.

We can use will and is/are going to to make predictions about things we
are confident will happen.




Task 6 Make predictions about these things.

1 the number of PCs in use 6 the use of mainframes
2 the power of computers 7 robots and housework
3 the capacity of storage devices 8 computers and cars
4 the size of computers 9 wearable computers
5 the use of smart cards 10 the price of computers

Problem-solving

Task 7 What kind of information would vou encode in the following smart cards?
Compare your answers with other students in vour group.

1 amedical card 3 asports club membership card
2 an identification card 4 an electronic wallet
Writing

Task 8 Study this graphic which shows how a smart card system could be used in a
college, or other large organization. Use it to write a report recommending
that your institution or company introduce a smart card system.

Start like this: A student /company smart card can be used in many ways. It can be
used as a key to the building. Only cardholders can open the doors.

Smart card
CASHLESS CONTROLLED
SYSTEM ACCESS
Photocopiers/ Accommodation
laser printers

[
CJCJC30
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Vending machines Computer control College buildings

Catering facilities Library (book withdrawal)



24 Future trends 2

Tuning-in

Task 1  Study these predictions. Tick (¢) those vou agree with and
cross (X ) those you disagree with.

2004 Three-dimensional fax

Computer touch screens
which unfold from vour

wristwatch

2005 Computers which write
their own software

2007 Smart clothes which
change their thermal
properties depending
on the weather

2010 Robots for guiding blind
people | |

2012  One-Petabit memory
chip |

2013  Artificial intelligence which
imitates the brain =

2015 Artificial lungs

2020 Regular manned
flights to Mars |

2030 Direct connections between
brain and computer

2035  Artificial brain = |

Task 2 Compare your answers with other students in your group.
Explain why vou agree or disagree with these predictions.
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Listening: Schooling of the future

Task 3 Study this diagram which shows how school children may benefit from I'T
developments in the 21st century. Answer these questions.

1 What hardware will school pupils have:
2 What will be the role of the cybersage:
3 What will be installed alongside video games in arcades?

4 What will Internet links allow children to dor
5 How will school project work benetfit:

Amusement arcades
Video games operate
alongside Internet
terminals.

to local
officials.

Internet

Learning at home will provider

become easier and
more H'I"IIEIIDI‘TE!"I‘I:.

Palmtop computers

All children will use them. They will

be connected to the school's network
and the Internet, and
|, enable pupils to

~ use email.

Universities
Live connection to classes
and lectures will be possible.

Schools

Using the Internet
will increase
paper-free learning.

Schoolwork can be integrated
with nationwide research.
Children will be able to
communicate directly with
experts. A cybersage will be on
call to help with problems or
provide information.

Task 4 Listen to Part 1 of the recording. The speaker argues in favour of these
developments. Note down the main points she makes.

Task 5 Listen to Part 2. The speaker argues against these developments. Note down
the main points she makes.

==l Task 6 Now listen to the whole recording. What reasons do the speakers give for each
of their main points?
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Reading: Future trends

Task 7 Work in groups. Predict how computers will affect our future lives in one of
these areas — health, shopping, or money.

Task 8 Work in groups, A, B, and C. Read one of these texts on the impact of
computers on one aspect of daily life. Make notes in the table below.

Development Date Details

Text A HEALTH
Body chips

In the next decade we can have miniature computers inside us to
monitor, and even regulate, our blood pressure, heart rate, and
cholesterol. Such a chip would include a microprocessor, sensors,
and a radio frequency device that would permit accurate read-outs
of vital statistics. All this would happen, of course, without taking
any blood or attaching any external devices to the body.

Since we are already familiar with the notion of an internal
pacemaker for the heart, including a chip or two may not seem all
that astonishing. But this is just the beginning. Experts foresee,
within twenty years, implanted chips that can correct our abilityto
interact with the world. Once implanted, the chip is invisible, unlike
a hearing aid. A more common implant would be a chip to correct
visual signals. No more glasses!

n

Text B SHOPPING
Computer shopping

This may sound very much like shopping by the Internet, but in fifty
years’ time it will be very different. Shoppers will be able to scan

down virtual supermarket aisles on their PC and click on to whatever
they want; the goods will then be delivered shortly afterwards.
Customers may well be able to call up a virtual assistant who will g
talk them through their shopping or to ask the computer for
suggestions. Moreover, people will be able to get background
information on shops and goods, and will be able to boycott any

that offend their ethical considerations.
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Text C

Task 9

MONEY
Electronic cash

Bank customers can now download money from their account to an
electronic wallet, a smart card, using a specially designed phone
equipped with a smart card reader. To download cash you have to
enter your PIN. You can then use your electronic wallet to pay for
goods and services, to purchase goods across the Internet, and to 5
transfer money to other cardholders.

Using the Internet, customers can now check their account
balance and see their latest statement. One bank has developed a
multi-currency payment engine which allows online retailers to sell
their goods in sixteen countries, with customers paying in their local ©
currency. With these developments, coins and notes are likely to
disappear.

Language work: will and would

Compare these examples of predictions.
A bodychip will include a microprocessor
A bodychip would inchude a microprocessor:

A common implant will be a chip to correct visual signals.
A common implant would be a chip to correct visual signals.

We use would as a ‘less definite’ form of will when we make predictions.
Often we imply that something else must happen first. For example:
A body chip would include a microprocessor. (first we have to develop
body chips)
The National Grid would link all schools and colleges. (first we have to
make sure there is enough money to make it happen)

Link these words to make predictions with would.

“~1 S W s W B e

oL

computers / write / own software
implants / stimulate / muscles of disabled
screen / unfold / wristwatch

clothes / alter / thermal properties

robot pets / require / no food

artificial lungs / help / cancer patients
people / be able to / travel to Mars

a body chip / correct / poor vision
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Task 10

Task 11

Task 12

Task 13

102

Study these notes about a possible ‘cybercity’ of the future. Make each set of
notes into a prediction using would.

fibre-optic links between every house

paper-free education

no money used

computers in every house

driver-less public transport

wall-size computer screens for entertainment

houses cleaned by robots

virtual doctors for medical advice

- B

GO0 ~1 O W

Work in pairs. Write other predictions of your own about the cybercity.

Speaking

Work in pairs, A and B. Explain to each other a new development which may
replace passports at border controls.

Student A Your information is on page 118.
Student B Your information is on page 119.

Problem-solving

In groups, discuss how future developments in computing could help solve
the problems of people who:

1 cannot hear
2 cannot see
3 cannot use their arms and legs.

Compare your ideas with the rest of the class.



Interview: IT Manager

Tuning-in
Task 1 Which do vou think came first in the development of computing?
1 The first computer or the first transistor:

2 Integrated circuits or the first minicomputer:
3 The first IBM PC or the first Apple Macintosh?

Check your answers using this data on the development of computing.

Computer generation Dates Technology

First 1951-58 vacuum tubes (valves)
Second 1958-64 transistors

Third 1965-70 integrated circuits (ICs)
Fourth 1971- MIiCroprocessors

1942 First electronic computer built

1947 Transistor invented

1954 First commercial computer put on sale
1960 First minicomputer

1965 ICsintroduced

1971 Microprocessors introduced

1981 First IBM PC

1984 First Apple Macintosh

1993 First palmtop developed

Task 2 Work in pairs. What do you think will be the next important developments in
computing? Make a list.

Listening

Task 3 Tomis head of IT in a large company. In Part 1 of the interview he talks about
past developments in his own company. Listen and fill in the gaps in this table.

Date What happened
Started in computing. Transistorized computer
1974
1980
Enormous changes in hardware
R Change from central to distributed computing
early 90s
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Task 4 Listen again to find the answers to these questions.

How big a memory did the ICT 1904 have?

What kind of drive did it have?

By how much did electrical load drop each year?

Why did it drop?

What changes were there in staffing?

What was the problem with hardware in the early days?

e e D

o Wn

Task 5 Listen to Part 2 of the interview. Tick (¢) the statements which match Tom's
views. Cross (X) those which do not.

Speech recognition will be important,
2 Users will use a web interface to access programs.

Unless there’s a good reason for it, people will not want to change
because computers already do most things they want.

4 : New products provide significant changes.

5 || Things will get cheaper and faster.

6 Video conferencing is worthwhile for long distances.

7 | | Computer teaching is good for reinforcing, practising, and self-study.
8 | Computers will replace teachers.

Language work: Certainty 2

Study these predictions from the interview. Which predictions is Tom
most certain about:

We're going to live in the web browser environment a lot more.

Things will get cheaper and faster:

[ think speech recognition could be big.

Computer teaching may be used more.

I don't see computer teaching replacing courses.

Study these ways of showing how certain vou are about future events.

Certain Fairly certain Uncertain

YES
will happen [ think it will happen. It may happen.

is/are going to happen It will probably happen. It could happen.

NO It might happen.
will not/won't happen Ldon't think it will happen.  It's a possibility.
is/are not going to happen It's unlikely to happen.

[ don’t see it happening.
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Task 6

Task 7

Task 8

Task 9

Example

Do you think these developments will take place in the next ten years? Give
your own views using the expressions listed opposite.

1 Computers will replace teachers.

2 Computers will direct surgical operations.

3 Computers will replace bus drivers.

4 Money will be replaced by smart cards.

5 Television sets will also be computers.

6 Speech will be the main way of inputting data.

7 Computers will talk back to you.

8 Most shopping will be done using the Internet.

9 Videophones will replace existing phones.

0

10 Flat panel screens will replace monitors.

Computing words and abbreviations

Put the words from the list into the correct box.

address decode HTML binary Delphi
control execute JavaScript L+ hexadecimal
data decimal Visual Basic Java store
Computer | Buses " Number Machine
languages systems cycle
_

Study these terms and their meanings.

an insect-sized robot (a robot which is the size of an insect)
computer-generated graphics (graphics which are generated by a computer)

Write the meaning of each of these terms.

computer-aided design
computer-aided manufacturing
character-based operating system
write-protected disk

1 an ant-sized machine

2 a head-mounted display

3 computer-assisted instruction
4 an IT-based future

G0 ~1 Oy W

Writing

1 Describe some of the important developments in computing with the help of
the information given in Tuning-in. Use the past passive in your description.

The transistor was invented in 1947,
The first generation of computers were operated by valves.

2 Describe how developments in computing will affect homes in the future.
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2 6 Issues in computing

Tuning-in

Task 1 Work in groups. Discuss how you can prevent these events.
1 Your files are accidentally destroyed.
2 Someone reads your private emails.
3 Someone copies software only you are authorized to use.

Task 2 How many ways can you think of for protecting a computer from
unauthorized use:; Note down your ideas and compare vour list with
another student.

Listening: Access systems

Task 3  Listen to this recording and make notes about each type of access system in
the table.

Access system Examples

What you have

What you know

Who you are

Reading: Viruses

Task 4 Try to answer these questions in your group.

1 What is a computer virus:

2 How are viruses spread?

3 How can you deal with viruses?
4 Name any viruses vou know:

Task 5 Read this text to check yvour answers to Task 4. Then find the answers to
these questions.
1 List three computer crimes,
2 What do you think these words in the passage mean?

flash (line 10)

gobbledegook (line 15)

dormant (line 19)

eradicate (line 31)

Why is it difficult to remove all viruses;?

4 Complete this table.

b
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Virus Eftect

Yankee Doodle

Cascade

Michelangelo

Jerusalem B .

Computer viruses

The Maltese Amoeba may sound like a cartoon character, but if it
attacked your computer, you wouldn’'t be laughing. The Maltese
Amoeba is a computer virus. It is a form of software which can

'infect’ your system and destroy your data. Making computer

viruses is only one type of computer crime. Others include hacking s
(changing data in a computer without permission) and pirating
(illegally copying software programs).

Viruses are programs which are written deliberately to damage data.
Viruses can hide themselves in a computer system. Some viruses

are fairly harmless. They may flash a message on screen, such as 10
‘Gotcha! Bet you don't know how | crept in’. The Yankee Doodle virus
plays this American tune on the computer’s small internal speaker
every eight days at 5 p.m. Others have serious effects. They attach
themselves to the operating system and can wipe out all your data

or turn it into gobbledegook. When the Cascade virus attacks, all 15
the letters in a file fall into a heap at the bottom of the screen. This
looks spectacular but it's hard to see the funny side when it's your
document.

Most viruses remain dormant until activated by something. For
example, the Jerusalem B virus is activated every Friday the 13th 20
and erases any file you try to load from your disk. The Michelangelo
virus was programmed to become active on March 6th 1992, the

517th birthday of Michelangelo. It attacked computer systems
throughout the world, turning data on hard disks into nonsense.

Viruses are most commonly passed via disks but they can also 25
spread through bulletin boards, local area networks, and email
attachments. The best form of treatment is prevention. Use an

antivirus program to check a disk before using it. Always

download email attachments onto a disk and check for viruses. If you
do catch a virus, there are antivirus programs to hunt down and 30
eradicate the virus. The problem is that around 150 new viruses

appear every month and you must constantly update your antivirus
package to deal with these new forms.
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Language work:
Making guidelines and rules

Study these guidelines for preventing and treating viruses.

Download email attachments onto a floppy.
Don't use a floppy without checking it.

We can make them stronger by adding always and never.
Always download email attachments onto a floppy.
Never use a floppy without checking it.

We can make them into rules by using must and mustn't.

You must download attachments onto a floppy.
You mustn't use a floppy without checking it.

Task 6 Rewrite this advice using must or mustn't.
1 Keep your network password secret.
Don't try to access other people's data.
Always make a backup copy of all your important files.

e W B

Never use commercial software without a licence.
Check vour email regularly.

28 W

Never install software before it is virus-checked.

~1

Don 't reuse Web images from pages which have a copyright symbol.

oL

Never change other people’s data without permission.
9 Don't believe every email message that warns you about viruses.
10 Always virus-check an email attachment before opening it.

Task 7  Write two rules about each of these topics.
1 passwords

tfloppy disk care

backups

working conditions

" SO T

1

viruses
CD-ROM care

N
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Task 8

Wil

Task 9

Problem-solving

These headlines cover some of the ethical issues involved in computing.
Work in pairs. Try to match the headlines to the first sentence of each story.

NET BOMB BLAST INJURES BOYS

Cyberspace faces crucial court test

Police turning cybercop to net villains

Fears that new virus causes Internet chaos

CRIME AND PUNISHMENT

The Internet may prove to be
a superhighway to crime for
technologically-minded villains, the

An historic test case in a German
court is to weigh the ethical and
commercial question of who controls
information on the Internet with the

head of the National Criminal
Intelligence Service has warned.

The Scotsman

American online services company
CompuServe being accused of
trafficking in pornography and neo-
Nazi propaganda.

The Guardian

The Federation Against Software Theft (FAST) and the mid-Glamorgan Trading
Standards office have employed forensic technology to nab a software pirate.

Two 16-year-old Finnish schoolboys
could face serious charges after
a bomb they were making from

If you switch on your computer
today and a sign appears saying
‘You have GOT to read this' — do not

Writing

With the help of Task 2 and the recording, write guidelines and rules for
protecting a computer from unauthorized use.

i3 O o

mstructions found on the Internet
blew up.

The Guardian

be tempted, because hidden in this
email is a sinister new virus.

The Scotsman
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27

Task 1

Task 2

Task 3

Example

110

Careers in computing

Tuning-in

Work in groups. List some of the jobs you know in computing. Compare your
lists with other students in the class.

Which of the jobs listed would you like to make your career? Explain why to
others in your group.

Reading: Computing jobs

Work in groups of three, A. B, and C. Read these descriptions of jobs in
computing and make notes about the main responsibilities.

Group A Read descriptions 1-2
Group B Read descriptions 3—-4
Group C Read descriptions 5-6

Systems Analyst

Studies methods of working within an organization to decide how
tasks can be done efficiently by computers. Makes a detailed analysis
of the employer’s requirements and work patterns to prepare a report
on different options for using information technology. This may
involve consideration of hardware as well as software. Either uses
standard computer packages or writes a specification for programmers
to adapt existing software or to prepare new software. May oversee
the implementation and testing of a system and acts as a link
between the user and the programmer.

Job Main responsibilities

Systems analyst Studies employer’s requirements and working patterns.
Reports on different options. Writes specifications for
programmers. Oversees implementation and testing.

Software Engineer/Designer

Produces the programs which control the internal operations of
computers. Converts the system analyst's specification to a logical
series of steps. Translates these into the appropriate computer
language. Often compiles programs from libraries or sub-programs,
combining these to make up a complete systems program. Designs,
tests, and improves programs for computer-aided design and
manufacture, business applications, computer networks, and games.



2 Computer Salesperson

Advises potential customers about available hardware and sells
equipment to suit individual requirements. Discusses computing
needs with the client to ensure that a suitable system can be
supplied. Organizes the sale and delivery and, if necessary,
installation and testing. May arrange support or training,
maintenance, and consultation. Must have sufficient technical
knowledge.

3 Computer Systems Support Person

Systems support people are analyst programmers who are
responsible for maintaining, updating, and modifying the software
used by a company. Some specialize in software which handles the
basic operation of the computers. This involves the use of machine
codes and specialized low-level computer languages. Most handle
applications software. May sort out problems encountered by users.
Solving problems may involve amending an area of code in the
software, retrieving files and data lost when a system crashes, and
a basic knowledge of hardware.

4 Computer Systems Analyst Programmer

Creates the software programs used by computers. May specialize

in the internal operating systems using low level computer language,
or in applications programs. May specialize in one aspect of the
work, e.g. programming, systems design, systems analysis, or cover
them all. May support the system through advice and training,
providing user manuals, and by helping users with any problems
that arise.

Hardware Engineer

|

Researches, designs, and develops computers, or parts of computers
and the computerized element of appliances, machines, and vehicles.
Also involved in their manufacture, installation, and testing. May
specialize in different areas: research and development, design,
manufacturing. Has to be aware of cost, efficiency, safety, and
environmental factors, as well as engineering aspects.

6 Network Support Person

Maintains the link between PCs and workstations connected in a
network. Uses telecommunications, software, and electronic skills,
and knowledge of the networking software to locate and correct
faults. This may involve work with the controlling software, on the
wiring, printed circuit boards, software or microchips on a file server,
or on cables either within or outside the building.

Task 4 Exchange information with other students in your group.
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Listening: Talking about work

Task 5 Listen to this recording of five people employed in computing talking about
their work. Try to match each extract to the correct job from this list.

a  Hardware Engineer e  Systems Analyst Programmer
b Network Support Person f | Systems Support Person

| Operator g | Technical Sales Manager
d Software Designer

Language work: Job requirements

Study some of the requirements for the job of Computer Network
Support Person.

Essential

Diploma in computing or telecommunications engineering
Good communication skills to discuss requirements with users
Deductive ability for analysing faults

Able to work quickly under pressure

Normal colour vision to follow colour-coding of wires

Desirable
[nterest in technology to keep up with new developments
Physically fit for lifting, carrying, and bending

We can describe the essential requirements like this.
They must have a diploma in computing or telecommunications
engineering.
They must have normal colour vision.

We can describe the desirable requirements like this.
They should have an interest in technology,.
They should be physically fit.

Task 6 Study these requirements for a Computer Technical Salesperson.
Decide which are essential and which are desirable. Then describe each
requirement using must have/be or should have/ be.

—a

a certificate or diploma in computing

experience in the computer industry

able to put technical ideas into everyday language
able to persuade and negotiate

a qualification in marketing

a thorough understanding of the product

a driving licence

a high level of communication skills

patient, persistent, and diplomatic

able to work away from home

S L 0L~ S =W N

o
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Problem-solving

Task 7  Study this job advertisement. Which of the three candidates do vou think is
the best applicant?

‘ IT Support Officer

® Educated to degree level, candidates should Office. Novell networks, Email systems,

have at least two years’ relevant experience. TCP/IP, hardware and virus-protection tools.

® We need a highly-motivated individual. ® You should be able to communicate well with

able to support approximately 30 networked users and external contractors and to make a

PCs. The role is very much ‘*hands-on’, and contribution to the training of all PC users.

so 1t 1s essential that you have a good ® The successful candidate must work well

understanding and experience of Microsoft under pressure and as a team member.
Applicant 1 BSc Computing Science. Graduated this year.

¢ Knowledge of a variety of operating systems including Unix,
Novell, and Windows XP

Experience in programming in C, C++, Pascal, Java, Delphi and
Visual Basic

Familiar with a wide variety of hardware and software packages
Has taught a lot of fellow students how to use computers
Highly motivated

No work experience

Applicant 2 Higher National Diploma in Information Technology
® Trained in using network systems including Novell and Windows XP
® Experienced user of Microsoft Office programs and Internet systems
® Knowledge of setting up and troubleshooting most types of

computers and peripherals

Gets on well with others and can work as part of a team

Keen to gain experience and develop a career in computing

Two years’ part-time summer experience working in a computer

repair workshop

Applicant 3 Higher National Certificate in Computing

® Employed for 3 years in a computing sales team advising
customers on purchase requirements and helping them
troubleshoot problems with installed systems

® Trained in using Unix and Novell network systems and a wide
variety of hardware

® Experienced in many PC packages including most Microsoft
products

® Good communicator, experienced in dealing with the public and
working as part of a team

® Highly motivated

Writing

Task 8 Your teacher will give you an example of a CV. Write vour own CV on the
same model. If you are still a student, you may invent work experience for the
purpose of this task.
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28 Interview: Systems Manager

Tuning-in
Task 1  Study the job advertisement below and decide whether the statements (1-7)
are true or false,
The successful applicant:
1 will develop new systems him/herself 5 must know VB
2 must have at least five years” work experience 6 must know SQL
3 must have worked in a company 7 will work alone.
4 must be a good communicator
Systems Working closely with in-house users, you will be responsible for
Manager | commissioning new systems and for maintaining and enhancing existing
systems for a major retail company. You will be part of the management team.
® You will have a minimum of five years’ experience in software development in
a business environment.
® ‘You should have a good knowledge of VB and Access and have experience of
Novell networks. Experience with Oracle and SQL would also be an advantage.
® Good communication skills are essential and the ability to work as part of a team.
To find out more, email your CV to: steve.bell@pathfinder.com.uk
Listening
Task 2 Bill is a Systems Manager with

114

Britain's largest brewer. Listen to

Part 1 of the interview and find

the answers to these questions.

1 Which division of the
company does Bill work for?

W)

List his responsibilities.

3 Complete the missing steps in
this procedure:

a Fault reported

b f

¢ Fault investigated and fixed g Activity recorded
d h

e Details downloaded to a PC i New parts ordered

4 Why does the company buy in systems:

5 What does Bill look for when buying a new system?



== Task 3

Task 4

Task 5

Listen to Part 2 and find the answers to these questions.

1 How many systems are there in the Beer Division:

2 What problem is there because old and new systems are running together:
3 List three ways in which the systems are protected.

4 What development is making a difference to the company?

5 What is Bill's view on the chance of a paper-free office in the future?

Language work: Revision

Put the verbs in brackets into the correct tense.

1 Bill (work) for the company for the last twenty-five years.

2 He (graduate) in business studies and
(take) a job in London.

3 He (train) as a systems analvst while he
(work) in London.

4 Now he (look after) all the systems used by the Technical
Services Division.

5 At the moment he (develop) a system for handling repairs.

6 When something (go) wrong in a pub, a service engineer

(send) to fix it.

7 Details of every repair (download) to the company's
mainframe each night.

8 No changes can (make) until the system
(test).

9 Bill thinks that communications (get) faster and faster in
the future.

10 He thinks that a paper-free office (not happen).

Fill in the gaps with the correct form of an appropriate verb from this list.

may  might  must  should  will

1 Technicians have normal colour vision to follow
colour-coding of wires.

2 You try to remove a floppy disk when the drive is running.

3 Biological computers replace electronic computers in the
future.

4 You update your webpage regularly.

5 You have pages with dead-ends on your website.,

6 You know your password to gain access to the network.

7 Computers get cheaper and more powerful.

8 You back up vour files regularly.
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Task 6

Task 7

Speaking

Work in pairs. A and B. Your partner has one of the computing jobs listed in
Unit 27. Find out about his/her occupation by asking questions like these.

Where do you work?  How long have you been working there:
What do you do’ What qualifications do you have?

Try to identify his/her occupation when vou have asked these questions.

Student A Your job description is on page 118.
Student B Your job description is on page 119.

Problem-solving

Study this diagram. It shows how face recognition can protect your computer
system. Fill in the gaps in the text, using the information in the diagram and
the words in the list.

Relatively expensive

Unobtrusive

Although the software alone is not expensive, you need
to buy a video camera for every area you want to protect.

Face recognition requires no special
action from the person using it. Difficult setup

— —

Face recognition High accuracy

Face recognition is accurate, and the software provides 5

an audit trail — with time, date, and face - of anyone P

trying to break into your PC. 5 :
L

Video cameras make face recognition
more difficult to set up than fingerprinting.

Taxing
Full-motion video uses a lot
of computing power.
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accuracy length recognition  taxing camera
recognize  database  features unobtrusive  distance

Blometric security technology operates on the basis that we all have unique,

measurable ' . such as fingerprints. A computer system can

1

= and verily these. There are two techniques used in face

. The first compares the size and arrangement of facial

features — for example, the of your nose and the

=1

_ between your eyes. The other matches the most significant

feature of your face, such as your nose, with a © _ record.




The cost is quite high. as you need a * for each computer.
In addition, it is difficult to set up the camera to photograph all the features

needed to make the procedure work. Video images are also ®

on processing power. However, there is a high level of ’

The system can still recognize you even if you change your hairstyle.

In addition, the system is ' . It photographs the face of the

operator without any special action from them.

Computing words

Task 8a Match words from columns A and B to make common computing terms.

A B

hardware card
systems board

file recognition
swipe wallet
voice crime
computer engineer
bulletin server
electronic analyst

Task 8b Which words in column B are commonly found with the verbs in column A~

A B

analyse data

browse databases

debug documents

delete files

edit folders

install hardware

open folders

run needs

save options

select programs
requirements
software
texts
webpages
websites
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Student A Pair work

Unit4 Unit 22
Task 10 1 ehg@ed.ac.uk Task 12 Change 1011 binary to decimal.
2 http://www.cltr.ug.oz.au Step 1

3 agoralang.com/agora/
agoranews_current.html

4 http://www.ncl.ac.uk/~njw>

5 elvisf@aol.com

place values 8 4 2 1

binary 1011

Step 2

(1 X8)+HO0X4)+(1X2)+(1X1)=11

R —— Unit 7 Start like this: Write down the place
Task 5  Screen size 21 inches values: 8, 4, 2 and 1. These are
Aperture grill pitch  0.24 mm powers of 2.
Maximum resolution 1600 %1200
Refresh rate 80 Hz Unit 24
= s Task 12 Biometrics — eye scanning
;I AR L
Unit 8 1 }1ertaun arrives at airport
scanner
Task 11 Storage device Capacity 2 Person looks through evepiece
DT‘"D _ 4.7 N 18.8GB 3 Laser scans eye and records
High density floppy ~ 1.44MB microscopic details
; i 206G = :
?Srg gﬁlk 20Gb 4 Computer translates data into
SRRSO unique barcode
Large hard disk it o | e i b
Tape 5 Computer checks digital image
against central database
Unit 12 6 Person's identity confirmed
Task 10 1 Make vour lettersbig | EWING Unit 28
oo qf . § .
2 Use simple 5%1.:1;?@ 57320 Task 6 Systems Analyst
3 Use block printing KENT : , o
l You work in a large hospital.

: You collect and analyse
— Unit 16 information about hospital
Task 11 procedures. You get the

information by talking to the
i :1':_- é!@‘w %
: (o

doctors, nurses. and administrators
in the hospital. You identify tasks

print copy
| _ that computers can do so that time
| : v el T e | —_ i
r"‘?|v‘ m.‘*‘ B ‘ ‘-—-' ‘ ggl @l El‘ L \ and money can be saved. Then you
' < g design a system to perform these
drawing tacks
Unit 20 You've been working in this job
Task 10 Program A for five years. You've also worked

for a software company. You have a
degree in business studies but you
later trained as a systems analyst.

10// Logic error 1
20 FOR times: =2to 10
30 IF times = 1 THEN PRINT

"HELLO"
40  NEXT times
50  END
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Student B Pair work

Unit4

Task 10 1 jtp@gl.ac.uk Task 12
2 http://calico.org/
3 http://info.ox.ac.uk
4 http://www.dart.edu/~hr/lrc/
5 bluff.t@ozemail.com.au
Unit 7

Task 5 Screen size 17 inches
Aperture grill pitch  0.26 mm
Maximum resolution 1280 x1024
Refresh rate 75 Hz
Price £319

Task 12

Unit 8

Task 11 Storage device Capacity
DVD
High density floppy
Hard disk
CD-ROM 650MB
Large hard disk 100GB
Tape 8GB
Unit 12

Task 10 4 Connect lines SBE4 |
S Close loops 2068
6 Do not link characters | LOOP p—

Task 6

Unit 16

Task 11

D SIR¥] ¥ |5
save cut
2|~ B|0)- ==z o= 9
 ememeen .
undo insert table

Unit 20

Task 10 Program B

10// Logic error 2

20 total: =0

30 REPEAT

40 total: = total + 1
50 UNTIL total = 0
60 END

Unit 22

Change 27 decimal to binary.
22T
2713 Rl
2/ 6 R1
2/ 3 RO
1 R1
Binary = 11011

Start like this: Divide the number by
two and write down the remainder (R).

Unit 24

Biometrics — hand scanning

1 Person arrives at airport
scanner

2 Person inserts credit card into
console

3 Person inserts hand to be
scanned

4 Computer checks handprint
against central database
Computer checks handprint
matches credit card details

6 Person's identity confirmed

i

Unit 28

Computer Services

Engineering Technician

You work for a computer service
firm. You repair computers and
other devices such as printers. You
also upgrade computers. People
phone in when they have a
problem and you go to their
company, find out what is wrong,
and repair the fault.

This is your first job. You've been
working for the firm for two years.
You have a diploma in Computer
Systems Engineering.
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Glossary

of computing terms and

abbreviations

active badge / ®ktiv 'baeds n C[26] a smartcard
device worn by the user

Active Server page / ®ktiv 'sa:va peidy’ nC [20] a
tvpe of webpage that contains a script that is
processed on a web server

active window /'®ktrv windau/ 1 C [9] the window
in a WIMP system that is currently being used. It is
usually on top of any other open windows,

add-on /'®ed on/ nC [15] a small program that can
be attached to a browser program to give the browser
extra functions

address box /o'dres boks/ nC [14] the area in a
web browser program where the web address is
displayed

address bus /o'dres bas/ nC [22] the set of
conductors that carry the memory address signals
between different parts of a computer system

ALU / e1 el Ju:/ n C [22] abbreviation for arithmetic
and logic unit

amend /a'mend/ v [27] to make corrections

analogue signal /'®nalog signal/ nC [12] a tvpe of
signal that can take any value between a maximum
and a minimum

analogue-to-digital converter / wnalng to
didsrtl kan'va:ta(r)/ n C [6] a device for changing
analogue signals into digital signals

animation /@ni'mei/n/ n C [2,15] drawings that have
moving images

anti-virus program / @nti 'vamras praugrem’ nC
[26] a set of programs used to detect, identify, and
remove viruses from a system

aperture grill pitch / ®patfa gril 'pif/ n C [7] the
distance between the holes or slots in the filter screen
inside a monitor

Apple Macintosh / @pl ‘makmtnf/ nC [25] a tvpe
of personal computer manufactured by Apple
Computer Incorporated

application / @plr'keifn/ n C [10] See applications
program.

applications (program or software)
/@pli'kerfnz/ nC. U [27] a computer program or
programs designed to be used for a particular purpose

arithmetic and logic unit /> riflmatik and 'lndsik
Ju:nit/ n C [22] the part of the CPU that performs the
mathematical and logical operations

arrow keys /'‘®rou ki:z/ n Pl [4] the set of four keys
on a keyboard used for moving the cursor around the
screen

assembly language />'sembli lengwids nC [21] a
low-level computer language that uses mnemonics
rather than only numbers, making it easier than
machine code for humans to read and write
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back up / bek 'ap/ v [8] to store a copy of data on a
storage device to keep it safe

backup /‘bekap/ n C [8] the process of storing a copy
ol data on a storage device to keep it safe

backup device /'bakap drvais/ nC [11] a storage
device used for copying files to a storage medium to
keep them safe

barcode /'ba:kaud/ n, v C [1] a sequence of vertical
parallel lines used to give items a unique
identification number / to mark with a barcode

barcode label /'ba:kaud leibl/ n C [1] a label that is
used to attach a barcode to an item

barcode reader /'ba:kaud ri:da(ry nC 1] an
optical input device that uses the reflection of a light
beam to read barcode labels

batch job /'bat dsob/ nC [28] sets of data to be
processed together by a mainframe computer

bidirectional / baidi-, bardar- 'rek[anl/ adj [22]
designed to carry signals in either direction

binary /'bamoari/ adj [6, 22] belonging to the number
svstem that has only two digits, i.e. 1 and 0

bit /bit/ n C [8] a small unit of storage capacity / one
of the eight binary digits that make up a byte. The
term comes from an abbreviation of binary digit.

bookmark /'bukma:k/ n, v C [15] a web address
stored in a browser program to allow a webpage to be
found easily / to store a web address in a browser
program to allow a webpage to be found easily

branch /bra:ntf/ n C [19] a point in a program or
[lowchart where there are two possible paths

browser /'bravza(r)/ n C [14] a program used for
displaying webpages

bulletin board /'bulatin ba:d/ n C [26] a kind of
electronic noticeboard system that enables users to
display messages for other users to read

bus /bas/ n C [22] the set of conductors that carry the
signals between different parts of a computer

bus topology / bas ta'pnladsi/ n C [11] a physical
layout of a network where all the computers are
attached to one main cable terminated at both ends

byte /bait/ n C [3] a unit of capacity. A byte is made
up of eight bits and stores one character, i.e. a letter, a
number, a space or a punctuation mark.

cache memory /'ka&| memari/ nU [3] high speed
memory used to speed up a computer

CCD /si: si: 'diz/ nC [6] abbreviation for charge-
coupled device

CD-ROM (disk) / si: di: 'rom/ n C [2, 8] abbreviation
for compact disk read-only memory. A read-only
storage device (a disk) that is read using laser light.



CD-ROM drive / si: di: 'rom draiv/ nC[2,8] a
storage device for reading CD-ROM disks

cell /sel/ nC [17] the rectangular box formed where a
row and a column meet in a spreadsheet

central processing unit / sentral ‘prausesin
Ju:nit/ n C [22] the electronic processor at the
centre of a computer. It is sometimes used to refer to
the combination of the processor and the main
mMemaory.

charge-coupled device /'tfa:ds kapld divais/ nC
[6] an electronic semiconductor camera device

checkbox /'tfckboks/ n C [9] a dialog box component
in the form of a small square box used to indicate one
of two alternative states, e.g. true or false. When the
user clicks the box with a mouse, a cross appears in
the box. Clicking again clears the box.

chip /tlip/ n C [3] common name for a microchip

click /klik/ v [3, 9] to press and release a button on a
mouse

client /'klatant/ n C [11] a network computer used for
accessing a service on a server

clock chip /'kink tfip/ nC [22] the electronic device
in a computer that controls the timing of the signals

clock line /'kink lam/ nC [22] the conductor that
carries the clock signal to different parts of the
computer

coaxlial) cable /'kouwks. kau'®ksial Kkeibl/ n C [12]
a type of shielded cable for carrying signals. It is often
used with radio frequency and video signals.

code /kaud/ n, v U [19, 20] a program written in a
computer language / to write a program using a
computer language

COM port /'kom pa:t/ nC [3] another name for a
serial port (from an abbreviation lor
communications)

command button /ko'ma:nd batn/ nC [14] a
dialog box component that takes the form of a
rectangular icon that causes a program command to
be carried out when clicked with a mouse

communications link /'ko mjumnt'keifnz link/ nC
[12] a connection between two points for
transmitting and receiving signals

compilation error / kompr'ler/n era(r)/ nC [20] a
programming error that prevents a program [rom
being converted into machine code by a compiler

compile /kom'pail/ v[27] to convert a program
written in a high-level language into machine code
using a compiler

compiler 'kom'paila(r)/ n C [19] a program that
converts the whole of a program into machine code
before the program is used

computer aided design /'kom pju:ta erdid
dr'zam/ n C [27] the process of designing using a
computer program

computing 'kam'pju:tin/ n U [5] the theory and
practice ol computers

control bus /kan'tracl bas/ nC [22] the set of
conductors that carry the control signals between the
control unit and other parts of a computer

control unit /kon'troul jJunit/ n C [22] the part of
the CPU that generates the signals that control the
computer programs and hardware

copyholder /'kopr hauvlda(r)/ n C [7] a mechanical
device for holding a piece of paper when it is being
read

CPU / si: pi: 'ju:/ nC [22] abbreviation for central
processing unit

crash /kre[/ n. v C [8] a sudden and complete failure /
to fail suddenly and completely

Cray /krer/ n C [25] a well-known make of very
powerful supercomputer

CU /si: 'ju:/ nC [22] abbreviation for control unit

cursor /'ka:sa(r)/ nC [4, 9] the symbol on the monitor
screen that indicates the point on the screen that is
being used

cursor keys /'kz:isa ki:z/ nPl (4] See arrow keys.

data /'deita/ n U [4] the information processed by a
computer

data bus /'derta bas/ nC [22] the set ol conductors
that carry the data signals between different parts of
a computer

data processing department / deita ‘prausesin
di pa:tmant/ n C [28] a department of computing
professionals where data is processed in batches on a
mainframe computer

database /'deitabers/ n C [5,17] a type of application
program used for storing information so that it can be
easily searched and sorted

dataglove /'dertaglav/ n C [23] an input device worn
on the hand in a virtual reality system

debug / di:'bag/ v[19] to lind and [ix the faults in a
program or system

decimal /'desiml/ adj [22] belonging to the number
system that has ten digits: 0,1, 2, 3,4, 5,6, 7. 8.9

decode / di:'koud/ v [22] to decide what a program
instruction means

desktop (computer) /'desktop (kom pju:ta) nC
(2] a personal computer designed to sit on a desk

desktop publishing package / desktop 'pablifin
pakids/ n C [18] an application program that is used
for creating and editing the text and lavout ol pages
to be published

dialog box /'dar2lpg boks/ n C [9] a window in a
WIMP system that is used to provide information or
obtain information from the user

digital camera / didsitl 'keemoara/ n C [6] an input
device for taking pictures that has an electronic lens
and uses electronics for storing the images rather
than chemical film

digital signal / didsit]l 'signl/ n C [12] a signal that
only has one of two values representing on or off

direct neural interface / dairekt, di rekt njoaral
'mtafeis/ n C [23] a device that enables electronic
signals to be input to and output from the human
brain

disk /disk/ n C [1, 8] a flat circular storage device

disk drive /'disk dramv/ nC [3, 8] a storage device for
reading from and writing to disks

distributed computing /di stribjutid kam'pju:tig/
n U [25] a network system that uses dilferent servers
throughout the network rather than a single server at
the centre of the network

DNI / di: en 'ar n C [23] an abbreviation for direct
neural interface

dot pitch / dot 'pitf/ n C [7] the distance between the
dots on a monitor screen
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dot-matrix printer / dot ‘'meitriks prmta(r)’ nC
[7] a printer that prints by hammering pins onto an
inked ribbon

double density floppy (disk) / dabl densati
'flopi/ n C [8] a removable magnetic storage device in
the form of a plastic disk that can hold about 712
kilobytes of data

download /'davnland/ v[6,14] to copy a lile from a
server to a client computer in a network

drag /dreg/ v[18] to move an object across the
display screen by moving a mouse while holding
down the mouse button

drop-down list box / dropdaon 'list boks/ nC [9]
a dialog box component that opens a list of items
when the user clicks on the arrowhead at the end

drop-down menu / dropdaon ‘menju:/ nC [16] a
list of options that opens downwards and stays open
when clicked with a mouse

dry run / drar 'ran/ n C [19] a test of a program by
checking through it on paper before running it on a
computer

DVD / di: vi: di:/ nC[3] abbreviation for digital
versatile disk. An optical disk storage device that can
hold a large amount of video data

dye sublimation printer /'dar 'sablim eifn
‘prmta/ n C[7] a type of colour printer that prints by
heating dye that is transferred onto special paper.

E-time /'i:taim/ n C [22] a common name for the
execution time

earth satellite station / 3:0 's@talant sterifn/ nC
[12] an installation on Earth used for sending and
receiving signals to and from a satellite

earth-satellite transmission / 3:0 s®talait
traeens'mifn/ n C [12] the process of sending a signal
to, or receiving a signal from, a satellite orbiting the
Earth

edit /'edit/ v [18] to make changes to

editing keys /‘editin ki:z/ / n Pl [4] the set of keys
on a PC keyboard to the right of the main keyboard
that is used for moving around the screen and
making changes to a document

electronic wallet / elektronik "wolit/ n C [24] a
smartcard used for storing money downloaded [rom a
computer bank account

email /'u:mell/ n, v U [1,4,13] the common name for
electronic mail, i.e. messages sent electronically using
a computer / to send an email message

email address /'i:meil a.dres/ n(C [4, 6,13] the
unique address code used to contact someone using
electronic mail

email attachment /'i:meil 2 tetmant/ n C [13] a file
that is attached to an email message

embed /em'bed/ v[21] to insert an object inside
another object

encode /en'kand/ v (23] to write information in a
coded form

execute /‘cksikju:t/ v[22] to perlorm a computer
operation by processing a program instruction

execution time /cksi'kju:fn tamm/ n C [22] the time
taken to execute a program instruction and store the
result in memory
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expansion card /ik'spenfn ka:d/ nC [3] an
electronic circuit board used for adding facilities to a
computer

expansion slot /ik'spen[n slot/ nC [3] a long thin
connector that is used for adding additional
electronics in the form of expansion cards

export /ck'spo:t/ v [6] to bring data out of a program
in a form suitable for use by another program

extended keyboard 1k stendid 'ki:ba:d/ n C [4] the
common arrangement ol keys on a PC keyboard with
editing keys and a numeric kevpad to the right of the
main kevboard

Far End /'fo:r end/ nC [12] the equipment at the
remote end of a video conferencing system

fetch /fetf/ v[22] to go and get the next instruction or
piece of data from memory

fibre-optic(s) cable / faibar 'optik(s) keibl/ nC
[12] a cable made from strands of glass that is used
for carryving information signals on a beam of light

field /fi:1d/ n C [17] a section of a database where an
item of data is stored

file /fail/ n C [8] a computer program or data stored
on a storage device

file server /'fail sa:va(r) nC [27] a main computer
that provides a data file store on a network

flicker-free /'flikafri:/ adj [7] having no variation in
the brightness of the display of a monitor screen

floppy (disk) /'flop1 / nC [3, 8] a magnetic storage
device in the form of a small plastic disk (also known
as a diskette)

floppy (disk) drive /'{lop1 drarv/ nC [3,8] a
common magnetic storage device that reads and
writes data on a floppy disk

flowchart /'flaotfa:t/ nC [7] a kind of diagram used
by programmers to show the logical steps in a
program

folder /'faulda(r) n C [9] a wav of grouping filenames
so that the files can be easily located on a storage
device. A folder is sometimes called a directory.

font /font/ n C [16] a set of text characters of a
particular design

format (1) /'fo:met/ n, vC [16] the design and
appearance ol text in a document / to design the look
of text in a document

format (2) /'fo:mat/ n, v C [19] the arrangement of
storage areas on a storage medium / to create storage
areas on a storage medium

formatting toolbar /'{o: meun tu:lba:r) nC [16]
a row of icons in a program, used to change the
appearance of the text when clicked with a mouse

freeze /fri:z/ v [10] suddenly to stop responding. It is
usually used in reference to a screen display.

function keys /'fagk|n ki:z/ n Pl [4] keyboard keys
that are normally programmed to perform different
functions by each program or by the user

GB /'gigabait/ n C [3, 8] abbreviation for a gigabyte

general purpose package / dsenral ‘psipas
pekidy/ n C [16] an application program that can be
used in a variety of ways



giga /'giga/ prefix [8] the prefix used lor 107 in
decimal or 2% in binary

gigabyte /'gigabait/ n C [3] a capacity of 2 bytes,
e, 1024 megabytes

grandfather, father, son method, (the)
/ grenfa:0a fa:0a 'san mebad/ n U [14] a system for
backing up files that uses three sets ol backup media
that are used in rotation

graphic /'grefik/ n C [1,18] a picture, drawing,
animation or other type of image

graphical user interface / grefikl ju:zor
‘mtafers/ n C [9] part ol an operating system that
allows the user to interact with a computer using
images and a cursor

graphics card /'greliks ka:d/ n C [3] an expansion
board containing electronics for controlling the
compulter output to a monitor

graphics package 'grefiks pekids nC[14] a
type of applications program that is used for creating
and editing images and drawings

graphics tablet /'grefiks teblat/ nC [6] a
graphical input device that tracks the movement of a
stylus across a flat surface

GUI /'gu:i:/ n C [9] abbreviation for graphical user
interface

hacking /'hekin/ n U [26] the practice of breaking
into computer systems and changing data without
permission

handheld /'hendheld/ n C [2] a small portable
compulter that can be held in one hand. See
palmtop.

hang /'h&n/ v[10] suddenly and unexpectedly to stop
processing during the execution ol a program

hard (disk) (drive) /'ha:d dranv/ nC[3,8] a
common magnetic storage device that reads and
writes data on metal disks inside a sealed case

hardware /"ha:dwea(r) n U [2] the physical
components ol a computer system

high density floppy (disk) / har densati 'flopi/ n
C [8] a removable magnetic storage device in the form
of a plastic disk that can hold about 1.4 megabytes of
data, i.e. twice as much as a double density disk

high-level language / har levl 'lengwids’ n C [19]
a programming language closer to human language
than low-level computer languages such as machine
code or assembly language

home page /'haom peids’ nC [15] the starting page
on a website

HTML / ertitizem'el/ nll [20, 21] abbreviation for
hypertext markup language / a computer language
that uses a system of tags for creating web pages

hub /'hab/ n C [11] an electronic device at the centre of
a star network topology

Hz /ha:ts/ n C [7] abbreviation for hertz, the basic unit
ol frequency equal to one cycle per second

I-time Maitaim/ n C [22] a common name {or the
instruction time

LT. /a1 't/ nU [5] abbreviation for information
technology

IBM / atbi:'em/ n U [25] abbreviation for the computer
company called International Business Machines
Corporation

icon /‘atkon/ n C [9] a small picture used in a WIMP
system to represent a program, folder or file

information technology /mnf> mer|n tek noladsi/ n
U [5] the study and practice of techniques or use of
equipment for dealing with information

inkjet printer 'inkdset prmta(r)/ n C [7] a printer
that prints by spraying ink onto paper

input /input/ n. v C [4, 6] data put into a system / to
put data into a system

input device /'mpot di vais/ nC [6] a picce of
equipment used for entering data or controlling a
computer

insertion point /in's3:[n pant/ nC [16] the
position where something is put into a lile

instruction /in'strakn/ nC [22] one line of 4
computer program

instruction time /m'strak|n tamm/ n C [22] the
time taken to fetch and decode a program instruction

interface /'intafers’ n, v C [9] the connection between
two different systems / to provide a connection
between two different systems

Internet service provider / intanet 's3:vis
pra varda(r) n C [13] an organization that provides
Internet connections for a lee

Internet, (the) 'intonet/ n U [1,13,14] the
connection of computer networks across the world

interpreter /in'ta:prita(r)/ nC [19] a program that
converts other programs into machine code line by
line as the programs are being used

interrupt /'mtorapt/ n C [22] a signal that causes the
processor to stop what it is doing temporarily so that
it can process something that is more urgent

ISP / ares'pi:/ n € [13] abbreviation for Internet
service provider

jam /dsem/ v [10] to get stuck in one position

joystick /'dsoistik/ n C [6] a cursor control input
device with an upright arm. It is commonly used
for controlling fast moving objects in computer
games.

justify /'dsastfar v[16] to insert spaces so that lines
of a text are aligned on both the left and right sides at
the same time

KB /'kilabait/ n C [3] abbreviation for a kilobyte

keyboard /'ki:bo:d/ n C [3, 4] the main electronic
input device that has kevs arranged in a similar
lavoul to a typewriter

keypad /'ki:pad/ nC [4] a small keyvboard with a lew
keys used for a special purpose

kilo /'ki:law/ prefix [3] the prefix used for 107 in
decimal or 2" in binary

kilobyte /'kilabait/ n C [3] a capacity of 210 bytes, i.c.
1024 bytes



LAN /len/ nC [11] acronym [or local area network

laptop (computer) /'leptop/ nC [2] the largest type
of portable computer

laser /'leiza(r)/ n C [1] high frequency light used in
optical devices

laser printer /'leiza printa(r)/ n C [7] a printer that
prints using toner powder and laser light on a
photosensitive drum

LCD / elsi:'di:/ n C [6] abbreviation lor liquid crystal
display / an electronic display device that uses liquid
crystal cells to control the reflection of light

library /latbrari/ n C [20] a set of programmed
functions that are made available for use by any
program

lightpen /'laitpen/ n C [6] a pen-shaped input device
used for drawing on a display screen. It detects light
on the screen.

linking error /'linkin era(r) nC [20] a
programming mistake caused by trying to use a
function from a program library that is not available

local area network / ookl earia ‘netwa:k/ nC [11]
computers connected together over a small distance

log /Ing/ v [28] to record the time that an event
happened

logic error /'lodsik era(r)/ nC [19] a programming
mistake caused by the use of a sequence of
instructions that are not logical

loop /lu:p/ nC [20] a part of a program that is
repeated until a set condition occurs

loudspeaker / laud'spi:ka(r)/ n C [3] a sound output
device

low-level language /lou levl 'lengwidy nC [21] a
computer language such as machine code or
assembly language that is closer to the form that a
computer understands than to that of a human
language

machine code 'ma'[i:n koud/ nC [21] a computer
language that consists entirely of a combination of
1sand Os

machine cycle ' ma'[i:n satkl/ nC [22] the
complete processes performed by the CPU of fetching,
decoding, executing, and storing the result of a
program instruction

magnetic tape 'maxg netik 'terp/ nC [8] a magnetic
storage medium in the form of a thin plastic ribbon
wound on a reel or a cassette. It is commonly used for
backing up data.

magneto-optical disk 'm:xg netao pptikl 'disk/ n
C [8] a storage device that uses a combination of
magnetism and laser light to store data

main memory / mein 'memart/ n U [22] the
electronic memory that holds the programs and data
being used

mainframe (computer) 'memfreim/ n C [2] the
largest and most powerful type of computer. It is
operated by a team of professionals.

MB /'megabait/ n C [3] abbreviation for a megabyte

Medicard /'medika:d/ n C [23] a smartcard that
stores medical information
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mega /'mega’ prefix [3] the prefix used for 10" in
decimal or 22" in binary

megabyte /'megabait/ nC [3] a unit of capacity
equal to 29 bytes, i.e. 1024 kilobytes

megahertz /'megoha:ts/ n C [3] a unit of frequency
equal to 1 million cycles per second

megawatt /‘megawot/ n C [25] a unit of power equal
to 1 million watts

memory (store) 'memari/ nU [3] the part of a
computer system that is used for storing programs
and data

memory address 'memori o dres/ nC [22] a code
indicating the location ol a unit of memory

memory chip /'memar tip/ nC [3] an electronic
integrated circuit that is used for storing programs
and data while they are being used by a computer

memory slot /'memari slot/ n C [3] a connector on
the motherboard of a computer that enables extra
memory chips to be added

menu /‘menju:/ nC [3, 6, 9] a list of options displayed
on a computer screen

menu bar /'menju; ba:(r) nC [14] a row of icons on
a display screen that open up menus when selected

mesh topology /'me| to poladsi/ nC [11] an
arrangement of computers in a network where every
computer is connected to every other computer by a
separate cable

MHz /'megaha:ts/ n C [3] abbreviation for megahertz

micro-machine /'markrao mo [un/ nC [23] an
extremely small mechanical mechanism that
contains a tiny computer

microchip /'maikrao tfip/ n C [27] an electronic
integrated circuit in a small package

microcomputer /'matkrockam pjuta(r) nC (2] a
personal computer, smaller and less powerful than a
mainframe or a minicomputer

microlaser scanner glasses /| maikraolerza
skena gla:siz/ n Pl [23] Eye glasses used in virtual
reality systems. They use a small laser device to
project computer-generated images directly into the
user's eye,

microphone /'maikrafoun/ n C [6] an input device
used for sound

microprocessor /| maikrau 'prouvsesa(r)’ n C [3] the
main electronic chip in a computer. It can be thought
of as the 'brain’ of the computer because it does the
main processing and controls the other parts of the
computer. It is sometimes called the CPU,.

microwave station /‘matkrawerv steifn/ nC [12]
an installation for receiving and transmitting
microwave signals

microwave transmission / matkrowerv
trens'mifn/ nC [12] the process of sending a high
frequency signal known as a microwave

minicomputer /'mmikom pju:ta(r)/ nC [2] a
computer that is slightly less powerful and a little
smaller than a mainframe

modem /‘macdem/ n C [2] an electronic device for
converting signals to enable a computer to be
connected to an ordinary telephone line. The term
comes from an abbreviation of MODulator/
DEModulator.

monitor /' monita(r)’ nC [2] the main output device
used to display the output from a computer on a
screen. See VDU,



motherboard /'madaba:d/ n C [3] the main
electronic circuit board inside a computer that holds
and connects together all the main electronic
components

mouse /maos/ nC [3,9] a common cursor control
input device used with a graphical user interface. It
has two or three button switches on top and a ball
underneath that is rolled on a flat surface,

mouse button /'maovs batn/ nC [4] a switch on
a mouse that is pressed to select an object on the
screen

mousemat /'maosmat/ nC [4] the small pad that a
mouse sits on

MPR-Il / empi:a: 'tu:/ n U [7] guidelines produced by
the Swedish National Board for Measurement and
Testing giving information on the measurement of
emissions from visual display screens

MSDOS / emes'dps/ n U [5] trademark, abbreviation
for Microsoft disk operating system / the operating
system that was used in the [irst PCs

multimedia / malti'mi:dia/ n U/ [2,18] the
combination of text. graphics, animation, sound, and
video

multimedia computer / malu mi:dia
kam'pju:ta(r)/ n C [2] a computer suitable lor
running multimedia programs. It usually has a sound
card and a CD-ROM drive.

multiuser / malti'ju:za(r)/ adj[2,13] capable of being
used by many people at the same time

Near End /'niar end/ nC [12] the equipment at the
closest end of a video conferencing system

Net, (the) /net/ n U [20] the common name for the
Internet

network /'netws:k/ n, vC [5,11] a combination of a
number of computers and peripheral devices
connected together / to connect a number of
computers and peripheral devices together

network (interface) card /'netwa:k ka:d/ nC [B]
the electronic circuit board inside a computer that is
used to connect the computer to a network

newsgroup /nju:zgru:p/ nC [13] an Internet
discussion group made up of people with a common
interest who use an ared on a server computer to
display messages about their interest

notebook (computer) 'navtbok/ nC[2] a
portable computer that is about the same size as a
piece of writing paper

OCR / ausi:'a:(r)/ n U [6] abbreviation for optical
character recognition

online / pn'lam/ adj. preposition [14] connected to a
system and able to be used

operating system /‘opareitin sistam/ n C [4] the
set of programs that control the basic functions of a
computer

optical character recognition / pptikl kerikia
rekag'nifn/ n U [6] a process that enables a computer
to scan and recognize printed characters using the
reflection of light

optical disk / optikl 'disk/ n C [8, 22] a storage
device in the form of a disk that uses laser light to
store data

output /‘avtput/ n, v C [7] data brought out of a
system / to bring data out of a system

output device /‘avtpot divais/ nC [7] a piece of
equipment used to bring data out of a system

P-I-P / pizar'pi:/ adj [12] abbreviation for picture-in-
picture

package /'pekidy’ n C [B] an application program or
collection of programs that can be used in different
ways

page-makeup program / peid; ‘meikap
pravgrem/ n C [18] a program for designing the
layout of a page for publishing

palmtop (computer) /'pa:mtop/ 1 C [2] a portable
computer that is small enough to be held in the palm
of one hand. See handheld.

paper tape / peipa 'teip/ n U [25] an obsolete
computer input medium consisting of a ribbon of
paper with holes punched in it

parallel port /'peralel pa:t/ nC (3] along connector
at the back of the system unit of a PC that is often
used to connect a printer to the CPU

password /'pa:swa:d/ n C [9] a secret code used to
control access to a network system

paste /pcist/ v[18] to insert a copy of data held in the
computer's memory at a chosen position

PC / pi: 'sit/ nC 1, 2] abbreviation for an IBM type of
personal computer, although sometimes used for
other tvpes of personal computer

PDA / pi: di: el nC[2] abbreviation for personal
digital assistant. A small handheld computer
providing a variety of tools for organizing work, e.g. a
calendar, to do list, diary. address list, calculator, etc.

peripheral 'pa'rifaral/ n C [11] a piece ol equipment
that is connected to the central processing unit of a
computer system

personal computer / ps:sanl kam'pju:talr)/ nC [2]
a computer designed to be used by one person at a
time

picture-in-picture / pikt/or m 'piktfa(r)/ adj [12] a
display screen feature that has a video picture
displayed inside another video picture

PIN /pm/ n C [24] abbreviation for personal
identification number

pirating /'pairatin/ n U [26] illegally copying software
programs

place value /'pleis velju:/ nC [22] the value of an
individual digit due to the position it occupies in a
number, e.g. in the decimal system the second
position from the right indicates tens and the third
position from the right indicates hundreds

plotter /'plota(r)/ n C [22] an output device used to
output drawings onto paper

port /po:t/ nC [3] a connector at the back of a system
unit of a PC that is used for connecting external
devices to the CPU

portable (computer) /'pa:itabl/ nC [2] a computer
that is small and light enough to be carried from
place to place. It can usually be powered by batteries.
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portable language /' po:tabl lengwids’ nC [21] a
language that can be easily converted for use on a
number of different operating systems

post /paust/ v [14] to display a message in a computer
newsgroup or bulletin board

power supply /'pava sa plar/ n C [3] the electrical
component that provides filtered mains electricity at
the correct voltage for a computer

printed circuit board / printid 'sa:kit bo:d/ nC
[27] an electronic board that holds and connects the
components of an electronic circuit

printer /'primta(r)/ nC [2,7] a common output

device used for printing the output of a computer
On paper

procedure /pra'si:dsa(r) nC [19] a subsection of a
high-level program designed to perform a particular
function

process /'pravses’ v C [9] to manipulate the data
according to the program instructions

processor /‘prausesalr)/ nC [3,9] the partof a
computer that processes the data

program /'praugrem/ n. v C [1,19, 20] a set of
instructions written in a computer language that
control the behaviour of a computer / to write a set of
instructions lor controlling a computer using a
computer language

programmer /proogrema(r)/ nC [5,19, 20, 21] a
person who writes computer programs

programming /'pravgraemir/ n U [19, 20, 21] the
processes of writing a compulter program using a
computer language

programming language /'praougremin lengwids/
nC[14,19, 20, 21] a computer language used for
coding computer programs

punched card /'pant/t ka:d/ n C [25] an obsolete
computer input medium consisting of a set of cards
with holes punched in them

RAM /rem/ n U [3] acronym for random access
memory — memory that can be read and written to by
the processor

random access / rendam '®kses/ n U [8] a system
of getting access to any location in a storage area in
any order

read-only / ri:d 'aunli/ adj (8] can only be read from
and not written to

read-only memory / ri:d '2onli memari/ n U [15]
memory that contains programs and data that the
user cannot change, for example, it may contain the
programs required to start up a computer

read/write head / ri:d ‘rait hed/ nC [8] the
mechanism inside a disk or tape drive that is used for
reading from and writing to the storage media

readout /'ri:davt/ n C [24] a display showing a
measurement

record /'reko:d/ n C [17] a section of a database made
up of related database fields

recycle bin /ri:'saitkl bm/ n C [9] a program used to
hide files that are no longer required and bring them
back if they are required again. Emptving the recvcle
bin deletes the files completely.

refresh rate /ri'fre| rert/ nC [7] the frequency at
which the image is re-drawn on a display screen
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register /redsista(r)/ n C [22] a small unit of very last
memory that is used to store a single piece of data or
instruction temporarily that is immediately required
by the processor

resolution / reza'lu:[n/ n C [7] a measure of the
quality of a display screen in terms of the amount of
graphical information that can be shown on the
screen. This partly depends on the number of dots
which make up the image.

ring topology /iy ta poladsi/ n C [11] a physical
layout of a network where all the computers are
connected in a closed loop

robot /‘raubot/ n C [22] a mechanical device
controlled by a computer

robotic /rou'botik/ adj [24] to do with robots

robotics /rou'botiks/ n U [23] the study of robot
systems

ROM /rom/ n U [22] acronym for read-only memory

router /'ru:ta(r)/ nC [13] an electronic device that
links different networks or parts of a network. It
determines the path that a signal should take to reach
its destination.

ruler /‘ru:la(r)/ nC [16] a horizontal line containing
markings indicating measurements on the display
screen

run /ran/ v [8] to execute a program, i.e. to get a
program to process the data

save /serv/ v [4,16] to copy a program or data to a
storage device

scan /sken/ v[1,6] to copy using a scanner

scanner /'skena(r)/ n C [6] an optical input device
that uses the reflection of light to copy text or
graphics into a computer

screen (display) /skri:n/ nC [1, 4, 6] the front
surface of a computer monitor where the output of a
computer is displayed

script /skript/ n C [21] a small program written in a
scripting language that is used to perform a simple
function or to tie other programs together

scripting language /'skriptin lengwids/ nC [21] a
simple computer language used for writing scripts
that control computer applications

scroll /skraul/ v[15] to move displayed information.
either horizontally or vertically, on the screen

search engine /'sa:f endsim/ n C [14] a program
designed to find information on the World Wide Web
according to data entered by the user. Search engines
are usually accessed from special websites.

secondary storage / sekondri 'storidy/ n U [22]
memory used for storing data that is not currently
being used

serial mouse /'siorial maos/ nC [3] the type of
mouse that is connected to the serial port at the back
of the system unit of a PC

serial port /'siarial po:t/ n C [3] the small connector
at the back of the system unit of a PC that is used to
connect a serial device such as a serial mouse or a
modem. Two serial ports labelled COM1 and COM2
are usually provided on a PC.

server /'s3:va(r)/ nC [11] a main computer that
provides a service on a network



SIMM /sim/ 1 C [2,15) acronym for single in-line
memory module / a small electronic circuit board
containing memory chips. SIMMs are designed to be
plugged into memory slots.

smart card /'sma:tka:d/ nC [23] a plastic card
containing a processor and memory chip. It can be
used to store large amounts of confidential data.

smart card reader /'sma:tka:d ri:da(r) nC [24] a
device used for reading smart cards

smart clothes /'sma:t kloudz/ n Pl [24] clothes that
contain embedded computing devices

software /'softwea(r)/ nU [5] the programs and data
used in a computer

solid state memory / splid steit ‘'memory n U [6]
electronic memory made from electronic chips

spacebar /'speisba:(r)/ n C [4,21] the long key along
the bottom of a kevboard used for inserting blank
spaces in a document

speech recognition board / spi:tf rekag nifn
ba:d/ n C [6] an electronic card that converts
analogue sound signals into binary code to enable the
computer to identify spoken words

spell(ing) checker /'spel teka(r) nC [20] a
programmed function that checks the spelling of text
in a document

spellcheck /'speltfek/ n, v C [16] a check of spelling
in a document / to check the spelling in a document

spreadsheet /'spred[i:t/ n C [10,17] a type of
application program with an array of cells that is
used for calculating formulas

SQAL / eskju:'el/ n U [28] abbreviation for structured
query language, used for searching databases

stack /stek/ 1 C [22] a temporary register that is used
to store program instructions and data in a fixed
sequence while the processor services an interrupt

star topology /'sta: ta poladsi/ n C [11] a physical
layout of a network where all the computers are
connected by separate cables to a central hub

status bar /'stertas ba:(r) n C [16] a narrow band
across the bottom of the screen that displays useful
information for the user

storage device /'sto:rids di vais/ n C [8] a piece of
equipment used for reading from and writing to a
storage medium

storage medium /'storids mi:diom/ nC [8] a
material used for storing programs and data

sub-program /'sabpraugrem/ nC [27] a small
program that performs a specific function and is part
of a larger program

subfolder /'sabtaulda(r) n C [9] a way of
subdividing a folder so that stored files can be
organized into smaller groups

subnotebook (computer) /'sabnavtbuk/ nC (2] a
portable computer that is a little smaller than a
notebook computer. It is small enough to fit inside a
jacket pocket.

subscriber /sab'skraiba(r) n C [13] a user who
becomes a member of a newsgroup

supercomputer /'su:pakam pju:ta(r)/ nC (2] the
most powerful type of mainframe computer

swipe card /'swaip ka:d/ nC [26] a plastic card
with a magnetic strip running across it containing
confidential data

synchronize /'sigkranaiz/ v [22] to control the
timing of events so that they take place in the correct
order

syntax checker /'sinteks feka(r)/ nC[19] a
computer function used when writing programs that
checks for mistakes in the vocabulary or punctuation
of the program

syntax error /'smtxks era(r)/ nC [19,20] a mistake
in a program due to a wrong word or punctuation
symbol being used

system error /‘sistam era(r)/ n C [19] a program
error caused by a fault affecting the operating system,
usually due to a hardware failure

system unit /‘sistam jumnit/ n C [2,9] the main part
of a PC. It usually includes the electronics, power
supply. hard disk drive, floppy disk drive, and a small
loudspeaker. It may also include a CD-ROM drive and
one or two other devices, but also has connectors (o
allow external devices to be attached.

systems analysis / sistams a'nelasis/ n U [5, 27] the
study of a system to determine how it can be
computerized

systems program /'sistoms praogrem/ nC [27] a
program that is part of a computer operating system
and controls a basic function of a computer

systems programming /'sistams praogreEmin/ n
7 [21] the writing of systems programs

tab /teb/ n C [9] a dialog box component that is used
to switch between different sets of data

tab (2) /teb/ n, v C [16] a fixed amount of space
inserted into a line of text / to insert a {ixed amount
of space into a line of text

tag /teg/ nC [21] a label used in HTML that is
attached to a piece of text to mark the start or the end
of a particular function

TCO-95 / tizsi:ao namti 'farv/ n U [7] a standard of
safety, health, and ergonomics produced by The
Central Organization of Salaried Employees in
Sweden

TCP/IP | ti:si:pi: ‘a1 pi:/ nU [27] abbreviation for
transmission control protocol / Internet protocol /
the official standard that determines the form of the
signals used for transmitting data on the Internet.

terminal /'tzxmml/ n C [1, 28] a network device used
to input and output data (usually a basic computer)

text box /'tekst boks/ nC [9] a dialog box
component that is used for entering text

title bar /'taitl ba:(r)/ nC [9] a narrow strip across
the top of a window in a WIMP system that indicates
what is inside the window

toner /'tauna(r)/ n U [10] the powder used inside laser
printers

toolbar /'tu:lba:(r)/ nC [14] a row of icons displayed
on a screen that start common program [unctions
when clicked with a mouse

toolbox /'tu:lboks/ n C [18] a set of icons displayed
on a screen for selecting common program editing
functions. For example, a graphics package usually
has a toolbox containing icons for choosing the line
width, the line colour, for creating different common
shapes, and for rotating images.



topology /ta'poladsi/ n C [11] the physical layout of a
network

touchscreen /'tatf skri:n/ nC [6, 24] an input
device in the form of a monitor screen that responds
when touched by the user

touchpad /'tatfpad/ n C [6] a cursor control input
device that senses the movement of a finger across a
flat surface

trackerball /'trekaba:l/ 1 C [6] a cursor control input
device that has a ball on top that is moved by the
user's [ingers

translator program /tren 'sleita praogrem/ n C
[19] a computer program that translates a program
[rom one computer language to another

Trinitron /'trinitron/ adj [7] the trade name for a tvpe
of monitor technology created by Sony

undo / an'du:/ v [16] to restore a file to the condition
it was in before the last change was made

unidirectional / ju:nidar'rek[onl/ adj [22] designed
to carry signals in or from one direction only

update / ap'dert/ v[15] to bring up to date, i.e. to
change into the latest version

upgrade / ap'greid/ v[27 28] to add components to
improve the features or performance of a system

upgradeable /\p'grerdabl/ adj [3] designed so that
components can be added to improve the features or
performance of the system

USB / ju s bi:/ nC[3] abbreviation for universal
serial bus. A standard way of connecting peripherals
to a computer system.

VB / vi:'bi:/ n U [28] abbreviation for Visual Basic / a
general purpose programming language

VDU / vi:di:'ju:/ n C [27] abbreviation for visual
display unit / another name for a computer monitor

video conference /'vidiau konfarans/ nC [12] a
meeting between people that are a long distance
apart, using cameras and display screens connected
to a network to allow them to see and hear each other

video conferencing / vidiau'konfaransim/ n U [12]
a form of communication over a network that uses
video cameras so that the people taking part can see
and hear each other

video memory /'vidiav memoari/ n U [3] the
memory used to store graphics data on a graphics
card

videophone /'vidiaulaun/ n C [24] a telephone
system that displays a video picture of the caller

video (VGA) port /'vidiau pa:t/ n C [3] the small
connector at the back of the system unit of a PC that
is used to connect the monitor to the graphics card

virtual (reality) mouse / v3:tfual 'maovs/ nC [23] a
cursor control input device used in VR systems

virtual reality / va:tfual ri'®lati/ nU [23] a
simulated three dimensional environment that
surrounds the user and is generated by a computer

virus /'vairas/ n C [10] a program written deliberately
to damage data or cause a computer to behave in an
unusual way
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virus check /'vamras tlek/ n, vC [21] atestof a
system to see if it contains a virus / to test a system to
see il it contains a virus

voice mailbox /'vais meilboks/ nC [12] a storage
ared lor spoken messages

voicemail /'voismeil/ n 1! [12] a system of
communication that uses computers to store spoken
Messages

VR / vi: 'a:(r)/ nU [23] abbreviation for virtual reality

VR glove / vi: a: 'glav/ nC [23] a virtual reality
glove. See dataglove.

VR headset / vi: a: 'hedset/ nC [23] a virtual
reality headset / an output device worn on the user's
head in a virtual reality system. It displays three-
dimensional graphics on a screen in front of the
UsSer's eyes

VR mouse / vi: a: 'maos/ nC [23] a virtual reality
mouse

WAN /wen/ nC [11] acronvm for wide area network

Web, (the) /'web/ n U [14] the common name for the
World Wide Web

webpage /'webpeidy/ 1 C [6,14] a hyperlinked page in
a web network system

website /'websait/ nC [4,14] a set of pages on the
World Wide Web

website address /'websait 2 dres/ nC [4,14] the
unique address that is used to access a website

White Pages, (the) / wart 'peidsiz/ n Pl [14] a
website used for finding the email addresses of
registered users

wide area network / waid eoria ‘netws:k/ nC[11]
computers connected together over a large distance

wildcard character /'waildka:d kerikta(r)/ nC
[17] a symbol used to represent any character or
combination of characters

WIMP system /‘'wimp sistam/ n C [9] acronym for
windows, icons, menus, and pointers / a common
type of graphical user interface

window /‘windau/ n C [9] a rectangular screen area
containing a program, folder, or file in a WIMP
system

Windows /'windaoz' nU [9] the common
name for Microsoft Windows, a popular graphical
user interface developed by the Microsoft
Corporation

word processing / w3:d'pravsesm/ n U [10,16] the
process of typing and editing text using a word
processor

word processor / w3:d'pravsesa(r)/ n C [10,16] a
type of computer application program used for typing
and editing text documents

workstation /'wa:kstei[n/ nC [7] a desk area used
for working with a computer system

World Wide Web, (the) / wa:ld waid 'web/ n U
[14] an information service on the Internet that
allows document pages to be accessed using
hyperlinks



Listening
script

Unit 1 Everyday uses of
computers

Task 4

Extract 1

We use a PC for writing letters, for
playving games, to calculate our bills,
and to connect with the Internet.
Extract 2

We've got electronic checkout tills with
barcode readers. They read a special
barcode on almost everything we sell.
They calculate the bill for the
customer. At the same time they send
information to a larger computer, so
we always know exactly what we've
got in the store.

Extract 3

We make washing machines and
refrigerators. The machines we use to
make them are controlled by
computers. We also use computers to
calculate our wages, to keep the
accounts, and to look after all
materials and parts.

Extract 4

Qur terminal links to airline offices. If
you want to fly anywhere in the world.
we can tell yvou at once if there's a seat
on the flight yvou want. We can supply
you with the tickets and we can reserve
yvour hotel —all by computer.

Unit 2 Types of computer

Task 3

Part 1

A: I'm thinking of buying a computer,
and I need some advice.

B: OK. What do you want to use it for:

A: For writing, maybe for games. |
want it for the Internet.

B: For the Internet and games ... [
recommend a multimedia
computer.

A: What do vou mean by a multimedia
computer:

B: Well, it's more powerful than a basic
computer. It's got sound and a CD-
ROM or DVD drive. You can use it for
high-quality graphics. animation,
and video.

Part 2

A: What if Iwanted ... [ travel a lot, if I
wanted something smaller, what's
available:

B: There are portable computers. A
multimedia notebook is probably
best,

A:Is a notebook the smallest kind vou
can getr

B: No, vou can get subnotebooks and
even smaller handheld devices.

They're mostly used as organizers.
as a diary, a ‘to do’ list. and that kind
of thing. But for writing and general
use a notebook is better.

A: OK, I think I'll go for a notebook.
What other things do I need:

B: A printer ... and for the Internet,
malke sure vou have a modem.

A: A modem?

B: Yes. it's a device for connecting yvour
computer to a telephone line. You
need it to connect to the Internet.

Unit 3 Parts of a computer

Task 3

A: What about things like power and
speed, that sort of thing? Whatdol
look for:

B: Well, power depends on speed and
capacity — the speed of the processor
and the capacity of the memory and
the hard disk.

A: The speed of the processor:

B: How fast the computer processes
data. Speed is usually given in
megahertz or gigahertz. The faster
the processor, the more powerful the
computer.

A: And capacity:

B: How much storage space there is in
the computer. Capacity depends on
how much memory there is, how
big the hard disk is. You measure
RAM and video memory in
megabytes. You've also got cache
memory. That's in kilobytes. Always
look for the highest numbers.

: What about the hard disk:

: Hard disk capacity is in gigabytes.
Get a big hard disk for multimedia.
Audio and video hiles use enormous
amounts ol space. Once again, the
higher the numbers, the more
powerful the computer.

o D

Unit 4 Keyboard and
mouse

Task 4

The kevs on a computer kevboard can
be arranged in many different ways,
The most common way on a desktop
PC is called the extended keyboard. The
diagram shows an extended kevboard.
The keys are in four main sections.
(pause )

The section known as the main
keyboard has a key for each letter of
the alphabet. It also has kevs for the
digits 0 to 9, punctuation marks like
commas and full stops, and other
common symbols.

(pause)

Above the main keyboard is a row of
kevs known as the function kevs. This
section includes the Escape key to the
left and the Print Screen. Scroll Lock.

and Break keys to the right. The
function keys labelled F1 to F12 don't
have fixed functions. You can program
them to perform different functions
such as saving and printing.

(pause)

To the right of the main keyboard is a
section known as the editing keys. This
group includes keys which insert and
delete data. It also includes the cursor
keys. also called the arrow keys. These
kevs move the cursor around the
screen.

(pause)

To the far right of the main keyboard is
the numeric kevpad. This section has
kevs for the digits 0 to 9 and for
common mathematical symbols like
plus and minus. The keys are arranged
like the keys on an electronic
calculator. You use these keys to input
numerical data.

Unit 5 Interview: Student

Task 2

Part 1

INTERVIEWER: Tell me first of all about
the course. What's the course called?

Ly~nsey: Information Technology 3.

INTERVIEWER: How many students are
there?

LYNSEY: Inmy class?

INTERVIEWER: Yes.

Lynsey: Well, at the beginning
seventeen.

INTERVIEWER: Right.

LYNSEY: But now there are fifteen.

INTERVIEWER: How many are men and
how many women:

Ly~Nsey: Three girls and twelve boys.

INTERVIEWER: How long does the
course last?

LYNSEY: A vear.

INTERVIEWER: And it starts in August?

LYNSEY: September, and it goes on till
June,

Tasks 5 and 6

Part 2

INTERVIEWER: Tell me about the
timetable for your course.

rynsey: Well, on Monday I've got
Communications 4. It lasts for two
hours. Nine to eleven. Then it's
Numeracy 3.

INTERVIEWER: Numeracy., that's some
kind of maths:?

LYNSEY: Yes, but it's more logic ...
problem-solving.

INTERVIEWER: And do you have a
break between classes:

LYNSEY: Yes, a half-hour break
between eleven and eleven-thirty.

INTERVIEWER: Do vou have other
classes in the afternoon:

LYNSEY: Noton a Monday.

INTERVIEWER: What do you have on a
Tuesday:
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LYNSEY: Programming.

INTERVIEWER: Isthat ... Well, tell me
what it's about.

LYNsEY: We study computer languages
like Pascal.

INTERVIEWER: So, Tuesday after the
coffee break. what do you have:

LYNSEY: I'msure it’'s Hardware ... No,
it's Software, Computer Software.

INTERVIEWER: What happens in the
Software class?

LYNSEY: You learn about operating
systems and packages like databases.

INTERVIEWER: Do you have a classona
Tuesday alternoon:

LYNSEY: No, and nothing on a
Wednesday.

INTERVIEWER: Nothing at all?

LYNSEY: No classes, but sometimes we
visit companies. Tomorrow it's the
Roval Bank ... to see how they use
computers.

INTERVIEWER: What do vou have on
Thursday:

LyNseY: Thursday, 'm not too sure.
Hardware is last thing, half-past two.

INTERVIEWER: What happens in
Hardware:

LYNSEY: You find out about all the
different things inside a computer.

INTERVIEWER: What about Friday:

LYNSEY: We've got Networks first
thing. We learn how computers work
connected together.

INTERVIEWER: Anything on a Friday
afternoon:

LYNSEY: That's IT in Business and
Industry. It's applications. That's
what our visit tomorrow is about. We
have to write a report on each visit.
Five or six pages long.

Task 7

Part 3

INTERVIEWER: You have a very busy
time on this course but is there time
for anything else: Is there a social
side students can enjoy?

LYNseY: There's football and there was
a Students’ Night in Betty's Bar for all
the new students to get to know each
other.

INTERVIEWER: s there a Students’
Union-

LYNSEY: Yeah, on the main campus.
They organize discos, but [ live out of
town so [ don't stay on at night, and
['ve got a job two nights a week.

INTERVIEWER: What do you do:

LYNSEY: Iworkin a hotel. I'ma
waitress.

INTERVIEWER: So vou work in a hotel
part-time:

LYNSEY: Yes. just to make some extra
money.

INTERVIEWER: Do vou want to work in
catering after vou graduates:

LYNSEY: No, it's the worst hours for the
worst pay.
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Unit 6 Input devices

Task 4

Computers can listen to vour voice and
change what you say into a written
message or into orders. Voice inputis a
great help to people who cannot use
their hands. It also helps people like
pilots who need their hands or eves for
other tasks.

There are five steps in voice input. Step
1: when vou speak, vou produce audio
waves. A microphone changes these
waves into electrical waves. That's Step
2. Inside the computer there's a speech
recognition board. In Step 3. the
speech recognition board processes the
waves [rom the microphone to form a
binary code for each word vou say. A
binary code is a pattern of zeroes and
ones, for example, 01001100, Each
word has its own code.

In Step 4. the computer compares the
code with other codes in its memory to
identify each word. When it finds the
correct word, it displays it on the
monitor screen. That's Step 3, the last
step.

Unit 7 Output devices

Task 2

There are many different types of
printer. These include inkjet, mono
laser, and dye sublimation printers.
Basically, vou get what vou pay for. The
more you pay, the better the printer,
(pause)

Inkjet printers are the cheapest, but
their print quality is not as good as the
other two types of printer. They are
expensive to run compared to mono
laser printers, but are able to print in
colour. Inkjets are the noisiest of the
three types of printer.

(pavuse)

Mono laser printers are more expensive
than inkjet printers but give you a
better quality of black and white
output. They cannot print in colour,
but are the fastest type of printer and
cost the least to run.

(pause)

Dye sublimation printers are the most
expensive type of printer, but their print
quality is extremely high. They are
quiet in operation, but are relatively
slow and very expensive to run.

Unit 8 Storage devices

Task 3

Part 1

The hard disk drive inside vour PC is
like a filing cabinet. Instead of paper, it
stores everything electronically. It can
hold all the software that runs on vour

system and all vour personal files. It's a
pretty important part of your
computer,

A hard disk drive normally contains
several disks. They re stacked on top of
each other, There are five in the
diagram. The drive motor spins the
disks very quickly. It runs all the time
vour PCisin use.

There's a gap, a space, between each
disk. We need the gaps so the read/
write heads can move across the disks
and reach all parts quickly. The head
motor controls the read/write heads.

Task 5

Part 2

The space between the head and the
disk surface is tinyv. Even smoke from a
cigarette can cause a crash. A crash is
what happens when the head touches
the surface of the disk. To keep out dust
and smoke, the drive is inside a sealed
case,

Unit 9 Graphical User
Interface

Task 4

This is a picture of a computer screen
with one window open. The window
contains a dialog box. This one is the
Find dialog box. You can see the name
on the title bar at the top of the screen.
You use this dialog box to find files or
folders.

(pause)

Near the top of the window there are
three tabs. The first tab is for searching
by name and location. There are two
other tabs: one for searching by date
and the other for advanced searches.
(panse)

To search for a file by name and
location, you type the name of the file
in the drop-down list box called
Named. In this example. the user
wants to find all the document files.
Then vou choose the folder to search in
using another drop-down list box
labelled Look in. Here the user wants to
look in the folder called Personal on the
C drive. So the first drop-down list box
is for the name, and the second drop-
down list box is for the location.

(pause)

Between the Named and Look in drop-
down boxes is a text box. In the text box
you type any words which vou want to
look for. In this example, the user only
wants documents with the word
‘sport’.

(pause)

You start the search by clicking on the
Find Now command button. Other
buttons stop the search, start a new
search, or browse the drives.



Unit 10 Interview:
Computing Support
Assistant

Task 2

Part 1: Introduction

INTERVIEWER: What do you like most
about your job:

ANNE: [like, I like all aspects of the job.
It's good to ..., it's varied so there's
lots of interest.

INTERVIEWER; Are vou ever bored?
ANNE: No, not really, because it's never
the same things over and over again:

it's different each time,

Problems

iNnTERVIEWER: What kind of problems
are there? What kind of difficulties do
people have?

ANNE: People have problems with the
hardware. often with printers ...
paper jamming. They also have
problems finding options in the
programs. Mostly with word
processing.

INTERVIEWER: Are there any other
hardware problems:

ANNE: Occasionally a computer
freezes ... it hangs or freezes. It's
usually a memory problem.

INTERVIEWER: Is it always the machine
or is it sometimes the user:

ANNE: Sometimes it's the user. The
printer isn't switched on, or there's
no paper.

Task 3

Part 2: Keeping up to date

INTERVIEWER: How do vou keep in
touch with what's new in computing:
[t's changing all the time.

ANNE: Yeah, by the time vou read
something, it’s out of date.
Magazines are good for [inding out
what's new on the scene. The
[nternet also has information about
new developments.

INTERVIEWER: Do you ever go on
courses:

ANNE: Yes, they're a good way to keep
up.

INTERVIEWER: What kind of courses?

ANNE: Well, operating systems change,
so courses about the different
functions on the operating system.
And then there's the programs that
people use, like the word processors
and the spreadsheets and the
databases. And the best way to
understand them is by taking a
course and trying them out vourself.

Unit 11 Networks

Task 7

Computers in a network can be
connected in different ways, in

different topologies. The three basic
ways of connecting computers are: a
star, a ring. and a bus topology.

(paise)

A star topology has a server computer
at the centre and a separate cable
connecting the server to each of the
other computers in the network. The
central server controls the flow of data
in the network. If the central server
fails, the whole network will fail.
(pause)

[n aring topology, each computer is
connected to its neighbour in a circle.
The data flows in one direction round
the ring. If a cable breaks or one of the
computers fails, the whole network will
be affected.

(patse)

A bus topology has all the computers
connected to a common cable. The
data travels in both directions along
the cable. If a computer fails, or we
remove one from the network, it won't
allect the other computers. Most
networks are usually a combination of
star, ring, and bus topologies to
overcome some of these problems.

Unit 12 Communications

Task 4

ANSWERPHONE MESSAGE: Thank you for
calling Taytron. The office is now
closed, but if you'd like to leave a
message alfter the tone. dial one for
sales, dial two for maintenance, and
dial three for all other enquiries.

joHN BATLES: This is John Bailes with a
message for Lenny Yang. ['m sorry to
phone so late but I can’t make our
meeting at 10.15 tomorrow. There
are no seats on the 8.30 flight. I've
got a ticket for the 9.4 5 flight which
lands at 10.30. If the traffic isn't too
bad, | can be with you around 11.15,
sav 11,30 to be safe. So can we meet
at half-past eleven tomorrow. If
there's any problem, please email me
tomorrow before 8.30. My address is
“bailes, b-a-i-l-e-s(@brandt.co.be”.
See you tomorrow.

Unit 13 The Internet 1:
email and newsgroups

Task 4

Hi. I started my course last Monday.
We've got classes every day from §.45
until a quarter past four, apart from
Fridays when we finish at 2.30. We can
use the computer lab then, so I've taken
the chance to send this message. The
course is OK so far. ‘Design and Make'
is the best class. We've got to construct
a project of our own. I'm thinking of a
security alarm for my bike.

Staff are fine apart from Maths—no
sense of humour —and ['m getting to
know the rest of the class. There's an
indoor sports centre we can use al
lunchtimes. and a few of us have
started kicking a ball about most days.
We might get a team going.

Let me know how your course is going
and how life is treating you. Il voure
free on the 17th. come over. I'm having
a party at my flat. Nothing fancy. but
vou'll meet Sandra again.

Unit 14 The Internet 2: the
World Wide Web

Task 6

1 This button stops vour browser
downloading information. Maybe
because it's taking too long, or you're
bored, or you've made a mistake in
the address.

2 Whenever vou find a page on the Web
that vou like and want to visit again,
you can save it with this button.

3 This button will get you a fresh copy
of any document vou're looking at.

4 Click your mouse on this button and
vour browser will reload the last page
you were at.

5 This button will take vou back to the
browser starting page.

Unit 15 Interview: Website
Designer

Task 2

Part 1

INTERVIEWER: What kind of people
want websites and why do they want
websites:

SALADIN: People who feel they have to
be on the Web because competitors
are on the Web. They feel that not
having a website is a sign of being
behind the times.

INTERVIEWER: S0 other people have got
a website and therefore they have to
have one, too:

saLADIN: Yes, The better reason is
people who have information they
would normally provide free — like
brochures, application forms,
anything that would normally be
sent out by mail.

INTERVIEWER: So it saves fax, postage ...

SALADIN: Printing costs. [ think it's
particularly useful for colleges and
universities.

INTERVIEWER: Why is that?

SsALADIN: Because they tend to have a
large amount of information to
distribute.

INTERVIEWER: Il a client comes to vou
and asks you for a webpage, how do
vou set about designing a page for a
client?
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SALADIN: The first thing [ would ask
for is all their printed promotional
material. [ would look at all that
material and then discuss with the
client how much of it to put on the
Web. The most important thing is to
decide who is the audience for this
website, who's it aimed at.

INTERVIEWER: Is there a danger of
putting too much on?

sALADIN: There’s certainly a danger of
putting too much on. Also. the client
has to make a clear decision about
how much time or money they're
going to spend to keep the pages
updated.

INTERVIEWER: Aha, soit's not enough
simply to have a page. vou need
regular maintenance of that page.

SALADIN: Right. so these are the first
two questions — who is it aimed at
and how often will it be updated:

Task 3

Part 2

SALADIN: Once we've decided what
materials should be put on, there are
a couple of basic principles to follow.
One is that there should never be any
dead ends. you should never reach a
page which hasno...

INTERVIEWER: Ah, which doesn’t go
anvwhere:

SALADIN: ... Which hasno links to take
vou back to somewhere else. So that's
one principle. And the other principle
isto try to limit the number of steps
that have to be taken from the main
home page to any other page. I would
normally aim for a maximum of four
steps.

INTERVIEWER: Do people give upif
there are more than two or three
links, they simply give up, is that a
problem?

SALADIN: Some people will give up.
Others will just never find the
information, there are too many
diversions. Another principle is not to
have too many links to scroll through
on one page, If vou have a page
which has 150 links and yvou have to
keep scrolling through them, people
will give up ... thev'll never find the
links at the bottom.

INTERVIEWER: What about graphics,
sound and animations, and all these
multimedia features? What's vour
feeling about these:

SALADIN: Always ask why is it there?
That's the first thing. And if it's there
simply because it makes the page look
nicer, think quite carefully about
whether to put it there or not. The
more of that sort of thing vou have,
the more time it will take to
download the pages. Another factor
to bear in mind is that there are still a
lot of users with less sophisticated
browsers than Netscape or Microsoft
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Explorer, and if yvou make the use of
the page dependent on graphics and
so on, vou'll exclude these users.

INTERVIEWER: Sono dead-ends, no
more than four steps from home, and
pictures have to serve a serious
purpose.

Task 4

Part 3

SALADIN: Another aspect of designing
pages is to break the information into
relatively small sections.

INTERVIEWER: Is that just because of
the size of the screen. what vou can
see at one time:

SALADIN: It's partly that, but it’s also to
do with download time and printing.
People can find they're printing forty
pages of a document, most of which
thev don't want.

INTERVIEWER: Isita big temptation to
add links to similar organizations: Is
there strength in that, or is there a
danger in that?

SALADIN: Inmost casesit's a big
strength. Browsers who come across
vour page, if they discover that vour
page is a very good gateway to all
sorts of interesting sites. will
bookmark vour page because they
know it's a good way to get to all the
other sites. If they're coming back to
it, they're exposed to your message
every time. One final point: it is useful
to have on the front page something
brief which catches the reader, which
says ‘this is who we are’.

Unit 16 Word processing

Task 3

The diagram shows a Microsoft Word
screen displav. The title bar at the top of
the screen shows the program vou're
using and the name of the file. in this
case Printer.

Below the title bar is the menu bar. The
nine items on this bar each give access
to a pull-down menu —File, Edit, View,
and so on.

The standard toolbar is next. It contains
buttons for the most commonly used
commands such as Open documents,
Print, and Spellcheck. Each button
contains an icon.

The formatting toolbar is below the
standard toolbar. You use it to alter the
font — that's the typeface — and the stvle
of letters — bold. italic, or underlined -
and generally to alter the appearance
ol your document.

The bar at the bottom of the screen
shows more information about the
document vou're working on. For
example. it shows which page yvou're
on. It's called the status bar. In this
example. the user is on page 1.

Unit 17 Databases and
spreadsheets

Task 8

I Cell D two (pause) equals B two plus C
two.

2 Cell A seven (pause) Saturday.

3 Cell B five (pause) one thousand and
four,

4 Cell C seven (pause) six hundred and
fourteen.

5 Cell B nine (pause) equals sum B two
to B eight.

6 Cell E two (pause) equals D two times
seventeen point five per cent.

Unit 18 Graphics and
multimedia

Task 3

Extract 1

MARK: Right. [t's a very simple
graphic. It's a square for the wall, a
triangle for the roof, two small
squares for windows, and a rectangle
for the door.

(patise)

MARK: Right, we'll start with a box
shape, a square. Point with the cursor
at the image vou want in the toolbox.
That's the rectangle. Click with your
left mouse button. Now move the
pointer to the screen.

ERIC: Sothe cursor turns into that sort
of gun-sight thing.

MARK: Yeah. Press and hold down
Shift. Now drag thepointer to make
the square the size you want. Keep
vour finger on the left button. Then
let go.

Extract 2

MARK: Now you want another square
lor a window. Just the same way.
Point with yvour cursor, click with the
left button. and hold Shift down.

Extract 3

MARK: Say vou want the next square
to be exactly the same as that one.,
rights Click on the Select box and
then drag your cursor over the first
window. Make sure it's all included.
Now go into the Edit menu. Click on
Copy: then on Paste. See how the
second window appears: Now click
on it and drag it into the house. You
can get rid of the dotted lines by
clicking outside them.

Extract 4

MARK: Now you want a door. So you go
back to the rectangle. Click with vour
left mouse button, drag the rectangle
to the size you want and release the
button.

ERIC: You don't need Shift?

MARK: No, that's for squares, not
rectangles.



Extract 5

ErICc: We want a triangle next.

MARK: Click on Polvgon. That gives
you any angled shape. Start at one
corner of the house and draw one
side of the roof. Then click on the
opposite corner and the lines join up
by themselves.

Extract 6

ERIC: It's a bit steep.

MARK: OK. we canrub it out easily,
Click on Eraser. You see. vour cursor
becomes a little square. You can erase
the first roof and make a lower one.

Unit 19 Programming

Task 3

Part 1

The circle is a CONNECTOR symbol. [t
appears when two separate paths
through a process come together. It's
alwayvs empty. You don't find any text,
numbers, or symbols in it, Just the
circle.

The parallelogram is the INPUT or
OUTPUT symbol. It looks like a
rectangle with two sloping sides. We
use it when data has to be input or
output, It contains words like Input or
Print.

The ellipse is the START or STOP
symbol. It looks like a rounded
rectangle, It's used at the beginning
and end of a flowchart, so it will
contain the word Start or the word
Stap.

The diamond shape is the DECISION
symbol. It's used whenever a decision
has to be made. Often it contains
comparison functions such as less than
or greater than, It has a Yes or True
branch at one corner and a No or False
branch at another.

The ordinary rectangle is the
OPERATION or PROCESS symbol. It
indicates the kind of operation. It will
contain words like add, subtract,
multiply, divide or make equal to.

Task 5

Part 2

This is a flowchart for calculating a
tax, called sales tax, which is charged
when you buy certain things. The
flowchart begins with a Start symbol.
Then vou input the initial cost of the
item. We'll call the initial cost C.

Next there's a decision, There are two
rates of tax, 15% and 10%. The
program must decide which rate to
use. We'll call the rate R.

R depends on the initial cost. If the cost
is greater than 100, the program
follows the Yes route and sets the tax at
15%. Otherwise, the program follows
the No route and sets the tax at 109,

The two different paths, or routes,
come together again at the connector
symbol and continue along the same
route. Then there's an operation. Sales
tax is calculated by multiplying the
cost, C. by the rate, R, Finally the
amount of tax is printed out and the
program stops.

Unit 20 Interview: Analyst/
Programmer

Task 2

Part 1

INTERVIEWER: Who'sit for:

corin: Basically for voung adults with
number problems.

INTERVIEWER: Oh. I like that, that's
good.

coLIN: (reading from the screen) The fire
is 5.4 kilometres away. The fire
engine has gone this far. How far is
the fire now?

INTERVIEWER: There's a calculator.

coLin: Yes. vou use the calculator to
tvpe in vour answer.

INTERVIEWER: [t doesn’t dothe
calculation for you:

COLIN: No...

INTERVIEWER: ... but it makes it a bit
more interesting,

coLix: Yes. And if vou get it wrong ...
the building burns down. (Oh no!)
But, if vou get it right, there's an
animation of the fire engine putting
the fire out. (Oh, [ see.) The fire
engine moves along and a spout of
water appears on the screen. The
next picture is the building without a
mark on it. (Gosh.)

Task 3

Part 2

coriN: We found with some people
that there was a lot of stigma about
learning how to count again.

INTERVIEWER: Almost as bad as not
being able to read:?

coLiN: Yes, the problem for them was
being in a classroom with a teacher,
So we designed a program they could
use themselves at their own speed.

INTERVIEWER: How do they use it?

coLIN: In acomputing lab. The
machines are networked. One
contains the data store and an
administrative package for the
teacher.

INTERVIEWER: What'sin the
administrative package?

coLiN: It allows the teacher to create
groups and add students to groups,
and it also has stats on their
performance. (Oh, right.) Every time
a student accesses a module. it
records how much theyv've done, how
long they've been at it, and how
many times they've called Help.

INTERVIEWER: How did vou test it This
is an important part of
programming, isn't it?

coLin: Oh, yves. We test the code in-
house. You can't debug your own
code — vou need someone else to look
at it. So you give it to a colleague and
they try to break it. After that we test
the program in schools —three
schools with three or four machines
as a pilot test,

INTERVIEWER: What sort of problems
come up?

coLiN: Well, with Dante the graphics
caused a lot of problems. Because we
were working with state of the art
machines, we forgot that schools
don't have the same technology. Our
araphics looked horrible on a lower-
grade machine. We had to rescan and
start programming for the simplest
machine.,

INTERVIEWER: What about syntax
errorsy

COLIN: Syntax errors are tvpos,
generally. If vou type PRINT and you
hit [ too many times, vou get
PRIIIINT. The compiler will catch
that. That's the first kind of error,
compilation errors. The second type
are linking errors.

INTERVIEWER: Linking errors:

corLiN: A linking error is when vou
refer to something that isn't there.
For example, a line of code in a
library. When vou use the same
function over and over again, you
don’t write it each time. You refer to a
librarv on the drive. Then vou're
down to the third type. logic errors.
Theyv happen when vou're not awake,
when you're not thinking properly.
For example, vou can make the
program repeat a section of code
until a condition is reached. And if
vou never reach that condition, it will
run and run and run for ever.

Task 4

Part 3

INTERVIEWER: Is programming quite
stressful?

corin: Very. But ['m often asked to fix
something on the network. So that
gives me a break. We never spend a
whole day, 9 to 5, programming. It's
impossible.

INTERVIEWER: Do vou work on paper at
allz

coLIN: Yes, at the design stage it’s
better to get as far away from
computers as vou can. We've got a
canteen and we go through to the
canteen with a pad of paper and cup
of coffee and work it out.

INTERVIEWER: You say ‘'we’. Do you
work as part of a team?

coLIN: Yes, there's mysell and three
developers, and two who work on
graphics. Dante would have been
impossible [or one person to write. It
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took us six months to develop it
properly. [t was quite a good project
because it was easy to divide up the
work. There were the modules to do.
the database design, and the database
access. There was the client interface
and the student interface so people
were assigned to different sections.

INTERVIEWER: How many computer
languages do yvou normally work in-

corLIN: Normally? C plus plus, we're
using Active Server pages which
involves HTML and JavaScript. You
can use VB, Visual Basic, but if vou
use Visual Basic you're tying vourself
to Microsoft and we want anvbody to
be able to run our programs. And
Dante was written in Delphi.

INTERVIEWER: How do yvou keep up:?
Things are changing amazingly
quickly.

coLin: Well, [ subscribe to two
magazines, PCPro and Byte. | also pick
up Dr Dobb's Journal when I can. Oh,
and at work we subscribe to Microsoft
Developer. We get two CDs from them
four times a vear. It's basically an
electronic library with manuals,
articles, and everything vou need.

INTERVIEWER: This must take up vour
free time as well as work time.

coLIN: Yeah. it does. but [ enjoy it,
especially at the end of the day when
things are beginning to go well. I hate
it when you've got to go home,
because vou might lose it the next day.

Unit 21 Languages

Task 4

line ten, rem averages

line twenty, CLS

line thirty, print, open quotes, type nine
nine nine to indicate end of data.
close quotes

line [orty, print

line fifty, sum equals zero

line sixty, counter equals zero

line seventy, print, open quotes, please
enter a number, close quotes

line eighty. input number

line ninety. do while number is not
equal to nine nine nine

line one hundred, sum equals sum plus
number

line one hundred and ten, counter
equals counter plus one

line one hundred and twenty, print,
open quotes, please enter the next
number, close quotes

line one hundred and thirty, input
number

line one hundred and forty. loop

line one hundred and fifty, average
equals sum divided by counter

line one hundred and sixty, print, open
quotes, the average of the numbers is
colon, space, close quotes, semi-colon.
average

line one hundred and seventy, end

134

Unit 22 Low-level systems

Tasks 4 and 5

Part 1

The Central Processing Unit, the CPU,
has three main parts: the Control Unit,
the Arithmetic and Logic Unit, and
Registers. These components are
connected to the rest of the computer
by buses.

The Arithmetic and Logic Unit, ALU for
short, performs arithmetic functions
such as ADD and SUBTRACT. and logic
operations such as AND, OR. and NOT.
The Control Unit makes the computer
carry out each instruction of a
program in the right order and

controls the operation of all hardware,
including input and output devices and
the other parts of the CPL.

Registers are temporary storage areas
for instructions or data. They work
under the direction of the control unit.
They hold the instructions or data
immediately required for an operation.,
whereas main memory stores data
required in the near future. Registers
work at high speed.

Tasks 6 and 7

Part 2

A busis a group of parallel wires which
carry electrical signals between
different parts of the computer. Some
buses are bidirectional. They allow
data to flow in either direction. Most
computers have three main buses: the
data bus, the address bus, and the
control bus.

The data bus is a bidirectional bus. It
‘arries data and instructions from the
memaory to the CPU and from the CPU
Lo memory.

The address bus is a unidirectional bus.
Data flows one way only. It carries
addresses from the processor to
memory. The addresses identifv places
in the memory where data or
instructions may be found or stored.

The control bus is bidirectional. It
carries instructions to and from the
CPU and other parts of the computer.
[t's a collection of lines which carry
different signals. For example, the
clock line carries a signal from the
clock chip to synchronize the
operations of the processor.

Unit 23 Future trends 1

Task 2

Part 1

Virtual reality (VR ) means using 3-D
graphics to create an imaginary world,
or virtual world, which surrounds the
LISer.

You need special equipment to use VR.
A VR headset or head-mounted display
shows graphics on a screen in front of
vour eves. As vou turn your head, the
picture on the screen moves around
too, so it feels asif vou arein a 3-D
world. A dataglove, or VR glove, isa
glove with pressure pads which make
vour hand feel asif it's picking up
objects or touching surfaces. You use a
kind of mouse called a VR mouse, 3-D
mouse, or virtual mouse to move
around in virtual space.

Task 3

FPart 2

Virtual reality is already being used in
many ways — in medicine,
entertainment, and design. But VR is
not vet very realistic. As techniques
improve, though. VR could seem so
real that you could live a virtual life -
having many of your experiences
through VR. For example, virtual
travel systems could take you on a
virtual holiday, letting vou experience
other parts of the world through a VR
headset.

Some people even think that VR
headsets might be replaced by DNI -
Direct Neural Interface — that would
stimulate vour brain cells to give vou a
virtual experience. A brain implant
would work in a similar way, but would
give you special skills, like being able to
speak a new language or play an
instrument. without having to learn it.

Unit 24 Future trends 2

Task 4

Part 1

In the near future all schools and
libraries will be linked together to form
a National Grid for Learning - just like
the electricity grid which connects all
consumers. Each pupil will have a
palmtop linked to the school network
and to the Internet. All pupils from the
age of nine will have email accounts.
All communications between the
Department for Education and schools
will be by computer links. Learning
and administration will be paper-lree.
The advantages are obvious. Pupils
will have access to a world of learning,
The resources available through the
Grid will be far greater than any one
school can provide,

[n addition, all pupils will become
familiar with information technology
at an early stage in their school life.
Their computer skills will help them
when they leave school and enter
college or go into work. All study and
most jobs in the future will require
computer literacy. These developments
will equip our pupils for an I'T-based
future.



Email will allow pupils to communicate
easily with other pupils in different
parts of the country and in different
parts of the world. It will develop
communication skills and encourage
an international outlook,

Finally. by freeing teachers from
paperwork, IT will give teachers more
time for their real job of inspiring
students.

Task 5

Part 2

There are real dangers in making
school education so dependent on
computers.

Easy access to online resources will not
help pupils to develop original ideas.
Instead, they will simply copv and
paste text from online encyclopaedias
or even download complete essays.
More time communicating with
machines means less time to
communicate with real people. We will
produce students who are not good at
communicating their ideas to others
and working as part of a team.
Another danger is that the National
Grid might lead to centralization. What
[ mean is that all schools will have
access to the same centrally produced
content and will do the same things.
We need to encourage schools to
develop their own ideas.

Experience in the US has shown that
greater use of computers has lailed to
raise educational standards in schools.
Instead of buyving computers. it's far
better to spend the money on teaching
reading and numeracy, and on "hands-
on'’ field trips.

Unit 25 Interview: IT
Manager

Tasks 3 and 4

Part 1 Past developments

toM: | started in computingin 1965
on an ICT 1904 which was a
transistorized machine. Prior to that
we shared with another company an
old valve machine. The 1904 was a
multi-programming machine with
no disks and 16k of memory.

INTERVIEWER: 16k! Was it punched
card input?

Ttom: Paper tape input and output.
Magnetic tape drives ... which we had
a lot of trouble with. So I was lucky
enough to get into the early stages of
computing and see the developments
[rom there.

INTERVIEWER: When did things really
begin to lift off here: When did you
see the most rapid growth?

toM: Eh, oh dear, well, that started
from 1974 when microprocessors

came in. Then 1980 brought a big
step forward in computing power
with the first PCs, and it's just
mushroomed since then. Through
the eighties there were enormous
changes in hardware as more
efficient, faster. smaller machines
came in. There were staggering
changes just in the electrical load. We
were dropping by around a megawatt
a vear in consumption il you took
into account the air-conditioning as
well as the machine.

INTERVIEWER: Of course, they had to
be in air-conditioned rooms.

ToM: As the computers became more

powerful, we used less and less power.

INTERVIEWER: And did the number of
staff involved grow?

ToM: No, it dropped. At the peak we
had about, there were about forty of
us. but machines got more reliable.

INTERVIEWER: Were they very
unreliable at first?

ToM: Oh ves, the early davs were
difficult because the hardware was
unreliable. Four hours between
crashes, Constant battles with the
suppliers. It wasn't until 1980 that
we got really reliable machines. Now,
of course, we have things like Crays.

INTERVIEWER: When did you get the
tirst Cray?

Ttom: Oh, it must have been in the early
nineties. [ suppose.

INTERVIEWER: What's the most
significant date for vou?

ToMm: 19901 see as a significant date.
1990 was the change from central
computing to distributed computing.
PCs on desks rather than central
mainframes.

Task 5

Part 2 Future developments

INTERVIEWER: What do vou think is
going to happen in the next few
vears? What do vou think will be the
big developments in computing:

TtoM: [think speech recognition could
be big. I think people who don't have
very good keyvboard skills will want to
look at speech recognition, We're
going to live in the Web browser
environment a lot more.

INTERVIEWER: Does that mean shared
soltware of all kinds:

ToM: Yes, I think it means that vou'll ...
vou'll access multiple applications
through a common interface, based
on the sort of Web technology. On the
other hand. so much effort is being
put into what we're doing now that
change is going to be difficult. People
are not going to want to change
unless there's some good reason for
doing so. We're really achieving what
most people want to do at the
moment. People can send email. they
can do their word processing, and

things like that, A lot of the new
releases are based on just commercial
pressure. The companies have to keep
on ..., like motor cars, they have to
have the latest model. Often there's
no significant change. In general,
things will get cheaper and faster
which will improve performance and
make software more etficient.

INTERVIEWER: What about video
conferencing and that sort of thing?

tom: Well, we have it already. It’s OK, if
il saves you a journey overseas it's
maybe all right, but if it saves you
going across town you wouldn’t
bother, You'd rather go out and see
somebody face to face.

INTERVIEWER: Teaching, are there any
developments there?

ToMm: Computer teaching is still
difficult, I think. It's good for
reinforcing, it's good for practising,
it's good for working on your own.
But I don't see computers replacing
good teaching. That's still going to be
required. Computer teaching may be
used more but I don’t see it replacing
courses.,

Unit 26 Issues in
computing

Task 3

How can you protect your computer
[rom unauthorized access? Various
ways have been developed to ensure
that only the right people can access a
system. We can divide these methods
into three groups: what yvou have, what
yvou know, and who vou are.

What you have

You may have a plastic card, a swipe
card. to get into rooms where there are
computers. In some companies,
workers wear an active badge, an ID
card with an embedded chip, which
signals where the wearer is at any time,
The company knows immediately il an
employee enters a computer room,

What you know

Computers are often protected by
passwords. You have to know the
correct password to enter the system,
in the same way that vou have to know
vour personal identification number to
get money out of a bank cash machine.

Who vou are

Everv individual is unique. Some
security systems use individual body
characteristics. For example, your
computer can be protected by a
fingerprint recognition system. The
computer will only respond when it
reads vour unique fingerprint. A new
product called Facelt uses face
recognition to protect individual files.
[t will only give access to a file if vour
face matches stored pictures of
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authorized users. However. beards and
spectacles can cause problems. Voice
recognition and identification by the
retina of the eye are other means to
protect access.

Some systems use a combination of
these groups. For example, an 1D card
and a password.

Unit 27 Careers in
computing

Task 5

1

Before [ write a program. [ have to
carry out a feasibility study in the
company. The aim is to see whether a
new program would be better than the
methods they use at present. [ have to
observe what the users do, speak to
them, and make an analysis of their
systems. It's very important to speak to
the actual users, not just the
managers.

2

My job is to persuade customers that
it's worth investing in new computer
systems or extending the systems they
already have. But it's not enough
simply to sell the systems. We have to
keep in touch after the sale and make
sure things are working well, and to
provide any backup the client needs.
That's the only way to build up trust
with a customer and to get new orders.
[t's a very competitive market.

3

['m called out if there's a fault on the
network. We try to solve the problem
bv phone at first. but if that doesn't
work, we have to go and look for
ourselves. It could be anvthing: the
software, the server, even the cabling,
Sometimes the problem is the user! You
have to be good at working out where
the problem is.

-+

[t's my job to try out new components
before they're used in our computers.
It's not only how well the components
work that matters, thev also have to
meet health and safety requirements. |
need to write reports and make
recommendations on my findings. If
problems arise after the components
have been installed, ['m the person
who has to find the solution.

5
[ have to change the specifications for a
system into a logical sequence that can
be programmed. The language |
choose for coding will depend on
rarious factors such as what type of
program it is, and where it's going to be
used. A lot of testing has to be done
and [ use the feedback to decide where
improvements can be made.
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Unit 28 Interview:
Systems Manager

Tasks 2 and 3

Part 1

INTERVIEWER: What sort of company
do vou work for?

BILL: Iwork for the largest brewer in
the UK.

INTERVIEWER: And how long have you
worked for them:

BILL: I've been there for almost twenty-
five vears.

INTERVIEWER: And what's vour post
there: What's vour job title?

BILL: ['m a Systems Manager.

INTERVIEWER: And what are vour
duties:

piLL: Basically, I look after the systems
for the Technical Services division.
Technical Services make sure that the
beer gets into the glass in good
condition. :

INTERVIEWER: OK, so what are your
specific duties:

BILL: I'm responsible for existing
systems and their running,
maintenance, and general order, 'm
responsible for the systems
illfl'i:lﬂll'Ll[.’lLﬂ'f: WE USE — Ill’.]'l‘lu.'q.-'{.".lfl{ﬂ.
PCs, dnd other devices — and ['m
responsible for new systems
development.

INTERVIEWER: Cdan vou give me an
example of a system?

BILL: Yes, here's an example of an
operational system. We have 2,600
pubs and 350 service engineers. If
the beer dispenser stops working in a
pub, that’s a serious matter for the
publican. He or she rings in with the
fault. That's logged on the system. We
telephone an engineer who goes to
the pub, investigates the fault and
fixes it. and records details of what
he's done on a handheld device he
carries with him. The details of all the
work he's donethat dav are
downloaded to a PC at the end of the
day, and then sent up in the middle of
the night to our mainframe svstem
and processed there. The activity is
recorded. and the parts used, and
how long it took. Our stock database
is adjusted, and new parts ordered to
make up stock where necessary.
Evervthing is handled by one svstem.

INTERVIEWER: You re also responsible
for developing new systems,

BILL: Nowadayvs we tend to buy
packages or have packages modified
to our requirements,

INTERVIEWER: Why do yvou buv in
systems and not produce them in-
house?

BILL: It's now standard procedure to
buy in. When I started. we would
always write our own. But there's so
much available now and people
expect a high standard of
sophistication from a svstem.

In-house development would take too
long and be enormously expensive.

INTERVIEWER: How do vou choose a
systems:

BiLL: If you're looking for a system,
vou see what the market has to offer
and you make up a shortlist. You get
the shortlisted companies in to make
presentations. In addition to a system
that meets vour needs, vou're looking
for a company which is financially
sound and has a good track-record.
and can take you to sites with
satisfied customers. You're looking
really for a business partner. It's a
long-term relationship. The fact that
you spend fifty to sixty thousand
pounds on the software is almost
immaterial compared with the
investments you're going to put into
vour own company, in getting the
svstem commissioned and
configured, and working and
documented, and everything else.

Part 2

INTERVIEWER: How many systems do
vou have running:

BiLL: In the whole Beer Division there
are many hundreds of systems.

INTERVIEWER: It must be enormously
complicated, because you'll have
programs of all sorts of ages.

BILL: Yes, we have some systems
twenty years old. One problem I have
is to ensure that old and new systems
can interface.

INTERVIEWER: How do you protect vour
systems:

BILL: Everything is on the mainframe
and it’s all backed up. It's all
protected. You can’t just go along and
change something. It's a protected
environment. There are passwords.
You need several signatures to
change anything. The databases are
backed up on cartridges and taken off
site to a fireproof store. There are
contingency plans and disaster plans
so that even if there was a nuclear
strike we could be back in business in
a couple of weeks.

INTERVIEWER: What about the future?
Do developments on the hardware
side make any difference to yvour
systems?

BILL: Well, you can hold more
information online than you could
before. You can have much more
history, bigger files, but what is
making much more difference to our
company is faster communications.
We have our own internal email
system and there are links from there
into the Internet.

INTERVIEWER: So the future for vou is
faster information flow.

BILL: Yes—which means vou don't
need to have so many bits of paper.

INTERVIEWER: S0 a paper-free office?

BILL: There's no such thing and there
never will be,
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