
What is a Personal Computer? 


Personal Computers are

Productivity tools.  When used appropriately, computers can enhance productivity. 

Business machines.  Like calculators and typewriters, they can perform business-related tasks. 

Fast.  Many tasks can be performed more quickly by using a computer.

Versatile.  They can be used for a variety of tasks. 

What can a Personal Computer do? 

Among their many capabilities, you can use personal computers to: 


· Write documents, such as memos, letters, reports and briefs.


· Produce and maintain lists of information. 


· Schedule and plan projects. 


· Budget and perform other accounting tasks. 


· Analyze numeric data. 


· Search through lists or reports for specific information. 


· Create Illustrations. 

Hardware 

Hardware is the physical equipment that you use to perform computing tasks. 

Hardware includes: 


The monitor.  This looks like a television screen.  Your computer provides 
you with information via the monitor. 

The keyboard.  The keyboard looks like a typewriter (but with more keys).  You use the keyboard to give commands and enter information into the computer.


Disk drives.  You store your computer files on disks in drives just as you store your office files in folders in filing cabinets.  Two types of disk drives are common:  hard-disk drives and floppy-disk drives. 





 


Hard disks are generally not removed from the computer.  They can store large amounts of information. 

Floppy disks generally store much less information than hard 
disks, but they can be removed from the floppy-disk drive and 
moved easily. 

Disk drives are sometimes called storage devices. 

Memory.  Memory functions like an office desk; it is where tasks 
are performed. 

Generally, you move files from your filing cabinet to your desk when you 
want to work with them.  Similarly, you move a copy of the file from a 
floppy or hard disk into computer memory and work with it there.  Because 
computer memory is easy to empty, it is used only to store information 
temporarily.  To preserve your work 
for later use, you should store it in a file on a disk. 

Generally, you move files from your filing cabinet to your desk 
when you want to work with them.  Similarly, you move a copy of the file 
from a floppy or hard disk into computer memory and work 
with it there.  Because compute remarry is easy to empty, it is used only to 
store information temporarily.  To preserve your work 
for later use, you should store it in a file on a disk. 

   The central processing unit, or CPU.  This is the "brain" of the 
  computer. 

   Printers.  Printers record a personal computer's output on paper. 


Software 


Software is a set, or program, of instructions that enables a personal 
computer to perform specific tasks.  Software programs can be stored on 
  a disk and recalled into the computer's memory whenever a specific task 
needs to be performed.  Because of this, a great variety of tasks can be 
performed by using one computer. 

Computers require software to perform even the most basic tasks.  There 
are two general categories of software. 

Applications are software programs designed to meet specific needs, 
such as typing documents, producing charts, or tracking payroll information. 

System software includes programs, such as Windows and DOS (the Disk 
Operating System), that create the working environment for your 
personal computer. 
?

