· Floppy diskettes are on the way out... May not be too much longer before we see new PCs sold without a floppy disk drive at all.

· Disk letters are represented by letters of the alphabet, A:, B:, C:, D:, E:, etc.

· Expanded folders have a minus sign that can be clicked to collapse the folder tree.

· Collapsed folders have a plus sign that can be clicked to expand the folder tree.

· Three parts of a DOS filename; 1. Basename (1-8 char), 2. Dot, and 3. extension (0-3) Some call this a DOS 8.3 filename.

· CD-ROM - Compact Disk Read Only Memory. Can write to with a special CDR drive, and now we have CDRWs that re-write CDs, but can't do a file save as - must use special software to create the CD layout and burn the CD - takes 12-20 mins to burn a full CD.

· How to Create a New Folder - right click drive or folder, click New, click Folder. OR, click File, New, Folder.

· 3.5" 1.44MB disk is a floppy disk

· Hard disk is one inside the computer - remember we passed one around

· Although we will lose all information in RAM if the power goes off, it will not damage the computer circuitry - brown outs and surges can damage the circuitry.

· What is the Help key in most Windows applications? F1 key

· Hardware vs. Software: Hardware is the physical part of the computer that we can touch (mouse, keyboard, monitor, RAM, hard disk, etc.). Software is the set of instructions that tells the hardware what to do (DOS, Windows, Word, Excel, etc).

· Icon - tiny picture that represents real objects like recycle bin, disk drives, etc.

· Views in the Windows explorer: Large Icons, Small Icons, List, Details. Details view displays the file creation date, size of file, etc.

· How do you delete a file or folder in the Windows Explorer? Any of the following: 1. drag it to the recycle bin, 2. click the file or folder and press the delete key on the keyboard, 3. right click the icon and click on delete.

· How do you rename a file or folder? 1. right-click the file or folder, then click rename, or 2. click its filename twice - (Note: different than double-clicking)

· bit = 0s or 1s, 8 bits = 1 byte = 1 character, KB = aprox. 1000 bytes, MB = aprox. 1000 KBs, GB = aprox. 1000 MBs, TB = aprox. 1000 GBs.

· Top of a Window: 
Three states of a Windows: 1. Maximized (full screen), 2. Restored (middle position with sizable borders), and 3. Minimized (running as icon on taskbar)
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· What actions can a mouse perform? 1. point, 2. click, 3. double-click, 4. right-click, 5. drag and drop, 6. hover

· How do you select multiple files in the Windows Explorer? Two ways; 1. hold down SHFT key while clicking to select contiguous files, 2. hold down the CTRL key while clicking to select non-contiguous files.

· URL = Uniform Resource Locator = the address of a document on the web

· HTML = Hyper Text Markup Language

· ISP = Internet Service Provider

· Domain Name = cocacola.com

· What is the term FORMAT and what is it used for? Erases all the data on a disk and places the equivalent of electronic shelves on a disk. Prepares a disk to be used for the first time.

· Why would you see a (~) tilde character used in a file name? Just means that Windows shortened a filename to 8.3 DOS length. Often, we will see a filename that has the first six letters, then a tilde, then a number. This just means that DOS shortened the name to 8 characters. Example: COMPUT~1.DOC

· How can we, by only typing in the filename text box, make absolutely sure that a file gets saved on the floppy disk? Place an A: in front of the filename.

· What is the difference between dragging a file to a new location with the left mouse button vs. the right mouse button? If you right-drag it, you will get a shortcut menu asking you which did you want to do; copy, move, create shortcut, or cancel. This is the safest and best (preferable) way to drag files since you will not accidentally move a file to an unknown folder if you drop it in the wrong place. When we use the left mouse button to drag a file, by default it will do the following, without asking you:
1. if you drag to the same disk drive - by default, it will MOVE
2. if you drag to a different drive - by default, it will COPY
3. if you drag an .EXE file - by default, it will CREATE A SHORTCUT

· Difference between RAM (Random Access Memory - volatile, and is lost when the power goes out) and ROM (Read Only Memory)

· GUI (pronounced "gooey") - Graphical User Interface

· WYSIWYG - What You See Is What You Get

· wizard - asks you questions, then uses your answers to format a document

· Word Processor - used to create papers or any printed report

· Spreadsheet - uses a grid of rows and columns to perform calculations

· Database - helps to manage information previously stored in file cabinets or index cards
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