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As well as the hardware (= the machines), you also need software (= the programs needed
to work the machines). These programs are on disks, e.g. the hard disk inside the compute,
or floppy disks or on CD-ROMs (= Compact Disc Read Only Memory, a CD on which vos
can put a large amount of informartion).

B Operating a computer

Using the mouse, you can do a number of things by clicking on different icons (= moving
the mouse to point at different pictures at the top of the screen).
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C What do people use computers for?

A word processor is a computer used to prepare documents or letters, or the software that
is used for this purpose. Many people use their computers for word processing, e.g. writing
letters and reports. A lot of business people use spreadsheets (= a program used to enter and
arrange numbers and financial information) and databases (= programs which allow youto
store, look at or change a-large amount of information quickly and easily). Some people
also use graphics (= the pictures and symbols a computer program can produce).

D Important vocabulary

More and more people are becoming computer-literate (= have experience of working with
computers and know how to use them) as many programs and machines are so user-friendly
(= easy to use). You can now connect your computer to computers all over the world using *
the Internet (= a system thar allows computers to connect using telephone lines). People
send each other e-mail (electronic mail) messages using this system or network.

If your computer is slow it may need more memory. It may crash (= stop working) if there
is not enough memory or if it has a bug (= a software problem; also a virus). Make sure yu
make a back-up copy of your work (= an extra copy on a floppy disk).
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Exercises

Add another word, abbreviation, or part of a word, to complete common ‘computer’ words
and phrases.

1 soft....... 7 acomputer ........... :
2 aword ... 8§ ...-ROM

3 floppy ..cocoon. 9 laser ............

4 ~friendly 10 lapic.oo

5 comememmcEliterate 11 spread...

6 Keyiwu 12 .......-mail

Can you remember what these symbols mean?

Complete this text about using a computer for word processing.

| wrote a report on the () this morning. When | finished, | @ out two copies
_ one for me and one for my boss. Then, without any warning, the computer went () ,and
I'm afraid | lost the whole document. This is very unusual because normally | & the data
while I'm writing and then make a ©) copy when | have finished; this morning | forgot.
Anyway, | gave the report to my boss, hoping that she would not ask me to change it in any way.
She did. She thought it was a bit long and said it would be better if | used more © to
illustrate some of the written information. She also thought it would make the report look more
attractive.

| went back and rewrote most of the report when the computer was OK, only | & part of
the middle section which was rather repetitive, and | added extra ® as my boss advised.
It did look better by the time I'd finished, and this time | remembered to ©) it and make a

(0 copy.





