INTRODUCTION 

OCN (or Open College Network) is a scheme based on several different levels, and is available in many different subject areas.

To be successful in the chosen area, you are expected to produce a portfolio of your work, ensuring that you cover all of the criteria specified by the OCN.  You will need a folder to present your work, but do not spend a lot of money on it, as no extra marks will be awarded!

You will be provided with a criteria sheet, and it is suggested that once a criteria has been met, you put the date of completion at the side.  This will save time when the course end approaches, believe me!

Ensure that the following points are adhered to:

· Make sure that every criterion a piece of work meets is written on the printout, or even typed before you print.  Remember that some pieces of work may meet more than one criterion.

· You must make sure that all of your work has your name, the filename and the date on it – you can write it on afterwards if you forget to type it.

· You are expected to use the spell-check and to proofread all of your work.  Any errors after marking should be amended and reprinted but place the originals in your portfolio too, to show progression.

· To do a screen dump – ensure that whatever you want is on the screen.  Press the print screen key on the keyboard.  Go to START menu, PROGRAMS, WORD.  Go to the EDIT menu, PASTE.  Your ‘snapshot’ of the screen will appear.  Type your name, filename, date and criterion numbers and then go to FILE menu, PRINT.  You do not need to save the screen dumps.

· You can use the following exercises or you can produce a project, as long as the entire criterion is met in full.

· Remember that you can ask your friendly tutor for assistance at any time!

HAVE FUN!

	
	SWITCHING THE COMPUTER ON AND OFF

	Criteria

2.1

1.2

2.4
	SWITCHING THE COMPUTER ON

Locate the ON button and press it to switch the computer on.  

The computer now goes through a process of ‘starting up’.  This will take a few minutes.  Sometimes computers have passwords installed and you may need to ‘log on’ to start using the computer.  Please ask your tutor to tell you what the password is and make a note of it - you will need it each time you switch the computer on.   

The first thing you see when the ‘start up’ process has completed is called the desktop.  The pictures you can see are called icons and will vary depending on how your computer has been set up.

SWITCHING THE COMPUTER OFF

It may seem strange to tell you about switching the computer off when you’ve only just switched it on, but the following information is important.  You can refer to this when you have finished working on the computer!  

When you have finished with the computer, you need to tell it you want to  ‘shut down’.  If you have been doing any work, make sure you have saved it.  If you have been using a floppy disk, make sure you remove it.  If you have any programs/windows open, make sure you close them.
Click on the Start button.  The Start menu appears.  Click on Shut Down.  The computer now gives a choice of options.  The one that has the black dot in the circle is the option which is selected.  

Make sure Shut Down is selected then click on the Yes button.  The computer will now go through a routine of shutting down.  Some computers automatically switch off without the need for you to turn them off with the power button.   If the computer you are using is not set to switch itself off, the following message will appear on the screen: IT IS NOW SAFE TO TURN OFF YOUR COMPUTER.

You can now press the power button to switch the computer off.

If you don’t shut down the computer correctly, when you turn it back on it will scan all your files to check if there are any that may have been damaged.  Using the above procedure will avoid this and will also avoid causing any damage to your computer.

	
	


	
	PARTS OF A COMPUTER

	Criteria

1.1


	A computer is made up of HARDWARE and SOFTWARE.
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HARDWARE

Hardware refers to the computer physical components, such as the monitor, keyboard, CPU, hard disk, mouse, modem, printer and CD-ROM drive.  Let’s take a look at the typical hardware parts of a computer in more detail.

Monitor

The monitor is the screen on which the computer displays information.  This information includes the instructions you send to the computer and the results the computer returns.  Another name often used for the monitor is visual display unit (VDU).

Mouse

A mouse is an input device, which is held in the hand.  You use the mouse to select an item on the screen by pointing to it and clicking a button.  The mouse is sensitive – think of it as a piece of china rather than a lump of wood!  

Moving the mouse causes the mouse pointer ( on the screen to move.  The pointer is normally an arrow shape (, but can change depending on the task being performed.


	Criteria
	

	
	As a general rule, the left mouse button is used unless an instruction specifies otherwise.

Move the mouse around on the desk.  The ( will move around the screen.

[image: image6.wmf]Move the mouse until the ( is over the Start button at the bottom left hand corner of the screen, then holding the mouse really still, gently click the left button once.

Clicking on the Start button opens the Start menu.  The contents of the Start menu may differ from the one shown (but will be similar), depending on how your computer has been set up.  

Move the mouse to a blank area of the screen and click to close the Start menu.

Keyboard
The keyboard is an input device that is used to type instructions and enter information as letters or numbers.  


The keyboard you will mostly come across is known as a QWERTY keyboard.  If you look at the first row of letters (below the row of numbers) the first six keys spell QWERTY.  This simply means that the arrangement of the alphabetic letters on the first three rows of keys are standardised, whether the keyboard is on a computer, word processor, or an old manual typewriter.

When you press a key, an electronic signal is generated and sent to the computer.  The computer then acknowledges your action by sending the same signal to your screen, making the letters that you type appear in front of you.

You will find that the keys are very sensitive and only need a light touch.  


	Criteria
	

	
	Printers


A printer is an output device that prints to paper the information processed by the computer.  While some dot-matrix, ink jet and laser printers can print both text and graphics, laser printers allow you to print higher quality graphics.

Floppy Disks
A floppy disk is in a solid plastic case and is usually 3½” diameter.  Information can be recorded onto the magnetic surface of the floppy disk.  The floppy disk is portable, so can be removed from the computer. Floppy disks have less storage capacity but are easy to transport.  

The CPU (Central Processing Unit)
The CPU is the “brain” of the computer system.  It deals with all the information, directs its travel and processes it.  The CPU stores the hard disk, which is the part of the computer that holds all the programs, documents and data when the computer is switched off.  The longer you have your PC, the more documents you create, the more data you store and the more valuable your hard disk becomes.

Programs such as your word processor are replaceable.  Even if it came installed on your computer, the set of floppy disks or CDs should be included.  If anything goes wrong, you can re-install your programs from the floppies or CD back onto your hard disk.  However, anything else, such as your precious documents, should be frequently backed up onto spare floppy disks or a storage device of some kind.

As its name implies, the hard disk is made of aluminium alloy covered with a magnetic coating, making it pretty rigid and the hard disk is completely sealed within the computer.  Data is recorded onto the magnetic surface of the hard disk in exactly the same way as it is on floppies or digital tapes. 

Hard disk space is the storage capacity of your computer.  



	Criteria
	

	1.3
	CD-Rom

A CD-ROM contains information in ROM (read-only memory) format, but more recently computers have the capability to save (write) information onto blank CD ROM disks, and the arrival of DVD drives will soon enable computer users to save vast amounts of information on a single DVD disk.

SOFTWARE

Software refers to the operating system (Windows) and applications such as Excel, Word and Access.

Software includes the collection of programs, languages, and/or routines that control the operations of your computer, in solving a given problem.  Software is composed of two types of programs: applications programs and the operating system.

Application Programs are designed to solve a particular problem or accomplish a specific task.  For example: 

Microsoft Word is used to produce word processing documents, such as letters, reports etc.

Microsoft Publisher is used to produce things like business cards, leaflets, newsletters, magazine articles etc.

Microsoft Excel is used to produce spreadsheets such as accounts information.

Microsoft Access is used to produce databases such as a company’s customer information - names, addresses, products bought, products sold, prices paid etc.

The Operating System (such as Windows 98) is a collection of memory-resident and disk-resident programs that control the overall operation of the computer.

An application program (Word, Excel, Access, Publisher etc) cannot run without the operating system (Windows 2000, Windows 98, Windows 95 etc).
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